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l. Activating Review Features

-To activate the review features within Word click on
View>Toolbars>Reviewing which will bring up the Reviewing toolbar and click
the track changes button. To turn off tracking changes then click the button again.
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ll. Adding Changes

-To add any change in the document proceed to add or delete text in the
body, header and footer, or anywhere else you wish and the changes
will be marked with special formatting.

Example 1:
delete text and insert your comments as needed and I
ove d document. | Deleted: s ]

-In the above example the word “this” has been deleted and replaced with
the article “a”. Note that any deleted text will appear in a red outline box.
Any added text will by default appear in red and be underlined.

Example 2:

will be happv to accept the change
MW paragraph.

-In example 2 returns are showed by a vertical line and a new paragraph of
text has been added.
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lll. Adding Comments

-To add comments click on the Add Comments button on the Reviewing

Toolbar.
=.
1= Cu:umment|
Example 1:
S ——————— - (S
Note that a comment will appear on the left hand side of the document in a
read box with black text.

Note: Comments may only be inserted in the body text.
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IV. Accept Changes

-To accept a change right click on the change and choose “Accept
Insertion” or “Accept Deletion”. This can also be accessed on the toolbar.

document
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Notice how the redtext disappears after the insertion is accepted.
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-The red deletion text box will also disappear after the deleted change has
been accepted by the reader.

-To accept all changes in the document click on the “Accept All Changes”
option on the reviewing toolbar.
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E} Accept Change
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accept all Changes in Document: t I
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V. Reject Changes/Comments

-To reject changes right click on the added text or deleted text balloon and
choose “Reject Insertion” or “Reject Deletion”

-I Deleted:

Commer
Little mowe

Cuk J

Copy ]
Paste
Accept Deletion

Reject Delekion M

-The deleted or inserted text will then disappear.

9 @ @ =<

3 to improve this decument.

- To delete a comment right click on the red comment balloon and choose
“Delete Comment” option.

Comment;: ] wish you would add a ] |
Iittle mowe

R Ppaste
|E Celete Comment [} |
W

-To reject All Changes or All Comments click on the “Reject All Changes
in Document” or “Delete All Comments” option from the Reviewing
toolbar and then they will disappear.

-lta-[2@.

:E} Reject Chanoe/Delete Comment

| Reject All Changes in Document %JI

Delete All Comments in Document
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VI. Navigating Changes/Comments

-To navigate through the changes or comments in a document use the left or
right arrow buttons on the Reviewing Toolbar.
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VIl. Show Features

-Certain features of tracking changes can be hidden from view by selecting
or deselecting them from the Show Features option on the Reviewing toolbar.
Uncheck features if you do not want them to show in the document.
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-Changes can also be seen in the Reviewing Pane on the toolbar, if it is
selected. It will appear at the bottom of the document and allows the user to
scroll through all of the changes and comments.



Asbury Theological Seminary Copyright 2005

VIIl. Track Changes Options

-There are options that can be changed in regard to how the changes are
displayed in the document. To access these options select tools -> options (a
dialogue box will appear), select the “Track Changes” tab at the top of the dialogue
box.

A Dialog box will appear with options that can be changed.

I=er Infarmakion Connpatibility File Locations
Wig General Edit Prink Save
Security Spelling & Grammar | Track Changes

Markup %
Insertions: |Lln|:|er|ine w | Colar: |. By author W |
Deletions: |Strikethru:uugh w | Color: |. By author W |
Formatting: |{n|:|ne} w | Color: |. By author  w |
Changed lines; |Outside border V| Color: |. Auto V|

Comments colar; |. By author V|

Balloons
Use Balloons {Print and Web Lavout): |.ﬁ.lwa';.-'s w |
Preferred width: |2.5" E | Measure in: |Iru:hes W |
Margin: |Right w | Show lines connecting bo kext

Printing {with Balloons)

Paper orientation: |Preserve b |

[ 0] 4 ] [ Cancel
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IX. Display for Review

-The Display for Review provides a way to preview the changes without
accepting or rejecting them.

|Final Showing Markup |-[§§hcuw* - oy

Display For Reviewl

There are four options.

1. “Final Showing Markup” that displays the last changes and comments.

This 13 my document that needs reviewed. There may be a number of suggestions that myv
advisor would like to suggest. Feel free to delete text and insert your comments as needed and I

]

will be happy to accept the changes to improve g document. __.--{ Deleted: fhis
we now started a new paragraph. _.--{ Comment: I wish you would add &
_g_p—l """""""""""""""""""""""""""""""""""""""" litt]e move text to this paragraph.

)

2. “Final” that displays what the document will look like with all changes.

Thiz 1z my document that needs reviewed. There mav be a number of suggestions that my

advisor would like to suggest. Feel free to delete text and insert your comments as needed and I

will be happy to accept the changes to improve a document.

I'we now started a new paragraph.

3. “Original Showing Markup” which shows all sum changes.

This 12 my document that needs reviewed. There may be a number of suggestions that my
advizor would like to suggest. Feel free to delete text and insert your comments as needed and T

| will be happy to accept the changes to improwe fhis documentl _,.-{Eon‘l‘nent: T wish you would add a
""""""""""""""""""""""""""""""""""""" Little mowe test to this paragyaph.

:\\: '[ Inserted: a

f

“{ Inserted: f
Ive nover started a renwr paragraph

‘-_“{Inserted:'
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4. “Original” which shows the original document before any changes.

This 1z my document that needs reviewed. There may be a number of suggestions that my

adwisor would like to suggest Feel free to delete text and insert your comments as needed and T

will be happv to accept the changes to improve this document.



