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Introduction

This booklet is the companion document to the Word 2016: 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
Changes first before making any changes to your document.
1. Click on the Review tab (See Figure 1).

2. In the Review tab, click on Track Changes (See Figure 1).

=] = | o arch Paper.docy - Word = i a

File Home Insert Design Layout Feferences Mailings Vi o Add-ins Q' Tell mawk antto do. Sgnin ,Q,_.‘;ha'e
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£85 Werd Count tookug = £ Gl | Show Comiment Changes~ > | Reviewing Pane - - 2] Next . s Editing  Motss
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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 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.

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.

The-largest-elephants-are-the-Africar-Asian-elephants. They-grow-to-be-20-t0-25-feet.(6:t0-7-1/2-
meters)-long,-33-10-feet-{about-3-1/2-meters)tallaad. These-elephants-weigh-up-to-13,200-

Figure 2 - Changes to the Document
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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.

New Comment
1. Click within your document, or select a section of text that you want to add the comment to.
2. Click on the Review tab (See Figure 3).
3. In the Review tab, click on New Comment (See Figure 3).
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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.

Randy Dean A few secondsago e
Itwould-be-interesting-if-you-included-some-statistics
about-this v

Figure 4 - Comment Textbox

5. Once finished, click anywhere inside your document to leave the comment textbox.

Edit a Comment
1. Search within your document for the comment to edit.
2. Click on the comment speech bubble.
3. Once you are finished editing, click anywhere inside your document to leave the comment

textbox.

Reply to a Comment

The following shows how to reply to a comment while in Simple Markup view:
1. Click on the comment speech bubble to display your comment.
2. Inthe comment window, click on the Reply icon.

Randy Dean A few secondsago

Itwould-be-interesting-if-you-included-some-statistics
about-this v

Figure 5 - Reply to a Comment
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3. Your username will be added to the comment window. Type your response to the comment.

Randy Dean 33 minutes ago Ed
It-would-be-interesting-ifyou-included-some-statistics:
about-this.

Evan Atkin A few seconds ago
Thanks!-lt-will-be-in-the-next-draft.y

Figure 6 - Response to a Comment

Delete a Comment

The following shows how to delete a comment while in Simple Markup view:
1. Click on the speech bubble to display your comment.
2. Click on the Review tab (See Figure 7).
3. In the Review tab, click on Delete (See Figure 7).
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Figure 7 - Delete a Comment

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. Click on the Review tab (See Figure 8).
2. Inthe Review tab, click on the Display for Review drop-down (See Figure 8).
3. Alist of display options will appear. Select one of the following to apply:
a. Simple Markup - Provides a clean, uncomplicated view of your document. You will see
indicators where tracked changes have been made as a red line. It will also show comments
as a speech bubble (See Figure 8).
b. All Markup - Will show all changes and comments made to your document (See Figure 8).
c. No Markup - Will show how the final version of the document will look with changes. No
comments will be shown (See Figure 8).
d. Original - Will show how the original version of the document looks without changes and
comments (See Figure 8).

H S " 5 = o Rescarch Page dogt - Word 5 s = g
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Grammar Count  Lockup L - Comment = Commerts | CF (D s - + thor - Edibng | Motes
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Figure 8 - Display for Review
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Using the Simple Markup Display Settings
The Simple Markup display 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.

1. Ensure that Simple Markup has been selected as your Display for Review on the Review tab.

2. Red lines will appear in the left margin of your document, indicating that a change has been

made on this line (See Figure 9).
3. Click the red line to show the changes made in your document (See Figure 9).

= General
The-largest-elephants-are-the-Asian-elephants.-They-grow-to-be-20-to-25-feet-(6-t0-7-1/2-meters)-
long,-10-feet-(about-3-1/2-meters)-tall.-These-elephants-weigh-up-to-13,200-pounds,-which-is-
close-to-6-1/2-tons-(6,000-kilograms-or-six-metric-tons).-Female-African-elephants-are-usually-two-

Figure 9 - Red Line Indicating a Change

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 (See Figure 10).

= Generalf
The-largest-elephants-are-the-Afriean-Asian-elephants. They-grow-to-be-20-to-25-feet-(6-t0-7-1/2-
meters)-long,-13-10-feet-(about-3-1/2-meters)tallaad.-These-elephants-weigh-up-to-13,200-
pounds,-which-is-close-to-6-1/2-tons-(6,000-kilograms-or-six-metric-tons).-Female-African-

Figure 10 - Gray Line Indicating Changes Visible

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. The following shows how to activate the Reviewing Pane:

1. Click on the Review tab (See Figure 11).

2. Inthe Review tab, click on Reviewing Pane (See Figure 11).

B S 05 = .o Research Paper.docy - Word
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':'3; [_: _] ?E% ;D a’%} ﬁ$ ‘|§':| ; E‘)_—; S5 Al Mg ;— I;—| £ Previous E B Eﬂ

(123] H A1 B tho b — = St — =
Spelling & Thesaurus Word  Smam Translate Language Mewr Jelete Previous e Sk Track  p—t— Accept Reject Compare | fBloce  Restrict | Linked
Grammar Court  Lookup = : Comment Comments  [Changes: » o ] hors+ Editing | Motes

Proofing Insights Language Comments Tracking = Change: Compare Protect Onebiote -~

Figure 11 - Enable Reviewing Pane
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3. The Reviewing Pane will appear on the left side of your document.

Revisions Vs
~ 7 revisions 5
Insertions: 4
Deletions: 3
Maowves: 0

Formatting: 0

Comments: 0

rdean2l Deleted =
African-9

rdean2l Inserted
Asian-

rdeanl Deleted
119

Figure 12 - 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.

Enable Lock Tracking
1. Click on the Review tab (See Figure 13).

2. Inthe Review tab, click on the lower-half of the Track Changes icon (See Figure 13).
3. Inthe Track Changes drop-down, click Lock Tracking (See Figure 13).

H S 0% = o Research Papendoce - Word

File e e £ ) e £ Niesi| ARz DTl et vo pwantitalis

ABC — = ABC S = (! . > _ I : L B & Prevh :

J I? I ,E‘ ﬂ) d& »E"“? J = =] L Al Markup \/| R ;_L evious |—J | & Eis

: 2 B shiow Markup~ i Nee . X
Spelling 8 Thesaurus Word |~ Smart | Translate Language Mew e P s Neit 1" Track . Accept Reject Compare Block  Restrict | Linked
Grammar Count | Leokup Comment o Changes = | Reviewing Pane - s A v Editing = Mates
Praoling Trsights Language D» Track Changes ] Changes Compare Protect Onellote|  »

5 [ Sirsie o i i 1 i 2

i 4 65 | o AR

Figure 13 - Lock Tracking

4. Inthe Lock Tracking window, set a password (if desired) and click OK.

Prevent other authors from turning off Track Changes.

Enter password (optionall: |
RBeenter to confirm: .

[This is not a security feature.)

Figure 14 - Lock Tracking
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Disable Lock Tracking
1. Click on the Review tab (See Figure 15).
2. In the Review tab, click on the lower-half of the Track Changes icon (See Figure 15).
3. Inthe Track Changes drop-down, click Lock Tracking (See Figure 15).

=] (] (‘_‘D = o Research Papendoce - Word
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£ L O X e o2 0 3|_"‘;odchdc'mg RO | o AR

Figure 15 - Disable Lock Tracking

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.
2. Click on the Review tab (See Figure 16).
3. Inthe Changes group on the Review tab, you can do the following:
a. Accept - Accept the change and move to the next change in your document (See Figure 16).
b. Reject - Reject the change and move to the next change in your document (See Figure 16).
c. Previous/Next - Navigate between changes without accepting/rejecting (See Figure 16).
4. Continue this process until you have moved through the entire document.

| e Research Papendoc: - Word

Fle  Home Tset Design  loyout  References  Mailings Yiew | At D el oot Sl Bchn.
AR I ' ST (v [ 0 W
¥ & 3 Show Markug - . o
Spelling & Thesaurus Word  Smart  Tranclate Language Mawy  Belste Previoue e Snoiw Track ey e cept] et Campare Restrict  Linked
Grammar Count  Lookup = Comment Cammerts | Changes - [ElReviewing Pane - = - < Editing  MNotes
Proofing Insights Language Comments Tracking () Changes Compara Proted Onahlote S

Figure 16 - Accepting and Rejecting Changes
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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 your user
information:

1. Click the File tab.

2. In the Backstage View, click Options.

3. The Word Options window will appear, click General (See Figure 17).

4. Inthe Personalize your copy of Microsoft Office section, enter your name and initials

(See Figure 17).
5. Click the OK button (See Figure 17).

General

| E.:% General options for working with Word.

Display
Proofing User Interface options

Save [?] Show Mini Toolbar on selection &
Language [¥] Enable Live Preview G

W hi ; ]
sibarced | Update document content while dragging

ScreenTip style: i"S-hnw.'“fe-;ﬂ:ure d“n.ascri-p-léinns in Screen;i:ips-
Customize Ribbon

PuickAccess Toolbiar Personalize your copy of Microsoft Office

| Trust Center A User narne: [Scrappy the Owl
4 Initials: [s0 [

|| Always use these values regardless of sign into Office.

Office Theme: Co_lcrrful_ o
Start up options

Choose the extensions you want Word to open by default: | Default Programs... |
[v] Tell me if Micresoft Word isn't the default program for viewing and editing documents,
[] Open e-mail attachments and other uneditable files in reading view &

[] Show the Start screen when this application starts
Real-time collaboration options

When working with others, Iwant to automatically share my changes: | AskMe —|

_| Show narnes on presence flags

Figure 17 - Personalize your copy of Microsoft Office
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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.

1. Click on the Review tab (See Figure 18).
2. Inthe Review tab, click on Compare (See Figure 18).
3. Inthe Compare drop-down, click Compare (See Figure 18).

H ©- 5 1 o Rescarch Paper.docx - Word

File Plimet et Begnl | Popmdt ftoences Mg I et B

ABC = ABC ﬂ) i & PR > Ij_ 135 &l Markup . . £ Previous f I:: @
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Grammar Count  Lookup L .2 Comment ents | Changes = Reviewing Pane - 3 - - authoill 3 Prg | Notss

Froofing Insights Language Commerts Tracking [ Changes gmllpne...v

L foo s R A SRR RN F Foooeoe g e 4T G| e BB ehdLia G0 ORI

Compare fwo versions of 2
decument {legal blackling).
|—_~<_: Combine...
bE Combine revizions fram multiple
authorsinte a single document.

o

Figure 18 - Compare Changes

4. Inthe Compare Documents window, click on the Folders next to Original document and Revised

document to browse through your computer and select the appropriate documents
(See Figure 19).

5. Click the OK button (See Figure 19).

2riginal document o Rwised document

o [Research paper_Original.doo E[ - Research Paper Re'u'lsed doox B - l

Label changes with : Lagel changes with | & thaor

.Co-mpare Doc;imnﬁ

€
—

(5) |

Figure 19 - Compare Documents Window
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6. A screen will appear that shows three documents (from left to right): Compared Document,

Original Document, and Revised Document.
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8 share
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document.

Figure 20 - Documents Compared

Combine Changed Documents

If you send a document for review to several reviewers, and each reviewer returns the document, you

You can go through the changes in the Compared Document section and accept/reject changes

When finished reviewing the Compared Document, you can save it as its own version of the

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:
1. Click on the Review tab (See Figure 21).

2.
3.

Haiie
ABC

Spelling & Thesaurus Word
Gramimar Count

ABC

Froafing

L

Insert

In the Review tab, click on Compare (See Figure 21).

0 exearch Paper_Revised.doc - Ward

View

Deeign

o & g

MNew  Delete Provs Jieat ho

[ Al Markup
B} Show Markup +

=

Smart. | Translabe Language Tesel
Lookup - Comiment = Changes~ [ Reviewing Pane =
Ttights Language Comments Tracking

R e ¥y . Ey TR SR T

In the Compare drop-down, click Combine (See Figure 21).

+ Previous
iEEed &
L SN —
Accept Reject ompare] Restnct  Linked
- v - « - Editing  Maotes
Change: '”'l Compare._
Y. W | =l Compare tyggmeggsians of &
dacumenty 3 l= ]
| #-| Combine . Nt
%= Combine rmvisions from multipie
authors inba @ single docurment.

Figure 21 - Combine Changes
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4. Inthe Combine Documents window, click on the Folder next to Original document and Revised
document to browse through your computer and select the appropriate documents
(See Figure 22).

5. Click the OK button (See Figure 22).

| Combine Documents

l Original document Revised document o

.F‘.esearch paper_riginal.doot B - |Research Paper_Revised.doox B -
—

Label unmarked changes with! |Eyan R Atkin Label unmarked changes with: | pandy Dean

-3

(5) oc |

Figure 22 - Combine Documents Window

6. Inthe Microsoft Word window, select the document you want to Keep formatting changes

from (See Figure 23).
7. Click the Continue with Merge button (See Figure 23).

Word can store only one set of formatting changes in the final, merged
document, Choose which set of formatting changes to keep.

Keep formatting changes from:
(71 Your document [Research paper_Original.doci

(@ The other document [Research Paper_Revised.doc)]
o Continue with Merge

Figure 23 - Keep Formatting Changes From
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8. A screen will appear that shows three documents (from left to right): Combined Document,

Original Document, and Revised Document.
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Figure 24 - Documents Combined

9. You can go through the changes in the Combined Document section and accept/reject changes
as needed.

10. When finished reviewing the Combined Document, you can save it as its own version of the
document.

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

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

KSU Student Helpdesk

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