How To Document Word: Track Changes & Add Comments

INTRODUCTION

Word enables you to keep track of changes to a document by author or by document
version, you can insert reviewer comments into a document, and you can consolidate
changes or comments into a final document.

Track Changes Feature

Allows you to track and identify each author’ s changes to a document. When you turn on
this feature, Word marks each author’ s changes with colored text. In addition, A Screen
Tip accompanies each change — when you point to a marked change, the tip pops up to
show the author’s name and date and time of the change. If there are more than one copy
of the same document and each one contains changes, you can merge changesinto a
single copy of the document.
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These are notes that are attached to a document’ s text. Comments can be inserted
anywhere and can be displayed either at the point of insertion or in aspecial Comments
pane at the bottom of the document window. Comments are numbered consecutively as
you or othersinsert them. Aswith changes, each comment is color-coded and identified
by its author, and you can merge comments from multiple copies of a document into one
copy. You don't need to have the track changes feature turned on in order to insert
comments.
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Y ou can store changes made to a document during a particular editing session. When you
turn on the versioning feature, Word can save each editing session’s changes as a

separate version in the same document file, complete with comments from the person

who made those changes. Y ou can’'t merge information from different document versions,
but you can view more than one version on the screen at atime to compare them.
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Activate Track Changes

Track Changesis normally turned off in Word documents. There are 3 waysto activate
the Track Changes feature. First, you must open the document you want to revise. Then
you can do one of the following:

1. Double-click the Track Changes button on the status bar (it’s labeled TRK down at
the bottom of your Word window, where you see your page numbers, section, lines
and column information);

Press Ctrl+Shift+E;
Point to Track Changes on the Tools menu and choose Highlight Changes; or

On the Reviewing toolbar, click Track Changes (to display the Reviewing toolbar,
point to Toolbar s on the Views menu, then click Reviewing).

Notes Y ou can change the color and other formatting that Word uses to mark changed text and graphics.
And if you don't finish reviewing the document at one sitting, you can set up areminder in Microsoft
Outlook. On the Reviewing toolbar, click Create Microsoft Outlook Task and schedule the date and time
when you want to continue reviewing the document. Microsoft Outlook will include a shortcut to this
document in the task description. If you use change tracking and then save your document as a Web page,
tracked changes will appear on your Web page.

Check User Information

Before you begin adding comments, check your User Information. Here's how:

1. Onthe Tools menu, click Options, and then click the User Information tab.

2. Inthe Name and I nitials boxes, type the name and initials you want to use in your
own comments.

Notes: Theinformation you type in the User Information dialog box is used by all Office programs. For

example, if you're using the change-tracking feature in Microsoft Excel, this name appears in the ScreenTip

above the change. If you're sending a document to multiple reviewers and want to avoid comments
indicated by an unknown reviewer, ask your reviewersto add their initials by following this procedure.

Insert Commentsin A Document

Y ou and your reviewers can make annotations on the screen without changiJ?g the
document text by typing comments. When a comment is added, Word numbersit and
recordsit in a sgparate comment pane. Word then inserts acomment reference mark in
the document and shades the text that's commented on with light yellow. Aswith revision
marks, Word tracks each reviewer's comment reference marksin adistinct color. You can
view comments in ScreenTips or in the comment pane. Use the comment pane to edit and
review all the comments in the document. Y ou can type comments by using the I nsert
Comment icon on the Reviewing toolbar.

. Thisisthe Reviewing toolbar.
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Toolbar s on the Views menu,
Thisisthe Insert Comment icon on the Reviewing Toolbar.

then click Reviewing
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