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Using the Reviewing Features in Microsoft Word

1.  USING TRACK CHANGES

"Track Changes" is a feature of Word that allows each user to view comments and revisions as they occur or are suggested.  Once enabled, Word will automatically track each change you make in the document. 

Here is the traditional or “old” method and the one you are probably familiar with:

· From the Menu, Select "Tools" and "Track Changes," and "Highlight Changes." 

· Make sure that all three boxes are selected in the dialog box.  There should be a check next to "Track changes while editing," "Highlight changes on screen," and "Highlight changes in printed documents." 

· Feel free to make comments or changes.  Word will highlight these revisions in color, and will allow the author to "accept" or "reject" these revisions later. 

Here is the preferred method:

Another way to set up Track Changes (and my preferred way, and one which you will have to get used to since we are switching to Word XP) is to select the View Menu, then select Toolbars, then check Revisions. (View/Toolbars/Revisions).  This will open a little Track Changes Toolbar.  Click on the Track Changes Icon.
Here are some of the toolbars at the top of the Word document (in this example, I am using Word XP; it will look different in Microsoft 2000).  See the track changes toolbar at the bottom of the toolbars (it begins with “Final Showing Markup” indented from the left, then “Show.”  
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To the right of “Show” are the yellow boxes with blue arrows that show you how to go from comment to comment, the yellow box with the blue checkmark that allows you to accept a change or comment.  

IMPORTANT: TO THE RIGHT OF THE YELLOW BOX WITH THE BLUE CHECKMARK IS A SMALL BLACK DOWN ARROW.  CLICK ON THIS TO OPEN A FEATURE THAT ALLOWS YOU TO ACCEPT ALL CHANGES IN A DOCUMENT.  GENERALLY, THIS IS WHAT YOU WANT TO DO ONCE YOU HAVE GLANCED THROUGH THE EDITOR’S CHANGES—ACCEPT ALL CHANGES.  (Most editors use track changes for changes they are sure of, such as mechanics and style issues.  They use the “Insert Comments” feature for doubts.)  THEN, USE THE BLUE ARROWS TO GO TO THE COMMENTS, WHICH ARE DIFFERENT FROM THE TRACK CHANGES.  (You might prefer to go through and see the comments first, before accepting all changes, in case the editor has inserted comments such as “change ok?” so that you can clearly see through the track changes what the change was.)  

THE INSERTED COMMENTS ARE WHERE THE EDITOR HAD SOME DOUBT, QUESTION, OR REQUESTED MORE INFORMATION.  THIS IS WHERE YOU WILL WANT TO EITHER RESPOND OR IGNORE THE COMMENT, AND THEN DELETE EACH COMMENT (using the red “x” as described next).

To the right of the small down arrow is the yellow box with the red “x” that allows you to delete a change or comment.  To the right of the red “x” is the yellow box that allows you to insert comments, and to the right of that is the red-lined track changes box that allows you to turn on or off the track changes feature.  Below, once again, is the track changes toolbar from Word XP:
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In general, once you have the toolbar open an on your screen, just click on the red-lined "track changes" icon on the reviewing toolbar to begin inserting changes. 

2.  USING COMMENTS

How to Attach Your Name to the Comments: 
· Since there may be several editors or reviewers inserting comments, it is important to attach your name to your comments in case the author has questions. 
· To attach your name, go to "Tools" and select "Options."  Choose "User Information" and fill in your name and your initials.  You will only have to do this once on your computer, but if you change computers, you will need to do it again. 
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Preparing the Document for Reviewing: 
· Make sure that you have the "Reviewing" toolbar selected. If it is not there, go to "View" and select "toolbars" and "reviewing." 
· To begin making comments, click on the "track changes" icon on the reviewing toolbar. 

· When you actually have a comment to insert, use the yellow box (with no red or blue arrows or “x’s” in it).  Click the yellow box, and a comment box will be inserted at whatever point your curser is in the text.  Just type in your comment, and then click your mouse in the text to continue (or close the Comment box in Word 2000, if you prefer not to see it).  Here is an example of a comment inserted into Word XP.

Reviewing the Document: 
· You can now change the text directly in the document by typing or deleting and your changes will appear in color. 
· You can also insert a comment or question to the author by highlighting the text in question and clicking on the "Insert Comment" icon. This brings up a comment box for you to insert questions or comments. 
When you receive your disk back, you can either accept or reject the changes: 
· You can read comments by hovering your mouse cursor over the highlighted text or you can look at the comments in the comment box. 
· You can accept or reject changes to the text by putting your cursor over the colored text and clicking your right mouse button and selecting "accept" or "reject." 
Printing your document with comments:
· You can print your document with comments by doing the following: click "File," then "print," to bring up the print dialogue box, then click "options" in the lower left hand corner, then check the box outlined below marked "comments," click "OK" which brings you back to the print box, now you can print your document with comments. 
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�THE COMMENT IS HERE IN WORD XP.  IF YOU DON’T SEE THE BUBBLE ON THE SCREEN OR ON THE PRINTED VERSION, GO TO TOOLS, OPTIONS, TRACK CHANGES, AND BE SURE THE BOX IS CLICKED NEXT TO “SHOW BALLOONS IN PRINT AND WEB LAYOUT.”





