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Introduction

This booklet is the companion document to the Word 2013: Reviewing your Document workshop.
Several of the tools available under the Review tab provide the user with a way for tracking the
changes in their document and leaving notes for others to see (e.g. when a professor returns a paper
to the student, it usually has corrections in addition to comments), as well as combining and comparing

changes across multiple documents.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

Turn track changes on and off

Understand the different review display settings and how to apply them
Accept/reject changes to the document

Add/delete/reply to comments in the document

Lock tracking changes for your document

Combine changed documents

Compare changed documents
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Collaborating on Documents

Word contains features that make it easy for several people to work on a document together. Rather
than passing a hard copy of the document containing manual changes back and forth, you can have
Word automatically track the changes, and then you can pass the document electronically.

Track Changes

By using the Track Changes tool, you can easily see what changes have been made to the existing
document. This feature is very useful if you are collaborating with others, or wish to make suggestions
that can be later accepted or rejected. Furthermore, you can quickly switch between different views to
see the extent of the changes, or if you wish to view the original document in its entirety.

If you wish to make changes to a document that you want to share with others, you must enable Track
Chanages first before making any changes to your document:

REFERENCES MAILINGS REVIEW VIEW
1. Inthe Ribbon, click on the Review tab. -

2. Inthe Tracking group, click on Track Changes (See Figure 1).

= :ffj Simple Markup ~

L,’f I2 Show Markup ~
Track
Changes ~ = Reviewing Pane ~

Tra cking [P

Figure 1 - Track Changes

3. Word will now begin to track changes to your document (e.g. inserting text, deleting text, etc).
The Track Changes button will be shaded blue to indicate track changes has been activated.

4. To turn off track changes, click the Track Changes button.
Note: Track Changes will remain on unless it is deactivated; even if you save your document. Be sure to

turn off track changes if you don’t want others to track changes. If you want to prevent others from
turning off track changes, see Locking Track Changes.
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Making Changes to your Document with Track Changes

Once Track Changes has been activated, Word will make note of all changes made to your document.
To make changes to your document, simply edit the document as you normally would. The default
settings for changes will appear as red lettering for insertions, and red lettering with a strikethrough
for deletions (See Figure 2).

ephants are the African-Asian elephants. They grow to be 20 to 2
110 feet {about 3 1/2 meters) tall.; and-wThese elephants weigh
h is close to 6 1/2 tons (6,000 kilograms or six metric tons). Fema

Figure 2 - Changes to the Document

Leaving Comments
You can leave notes in your document for others to read that ask for clarification, explain a revision,

etc. When your review settings are set to Simple Markup, all comments will be hidden and areas that

have had a comment added will display a speech bubble[—v—'l.

To add a comment to your document:

1. Click within your document, or select a section of text that you want to add the comment to.

REFERENCES MAILINGS REVIEW VIEW

2. Inthe Ribbon, click on the Review tab.

3. In the Comments grouping, click on New Comment (See Figure 3).

=l

Delete Previous Next Show
b4 Comments

Comments

Figure 3 - New Comment

4. A comment textbox will be added to your document. Type your message within the comment
textbox to leave your comment (See Figure 4).

Comments i
H Evan R Atkin A few seconds ago &
It would be intaresting if you included some statistics
about this. |

Figure 4 - Leaving a Comment

5. Once finished, click anywhere inside your document to leave the comment textbox.
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6. To edit your comment, click on the speech bubble"—v—'I to display your comment.

Reply to a Comment
The following shows how to reply to a comment while in Simple Markup view:

1. Click on the speech bubble'ﬂr'| to display your comment. The comment window will appear.

2. In the comment window, click on the Reply icon (See Figure 5).

Comments i

H juser September 19, 2013 9’;?
ﬁ'his would mske a good footnote

Figure 5 - Reply to Comment

3. Your user name will be added to the comment window. Type your response to the original
comment (See Figure 6).

Comments v
H juser September 19, 2013 &
This would mske 3 good footnote
Evan R Atkin A few seconds ago
Thanks! It will be in the next draft.l

Figure 6 - Leaving a Response

Delete a Comment
The following shows how to delete to a comment while in Simple Markup view:

1. Click on the speech bubble'ﬁr'| to display your comment.

REFERENCES MAILINGS REVIEW VIEW

2. Inthe Ribbon, click on the Review tab.
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3. Inthe Comments grouping, click on Delete (See Figure 7).

= ]
)

l

New
Comment

¥
[L g2

Delete

-

D B
L_P ==
Previous Next Show

Comments
Comments

Figure 7 - Delete Comment

4. The comment will be deleted from the document.

Changing your Review Display Settings

While Track Changes is active, you can alter your display settings to show how changes appear in your

document. To alter your settings:

1. Inthe Ribbon, click on the Review tab.

REFERENCES

MAILINGS REVIEW VIEW

2. Inthe Tracking group, next to the Review Display Settings icon ([E), click on the dropdown
(See Figure 8).

I

s
e ]

Track

C@jSimple Markup ~
E) Show Markup ~

Changes ~ £#3 Reviewing Pane ~

Tracking P

Figure 8 - Review Display Settings

3. Alist of display options will appear. Select one of the following to apply (See Figure 9):

Simple Markup

Provides a clean, uncomplicated view of your document. You will see indicators
where tracked changes have been made as a red line. Will also show comments
as a speech bubble. See Error! Not a valid result for table..

comments.

All Markup Will show all changes and comments made to your document.

No Markup Will show how the final version of the document will look with changes. No
comments will be shown.

Original Will show how the original version of the document looks without changes and

Figure 9 - Review Display Options
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Using the Simple Markup Display Settings

The Simple Markup display setting is new to Word 2013. This setting will show you sections of your
document that have had changes made to them as a red line in the left side margin. Comments will
also be shown as a speech bubble in the right margin of your document. The changes will remain
hidden until you click the red line, upon which the changes and comments will be made visible. You can

toggle between view/hide these changes as necessary.

1. Ensure that Simple Markup has been selected as your Review Display (See Figure 10).

F‘f\, IE@TSimple Markup vI
T_ .fk (] Show Markup ~
rac
Changes ~ £t Reviewing Pane ~

Tracking 71

Figure 10 - Simple Markup

2. Red lines will appear in the left margin of your document, indicating that a change has been
made on this line (See Figure 11).

General

The largest elephants are the Asian elephants.
| %g, 10 feet (about 3 1/2 meters) tall. These e

close to 6 1/2 tons (6,000 kilograms or six metr|

feet (1/2 meter) shorter than males ahd weigh

Figure 11 - Red Line Indicating a Change

3. Click the red line to show the changes made in your document (See Figure 12).

General

e The largest elephants are the African-Asian elephants.
‘ meters) long, 120 feet (about 3 1/2 meters) tall.; and-4
pounds, which is close to 6 1/2 tons (6,000 kilograms o

elephants are usually two feet (1/2 meter) shorter thajj
Figure 12 - Gray Line Indicating Changes Visible

4. The red line will become gray and the changes in your document will become visible.

5. To hide the changes again, click the Gray Line.
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Activating the Reviewing Pane

When active, the Reviewing Pane will display the number of revisions in the document, the type of
change made, and what was changed. You can also use the Reviewing Pane to quickly jump to revisions
within your document by selecting them. To activate the Reviewing Pane:

REFERENCES MAILINGS REVIEW VIEW
1. Inthe Ribbon, click on the Review tab.

2. Inthe Tracking group, click on Reviewing Pane (See Figure 13).

B3

Fq‘ B Simple Markup -

1

= ] Show Markup ~
Track

Changes vI Reviewing Pane -

Tracking P

Figure 13 - Activate Reviewing Pane

3. The Reviewing Pane will appear on the left side of your document (See Figure 14).

Revisions Ll
v 17 REVISIONS

QO

Jjuser Commented
You should move this down the page a
little more to center it.

juser Deleted
African

Figure 14 - Reviewing Pane

Locking Track Changes
If you are collaborating on a document with users, and want to ensure that Track Changes is used, you
can Lock Tracking so the tracking option cannot be turned off:

REFERENCES MAILINGS REVIEW VIEW
1. Inthe Ribbon, click on the Review tab.
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2. Inthe Tracking group, click on the lower-half of the Track Changes icon (See Figure 15).

EE' EﬁgiiSimpleMarkup 'j‘

Tr;ck B Show Markup ~
; Changes ~ £ Reviewing Pane ~

Tracking ]

Figure 15 - Accessing Lock Tracking

3. Adropdown list will appear. Click on Lock Tracking from the list (See Figure 16).

EE' Cr_fﬁ %simple Markup '

Z [E Show Markup ~
Track

Changes ~ Reviewing Pane ~
B Track Changes i

I[" Lock Tracking I

Figure 16 - Lock Tracking

4. The Lock Tracking window will appear. Set a password (if desired) and click OK (See Figure 17).

r ——— 3] e
1

Prevent other authors from turning off Track Changes.

Enter password (optionalj: » i

Reenter to confirm:

{This is not a security feature.}

Figure 17 - Lock Tracking Window

5. The document will now be locked to track changes. To remove this, follow steps 1-3 above
(enter the password if prompted).
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Accepting and Rejecting Changes
If you receive a document that has had changes made, you can move through the document to accept

or reject the changes in the document. Once the changes have been accepted/rejected, the track
markings will disappear.

The easiest way to accept/reject changes is to start from the beginning of your document. The
following explains how to accept/reject changes:

1. Click to place your cursor at the beginning of the document.

REFERENCES MAILINGS REVIEW VIEW
2. Inthe Ribbon, click on the Review tab. -

3. Inthe Changes group, you will see two options: (See Figure 18).

[ B Ej Previous
vl X |z
s -Ej MNext
Accept Reject
Changes

Figure 18 - Accept/Reject Changes

A. Click on Accept to accept the change and move on to the next change in your document.
B. Click on Reject to reject the change and move on to the next change in your document.

C. To navigate between changes without accepting/rejecting, click on the previous/next
buttons in the Changes grouping (See Figure 19).

a Presvious

— 127 Mext
Accept Reject

- -

Changes

Figure 19 - Previous/Next Revision

4. Continue this process until you have moved through the entire document.
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Personalize Your Copy of Word

By personalizing your copy of Word, changes made to the document will show your “user name” and
make it easier for others to identify your revisions when multiple reviewers are involved. This is helpful
if you plan to collaborate with other users.

The following explains how to modify user information:

REFERENCES MAILINGS REVIEW VIEW
1. Inthe Ribbon, click on the Review tab. -

2. Inthe Tracking group, click the Dialog Box Launcher (See Figure 20).

EB. g@:VSimpleMarkup =|
¥ 1

E) Show Markup ~
Track 3

Changes~ Reviewing Pane ~
Tracking

Figure 20 - Track Changes Dialog Box

3. The Track Changes Options window will appear. Click on Change User Name... (See Figure 21).

Track Changes Options.
Show
[¥] Comments (¥] Highlight Updates
V] Ink [¥] other Authors

[¥] Insertions and Deletions [¥] Pictures By Comments
[#] Formatting

Balloons in All Markup view show: |Comments and formattinng]
Reviewing Pane: Off E’

[ Advanced Options... Change User Name...

[ OK ][ Cancel ]

Figure 21 - Change User Name

4. The Word Options window will open. In the Personalize your copy of Microsoft Office, enter
your name and initials (See Figure 22).

Personalize your copy of Microsoft Office

User name: Scrappy the Owl

Initials: S|

[v] Always use these values regardless of sign in to Office.
Office Background: | Clouds [z‘
Office Theme: White  [+]

Figure 22 - Personalize Word
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5. Click on OK. Your copy of Word has been personalized.

Compare Changed Documents

If you receive a document that has been revised, but track changes were not enabled, then you can
use the Compare tool in Word to determine what changes were made between the original document
and the revised one. Please note, that to use this tool, you will need the original document and the
revised document in order to compare.

. . . REFERENCES ~ MAILINGS | REVIEW | VIEW
1. Inthe Ribbon, click on the Review tab. _

2. In the Compare group, click on Compare (See Figure 23).

E

Compare

v

Compare

Figure 23 - Compare

3. Adropdown list will appear. Click on Compare... (See Figure 24).

r‘ﬁ\_
= [

Compare Restrict
v uthors - Editing
Compare...

Compare two versions of a
document (legal blackline).

: f—(l:l Combine...
| =521 Combine revisions from multiple
authors into a single document.

Figure 24 - Compare Changes
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4. The Compare Documents Window will appear. Click on the Folders next to original document

and revised document to browse through your computer and select the appropriate documents

(See Figure 25).

QOriginal document

' — 34 v Tosge D)

Revised document

| Follow up letter_original E jFoIIow up letter_revised E] | l

-
ps

More >>

Label changes with | = | | Label changes with |author '

OK ][ Cancel ]

Figure 25 - Compare Documents Window

5. Click on OK.

6. A screen will appear that shows three documents (from left to right): the compared document,

the original document, and the revised document (See Figure 26).

Compared Document

Original Document (Follow up letter_original - Comparison) x

Roger Powell

Sales Manager

Quality Furnishings

125 West Hannover Street
Raleigh, North Carolina 27601

Hey Joe!

[ am indebted toyou fortaking the time to meet with me last Thursday about the Sales Associate
position. I greatly enjoyed meeting with you and touring the facility. I was very impressed with
the layout of the showrcom and the competence and friendliness of the staff at your company.
[ would love the chance to work in such a productive and supportive atmosphere.

As we talked about, my 10 years of sales experience, both incommissioned floor sales and inthe
role of Sales Supervisor, would greatly benefit Quality Furnishings. In that time, I have learned
many techniques that would drive sales and drive customer satisfaction ratings at Quality
Furnishings, such as focusing on customer sarvics, respondingto feedback from employess,and
performing SWOT analysis of the current market.

[ wanted to let you know that I have recently received my certificate from the Superior Sales
Training program at the National Business Institute {(NBI). Several techniques covered in the

Roger Powell

Sales Manager

Quality Furnishings

125 West Hannover Street
Ralelgh, North Carolina 27601

To Whom it May Concern:

Thank you for taking the time to meet with me last

Revised Document {Follow up letter_revised - Author) X

Roger Powell

Sales Manager

Quality Furnishings

125 West Hannover Street
Raleigh, North Carolina 27601

Hey [oe!

I am indebted to you for taking the time to meet with me

Figure 26 - Documents Compared

7. You can go through the changes in the compared document section and accept/reject changes

as needed.

8. When finished reviewing the compared document, you can save it as its own version of the

document.
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Combine Changed Documents

If you send a document for review to several reviewers, and each reviewer returns the document, you
can combine the documents two at a time until all the reviewer changes have been incorporated into a
single document. The following explains how to combine multiple documents:

REFERENCES MAILINGS REVIEW VIEW

1. Inthe Ribbon, click on the Review tab.

2. In the Compare group, click on Compare (See Figure 27).

Compare

v

Compare

Figure 27 - Compare

3. Adropdown list will appear. Click on Combine... (See Figure 28).

=

Compare Block Restrict
> Authors = Editing

Compare...

Compare two versions of 2
document (legal blackling).

[:(:' Combine...

=5 - . s A

E Combine revisions from multiple
authors into a single document.

Figure 28 — Combine Changes

4. The Combine Documents Window will appear. Click on the Folder next to original document and

revised document to browse through your computer and select the appropriate documents
(See Figure 29).

N Ongmal document Revnsed document

| | sTS_Handbook_Entry_DRAFT with changes. EHE] | STS_Handbook_Entry_DRAFT with changes_ EREI.
Label unmarked changes with: [Emily Hassman Label unmarked changes with: Evan Atkin

S
o] o)

Figure 29 - Combine Documents Window
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A. Under Original Document, select document into which you want to combine the changes

from multiple sources (e.g. your master document).

B. Under Revised Document, select the document that contains the changes by one of the

reviewers.

5. Click on More > >. Additional options will appear.

6. Under Show Changes, click on Original Document (See Figure 30).

Show changes

Show changes at:
) Character level

Q@ Word level

Show changes in:

Original document

() Revised document
(") New document

Figure 30 - Show Changes

7. Click on OK.

8. A screen will appear that shows three documents (from left to right): the combined document,

the original document, and the revised document (See Figure 31).

Comkined Document (STS_Handbook_Entry DRAFT with changes EHazsman)
D —

Bumuss Building - £
] Room 475
770-399-3555
studenthelpdesk@Phennesaw edu
b/ fits kennesaw edu/students

s ke

‘The goal of Information Tecknalogy Services (ITS) 13 to provide efficent, secure, and user-frisndly accoss to tachnology for all students,
faculty, and staff. [TS.striszes to offer the necessary tools for students and faculty to accomplish collabocation, researdh, scholarship. and
Innovation. ITS provides the foundational infrastructure of 2ll campus comp sting, from installing and maintalning network connectivity,
server and tel 10 technology tratning and £ d technical support.

Student Technology Services (STS). 3 unit under ITS. serves as the primary point of contact for all Kennesaw State University (KSU)
students with thﬂr computer. technology, and distance learning questons. STS provides students with support, assistance, and
oducation to use tachnology to further their academic success, STS provides support via emall phone and in-person at the ITS Computer
Lab in Burryss Butlding 375, Durtng the cemester, STS and the ITS Computer Lab are open ceven days 3 week, with come late evening
hours.

The ITS Computer Lab is the largest computing space on campus. It is designed with space for both collaborative and individual work, Tt
is a general purpose facility open to all KSU students, faculty, and staff. The ITS Computer Lab also provides services and equipment
access, such as free local faxmz access to documents and image scanners, and fast printing. It contains dedicated workspacs areas for

‘ 0’12 inat Document (STS_Handbook_Entry DRAFT with changes EHazeman - Emily Hassm x

Services
Burruss Building - 4
Room 475
770-489-3555

studenthelpdesk @kennesaw.edu
hitp:/ Jits kennes aw.edu /sbdents

The goal of Information Technology Services (ITS) Is to provide efficient, secure;
and user-riendly access to technology for al! students, faculty, and staff, ITS
strives to offer the necessary km*s for students and faculty b accomplish

1iak research, 1 p, and ion. ITS provides the
foundationat infrastructure of all campu:l computing, ‘rom installing and
intaining network ¢ fvity, server and t=l i

to technology training and customer-focused technical support.

Smudent Technology Services (STS), a unitunder ITS serves as the primary point
of contact for all Kennesaw State University students with their computer,
technology, and distance |eaming questions, STS provides students with support r

group projecte with acress to dual-boot iMacs, which can be bootad into aither Windows or Mar, and a parsonal lastop area equipped
with network and charging poete

|

The front desk of the ITS Computer Lab offers wall-in advice for STS during hours of operation, showing students how to resolve any
issues writh pus applications and sarvicas. STS o your resource for assistance with Owl Expross. KSU Wifi, campusz
printing emall, and Destre2Learn DestreZLearn If 2 student’s computer 1s running slovdy or experiencing pop-ups, STS can also offer
advice on mabware removal and ensure the student’s PC has the most current updates from Apple or Microsoft, STS will provide
suggestions and contact information of vendors for hardware or more complex computer problems

STS encourages all KSU students to take advantage of the FREE technology training provided by the ITS Outreach & Distance Learning
Technologies (ODLT] team. ODLT offers traimmg to suit all levels:

* Hands-on technology traming in & ciassroom zetting

* Instructional booklots for salf-paced study or reference;

* Onlme tutortals for self-paced learning: and

* One-on-one sessicns for trammg on specific applicaticns,
Q00T ook i dag froc ro all Mlod ceoconte 3w QUET shidontc el

Slalle thar £l

Revised Dorument (5T5_Hendbook_Entry DRAFT with changes ERA - Evan Atkin] X

Information Technology Services - Student Technology
Services
Burruss Building - 4
Room 475
770-499-3555
studenthelpdesk@kennesaw.edu

The goal of Information Technology Services (1T5) is to provide efficient. secure,
and user-frlendly access to tachnelogy for all students, Faculty, and staff. ITS
strives to offer the necessary tools for students and faculty to accompiish

Figure 31 - Documents Combined

9. When finished reviewing the combined document, save it as its own version of the

documentation.

10. Repeat steps 1 —9 again, using the saved document from step 9 as your Original Document.
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Additional Help

For additional help or installation issues, please contact the KSU Service Desk (Faculty & Staff) or the
KSU Student Help Desk (Students).

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu/faculty-staff/

KSU Student Help Desk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu/students/
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