Edition 15: Track Changes in Word

Using Comments and Track Changes in
Word

Reviewing Word documents with Comments and Track Changes.

This article covers the following:

About commenting on or reviewing a document
Setting up Track Changes

Prevent other users from turning off Track Changes
Adding Comments to a document

Accepting and Rejecting the Changes and Comments (you must do this before you distribute
the final version of your document)

Tracking Options
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Next Month:

» Compare two documents
» Combine multiple documents
- Using the Reviewing Features Safely

About Commenting on or Reviewing a Document

One way of getting a colleague’s feedback on a document would be to give them a printed copy
to read through. They might then write their comments and suggested changes on it with a
coloured pen.

Of course, in Word this can be done electronically!

Word has two useful features to enable this: Track Changes and Comments.

What is Track Changes?

Change tracking, or revision marking, is used when a reviewer wants to make changes in the
document itself and keep track of the changes. With change tracking, a record is kept of every
change made, which can later be accepted or rejected.

When the Track Changes feature is enabled, every change made to the document

shows up as coloured mark-ups.
If text is deleted, it will remain in the document, but with a visible strike through it.

If text is inserted, it will be underlined.

This means that you can see which changes have been made and then accept or reject them
before making the changes permanent.
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The really useful thing is that if several different people make their own changes in
the same document, each author’s changes are displayed in a different colour, so

you can easily tell who made which changes.

What are Comments?

In addition to changing text, people can make a comment about part of the document.

Comments show in "balloons" in the right margin of the document. They can be
read by the original author or by any other reviewers and can be accepted or

rejected along with the other changes.

Just like with the tracked changes, comments made by different authors are displayed in a
different colour, so you can easily tell who made which comments.

‘ - Back to top
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Setting up Track Changes

If you want to track the changes people make on a document, you simply need to enable the
Track Changes feature from the Review ribbon tab.

Once you have enabled Track Changes, you can then e-mail the document to the
relevant people, or store the document in a shared folder and e-mail a link to it.

To start tracking changes:

B
Track

% Click the Review tab and choose ©""9=" from the Tracking group, or press
[CTRL]+[SHIFT]+[E].

When changes are being tracked, the Track Changes button on the Review tab is
highlighted.

REVIEW VlEs

B Show
Show Track ]
Comments Changes - Revie

Track
19 7

v Any changes made will be shown as mark-up.

v’ Moving an item shows as a deletion and insertion.

v If more than one person makes changes to the document, each person’s
changes appear in a different colour.

To Stop Tracking Changes:

Track
% Simply click “"n2=~ on the Review tab.

‘Back to top

Prevent other users from turning off Track Changes
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Use the Protect Document feature.

This will allow you to ensure track changes cannot be turned off without a

I

Restrict
% Choose """ from the Review tab.
» The Restrict Formatting and Editing pane will be displayed.

password.

Restrict Editing %
1. Formatting restrictions

Limit formatting to a selection
of styles

Settings...

2. Editing restrictions

+| Allow only this type of editing
in the document:

Tracked changes -

3. Start enforcement

Are you ready to apply these
settings? [You can turn them off
later)

Yes, Start Enforcing Protection

» Select Allow only this type of editing in the document.
% Then choose Tracked Changes from the drop down list.

. Yes, Start Enforcing Protection
» Click ?

» Enter and confirm a password if you want to use one (Note: this password is not
recoverable if you forget it!).

r B
Start Enforcing Protection @Iﬂ—hj

Protection method

@ Password

[The document is not encrypted. Malicious users can edit
the file and remove the password.)

Enter new password [optionall: |
Reenter password to confirm:

User authentication

[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is
enabled.)

i [ QK ][ Cancel ]I

» The Track Changes button becomes unavailable and changes are permanently tracked
(until protection is stopped and track changes disabled).
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» User Authentication is available only if your system is set up for Information Rights
Management
Once applied, protection ensures that other users do not disable the track changes

without a password. This means that all changes made will be highlighted.

To stop enforcing protection:

I

Restrict
% Choose “"""9 from the Review tab to display the Restrict Formatting and Editing pane
(if it is not already displayed).
% Click the Stop Protection button at the bottom of the pane.

Restrict Editing ™ *

Your permissions

This document is protected from
unintentional editing.

You may edit in this region, but all
changes will be tracked.

e ———

’f '""-rq.\

I .

5 Stop Protection | J
‘1-\“““- -""'_r

» Enter the password if prompted.
Unprotect Document &Ig

Password:

o J [ oma ]

» You will then be able to disable Track Changes.

* Back to top

Adding Comments to a document
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A comment is a note or annotation that an author or reviewer adds to a document. Word
displays the comment in a balloon in the margin of the document or in the Reviewing Pane.

Track changes does not need to be on for comments to be added.

Inserting Comments

» Position the insertion point where you want the comment, or select the text to be
commented on.

L

Mew
w Click the Review tab and choose Comment
» Type the comment text in the comment balloon.
w To return to the document click in the document text.

"ThePrice]
The-:Company-reserves-the-right-to-increase-the-cost-of-a-banquet-at-any-time-when-economic- Susan Angell
conditions-warrant.-H-yjyjghi-has-been-made-in-full-no-price-increase will-be-levied.- The-price-ruling Isn't-this-out-of-date?q
at-the-date-of-booking-will-be-inclusive-of VAT-(Value-Added Tax)-at-17.5%.1 B ‘ Trainer
Text-should-say-"at-the-current-rate™
"Value:Added-Tax{

Any-increase/decrease-inVAT«wil-be-due-on-the-total-cost-of the-tickets-and-not-just-the-balance.--
Where-tickets-have-already-been-paid-for-in-full-any-increase/decrease-will-not-be-applied.]

» As with Track Changes, each person who comments, appears in a different colour.
» Rest the insertion point over the balloon to display the name of the reviewer.

If the comment balloons are hidden, type the comment in the Reviewing Pane.

To Delete a comment
» Select the comment
a
Delete
» Choose ~ from the Review tab.

ar
Delete

*

E; Delete

| Delete All Comments in Document

% Use the dropdown arrow for further options.

" Back to top
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Accepting and Rejecting the Changes and Comments

Highlighting everyone’s suggested changes with the mark-up is only one part of the

reviewing process.

You use the Review tab to control how the mark-up is displayed and also to accept or reject
each change.

IMPORTANT: Before the final version of the document can be distributed or published, all
highlighted changes must be Accepted so they become part of the document properly, or
Rejected so they are permanently removed from the document.

To review each item in sequence:

On the Review tab:

» Use 2] Net and ¢ Previous t highlight the next or previous change
(this will include any comments).

Accept
» Use - to make the currently selected change permanent in the document and remove
its mark-up.

The next change in the document will automatically be highlighted ready for you to
accept or reject.

Reject
% Use ~  to permanently remove the currently selected change from the document.

The next change in the document will automatically be highlighted ready for you to
accept or reject.

» Use the drop down arrows for further options such as Accepting all changes in the
document.

When you have worked your way through the entire document and all
changes have been accepted or rejected, make sure track changes is turned

off and your document is ready.

NOTE: Accepting a comment will leave it in the document. Rejecting a comment
will delete it.

4 Back to top
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Tracking Options

Here we will look at the options in the Tracking group on the Review tab.

[5 CS | All Markup -
7

Tr;ck El Show Markup ~
Changes = ] Reviewing Pane -

Tracking T

Change the mark-up colours and options:

Change the colour and formatting Word uses to mark changed text and graphics in
the Advanced Track Changes Options.

» Choose the launcher from the tracking group on the Review tab.

[5 i | Al Markup - I:
4 e

EI Show Markup ~
Track . Acc

Changes - [#] Reviewing Pane ~
—

Tracking ,\ P
) il 12 13 14 e

» The Track Changes Options dialogue box will appear.

~
Track Changes Opﬁo_ &‘g

Show

Comments Highlight Updates
Ink Other Authors
Insertions and Deletions Pictures By Comments
Faormatting

Balloons in All Markup view show: |Comments and formattinglzl
Reviewing Pane: Off El

.,_....-.....-.-u-------m------._..,,.___‘“"‘.'h

Advanced Options... ] Tyihange User Name... l
o

e

-

-
e s [

OK J[ Cancel ]

» Choose Advanced Options to access the Advanced options dialogue box.
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( - - ™
Advanced Track Changes Options M
Insertions: TS ~ | Color M eyauthor |7
Dreletions: Strikethrough E| Lolon . By author EI
Changed lines: Cutside border E|

I

!

Comments; = By author EI
Track moves
Moved from: Double strikethrough E| LColor . Green EI
Moved to: Double underline E| Color: . Green EI
Inserted cells: D Light Blue EI Merged cells: D Light Yellow EI
Deleted cells: |:| Pink E| Split cells: |:| Light Orange E|
Track formatting
Formatting: [none) E| Lolon . By author EI

| Preferred width: |9.4 cm = Measure in: Centimeters E|

I Margin: Right EI
Show lines connecting to text N
Paper arientation in printing: Preserve E| .

[ ok || cancel ]I

» Select options as required and choose OK.

Hide the Mark-up:

You might want to do this if there are lots of changes in a document and you want

temporarily hide them to quickly read through without being distracted.

IMPORTANT: Do remember to show the mark-up again when you're done, so it doesn’t get
sent out with hidden (but easily viewable) mark-up!

» Choose the display for review dropdown arrow.

A5 | Al Markup -
Simple Markup
All Markup
4 Mo Markup
Criginal

» Then choose the required view option.

» IMPORTANT: these options will not accept or reject changes, just hide them — do not
distribute the document until the changes have been accepted or rejected, because they are
still there and can easily be viewed, making your company look unprofessional, or causing
controversy.
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Specify which Mark-up to see:

=] Show Markup ~

% Choose the dropdown arrow:

= show Markup ~

W Comments

+  Ink

v Insertions and Deletions

v Formatting
@:. Balloons b
Specific People k

% Select or de-select which elements of mark-up you want to see.

Show revisions in a separate window:

You can view the changes and comments in a separate window or pane if you prefer.

# Choose F‘.Eﬂ.riew.n.ring Pane -

Reviewing Pane Vertical... r Reviewing Pane Horizontal...

% Then choose
% The Reviewing pane is displayed.

o} as required.
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Printing Mark-up

To print mark-up only:

- Click File | Print.

% Under Settings, click the arrow next to Print All Pages.
- Click List of Mark-up (you might need to scroll the list)

To print a document and its mark-up:

- Click the File | Print.
% Under Settings, click the arrow next to Print All Pages.
% Check Print Mark-up.

r Cus
[ . .
Type specific pages, sections or ranges

Document Info

Document Info

List of properties, such as file name, author and title

List of Markup

Your tracked changes

Styles

List of styles used in your document

AutoText Entries

List of items in your AutoText gallery

Key Assignments

List of your custom shortout keys hd
v Print Markup

Only Print Odd Pages

Only Print Even Pages

”=D Print All Pages -

The whaole thing

Pages:

‘Back to top
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