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Introduction

Let's say someone asks you to proofread or collaborate on a document. If you had a printed copy, you might use a
red pen to cross out sentences, mark misspellings, and add comments in the margins. Word allows you to do all of
these things electronically using the Track Changes and Comments features.

Optional: Download our practice document.
Watch the video below to learn more about Track Changes and Comments.

*Video removed from printing pages

Understanding Track Changes

When you turn on Track Changes, every change you make to the document will appear as a colored markup. If

you delete text, it won't disappear—instead, the text will be crossed out. If you add text, it will be underlined. This
allows you to see edits before making the changes permanent.

Fe-WhomttMay-Ceneers: Dear Mr. Powell:

Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |
enjoyed meeting with you and touring the facility. | was very impressed with the layout of the

showroom and with the competence of the staff at yewreomparsy=Quality Furnishings. 1 would love the
chance to work in such a productive and-ery supportive atmosphere.

If there are multiple reviewers, each person will be assigned a different markup
color.

To turn on Track Changes:

From the Review tab, click the Track Changes command.

Thank You - Word

Mailings View @ Tell me wh

o G A Markup - a Previous
Eoy o

E) Show Markup ~ 2] Mext

Delete Previous MNext Show Track o Accept Reject
Comments  Changes + RE‘”EW'”Q Pane - - -

Comments Tracking F] Changes

Track Changes will be turned on. From this point on, any changes you make to the
document will appear as colored markups.
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To Whom It May Concern:
Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |

enjoyed meeting with you and touring the facility. | was very impressed with the layout of the

showroom and with the competence of the staff at yewresmparsyQuality Furnishings. | would love the
chance to work in such a productive and verssupportive atmosphere.

Reviewing changes

Tracked changes are really just suggested changes. To become permanent, they must be accepted. On the other
hand, the original author may disagree with some of the tracked changes and choose to reject them.

To accept or reject changes:

Select the change you want to accept or reject.

To Whom It May Concern:

Thank you for taking the time to meet with me last Thursday about the Sales Associate !Iosition. I
enjoyed meeting with you and touring the facility. | was very impressed with the layout of the

showroom and with the competence of the staff at yevresmpasyQuality Furnishings. | would love the
chance to work in such a productive and vergsupportive atmosphere.

From the Review tab, click the Accept or Reject command.

Thank You - Word

Mailings View Q Tell me what you want te do...

= i | Al Marku - = L & Previous
| | e .

a Show Markup ~ +] MNext
Delete Previous MNext Show Track o P Accept Reject :j
Comments | [Changes= RE‘-"EW'”Q Pane - - -
Comments Tracking ] Changes

The markup will disappear, and Word will automatically jump to the next change.

You can continue accepting or rejecting each change until you have reviewed all of
them.

To Whom It May Concern:

Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |
enjoyed meeting with you and touring the facility. | was very impressed with the layout of the

showroom and with the competence of the staff at yewresmparyQuality Furnishings. | would love the
chance to work in such a productive and versupportive atmosphere.
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When you're finished, click the Track Changes command to turn off Track
Changes.

Thank You - Waord

Mailings View Q@ Tell me what you want to do...
o EFE All Markup - s O a Previous
7 V| X
b I} = Show Markup ~ ':Dj Mext

Delete Previous Mext Show Track o Accept Reject
Comments | |(Changes = Reviewing Pane ~ - -
Comments Tracking L Changes

To accept all changes at once, click the Accept drop-down arrow, then select
Accept All. If you no longer want to track your changes, you can select Accept All

and Stop Tracking.

Thank You - Ward

\; Tell me what you want to do...
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Accept This Change

Accept All Changes

Accept All Changes and Stop Tracking

Track Changes viewing options

If you have a lot of tracked changes, they may become distracting if you're trying to read through a document.

Fortunately, Word provides a few ways to customize how tracked changes appear:

e Simple Markup: This shows the final version without inline markups. Red markers

will appear in the left margin to indicate where a change has been made.
* All Markup: This shows the final version with inline markups.
* No Markup: This shows the final version and hides all markups.

* Original: This shows the original version and hides all markups.

To hide fracked changes:

From the Review tab, click the Display for Review command. The Display for
Review command is located to the right of the Track Changes command.
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Thank You - Ward

View ;:;:; Tell me what you want to do...
.-’—\” Markup . . a Previous
) a Show Markup - " Next
ious  Mext Show Track Accept Reject
Comments  Changes = [E] Reviewing Pane ~ - -
ments Tracking Pl Changes

Display for Review

Choose how you'd like to see
changes in this decument.

Select the desired option from the drop-down menu. In our example, we'll select

No Markup to preview the final version of the document before accepting the
changes.

Thank You - Word

Q@ Tell me what you want to dao..

E‘j. BE Al Markup l a Previous
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You can also click the marker in the left margin to switch between Simple Markup
and All Markup.

To Whom It May Concern:

Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |
enjoyed meeting with you and touring the facility. | was very impressed with the layout of the

showroom and with the competence of the staff at yewresmparyQuality Furnishings. | would lave the
l} chance to work in such a productive and ver-supportive atmosphere.
Hide tracked changes.

As we talked about in our meetings, my many years of sales experience, both in commissioned floor
sales and in the role of Sales Supervisor, would greatly benefit Quality Furnishings. In that time, | have
learned many techniques that would help drive sales and drive-increase customer satisfaction ratings-at

:

Remember that hiding Track Changes is not the same as reviewing changes. You
will still need to accept or reject the changes before sending out the final version
of your document.

To show revisions in balloons:

By default, most revisions appear inline, meaning the text itself is marked. You can also choose to show the
revisions in balloons, which moves most revisions to the right margin. Removing inline markups can make the
document easier to read, and balloons also give you more detailed information about some markups.

From the Review tab, click Show Markup > Balloons > Show Revisions in
Balloons.
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Thank You - Word

View "-;-" Tell me what you want to do...

E%. B Al Markup - € Previous D

) - El Show Markup = - ':Pj Next .

ious  MNext Show Track Arrcont Rejact Compare Elock Restrict
Comments Changesw + Comments - M Authors - Editing

ments v Ink Changes Compare Protect

+ Insertions and Deletions

v Formatting

D:. Balloons [ Show Revisions in Balloons
Specific People * Show All Revisions Inline

+  Show Only Comments and Formatting in Balloons

Most revisions will appear in the right margin, although any added text will still
appear inline.

To Whom It May Concern:

Olenna Mason

Thank you for taking the time to meet with me last Thursday about the Sales Associate position. |
l Deleted: your company

enjoyed meeting with you and touring the facility. | was very impressed with the layout of the

in such a productive and supportive atmosphere. Olenna Mason

Deleted: very

As we talked about in our meetings, my many years of sales experience, both in commissioned floor Olenna Mason
sales and in the role of Sales Supervisor, would greatly benefit Quality Furnishings. In that time, | have . l Deleted: drive
learned many technigques that would help drive sales and '\-n-c-r-e-ééé-él.-l-s&-JEﬁé-r-s;a-fi-sféf:f:i-dﬁ-r-a-t-i-n]g-sl_"""""(: e I Olenna Mason
Deleted: at Quality Furnishings.

In addition, | wanted te let you know that | have recently received my certificate from the Superior Sales
Training program at the National Business Institute. Several techniques covered in the program are sure
to bolster sales. | look forward to having the chance to implement them at Quality Furnishings.

To go back to inline markups, you can select either Show All Revisions Inline or
Show Only Comments and Formatting in Balloons.

Comments

Sometimes you may want to add a comment to provide feedback instead of editing a document. While it's often
used in combination with Track Changes, you don't necessarily need to have Track Changes turned on to add
comments.

To add comments:

Highlight some text, or place the insertion point where you want the comment to
appear.
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125 West Hannower Street
Raleigh, North Carolina 27601

| To Whom It May Concern:

Thank you for taking the time to meet with me last Thursday about the Sales Associate position.

From the Review tab, click the New Comment command.

Thank You - Word

Layout References Mailings View Q@ Tell me what you want to do...
E) G | F [5 BS Al Markup~ ~
A . =4 E] Show Markup ~
ilate Language Mew | Delete Previous Next Show Track o
= Comment Comments | [Changes= Reviewing Pane ~
Language Comments Tracking ]

Type your comment. When you're done, you can close the comment box by
pressing the Esc key or by clicking anywhere outside the comment box.

Raleigh, North Carclina 27601

Olenna Mason A few seconds ago o

]I'o Whom It May Concerr* Address to hiring authoring instead. :[

Thank you for taking the time to meet with me last Thursday about the Sales Associat
enjoyed meeting with you and touring the facility. | was very impressed with the layo

showroom and with the competence of the staff at yeureempanyQuality Furnishings
chance to work in such a productive and vesysupportive atmosphere.

To delete comments:
Select the comment you want to delete.

Raleigh, North Carolina 27601

_______ . . . . Olenna Mason
I ITO Whom It May Conc:ernF Address to hiring authoring instead.

Thank you for taking the time to meet with me last Thursday about the Sales Associat
enjoyed meeting with you and touring the facility. | was very impressed with the layo

showroom and with the competence of the staff at yeureompanyQuality Furnishings.
chance to work in such a productive and very-supportive atmosphere.

From the Review tab, click the Delete command.

Thank You - Word

) References Mailings View ‘:;:; Tell me what you want to do...
- @i * ~ € > E‘_H. [:I'ﬁ All Markup -
> A . ‘z B show Marlkup -
ate Language Mew  Delete Previous MNext Show Track o
v Comment - Comments  Changes - (| Reviewing Pane ~
anguage Comments Tracking F1

The comment will be deleted.
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To delete all comments, click the Delete drop-down arrow and select Delete All
Comments in Document.

Thank You - Word

References Mailings i g
+j ?(j (-:] -):] [5 B Al Markup -
. = E Show Markup ~
Je MNew | Delete Previous MNext Show Track o
Comment = Comments  Changes - || Reviewing Pane -
w Delete Tracking ]
501 Delete All Comments in Document h

Comparing documents

If you edit a document without tracking changes, it's still possible to use reviewing features such as Accept and
Reject. You can do this by comparing two versions of the document. All you need is the original document and
the revised document (the documents must also have different file names).

To compare two documents:

From the Review tab, click the Compare command, then select Compare from the
drop-down menu.

Eal - m| x

Olenna Mason ‘Q_ Share

g :r::ous D

Accept Reject Compare Block  Restrict
- - - Authors - Editing
Changes EE Compare... -~

Compare two versions of a
docurment (legal blackline). [}

I:‘-E Combine...
=%=| Combine revisions from multiple

authers into a single document,

A dialog box will appear. Choose your Original document by clicking the drop-
down arrow and selecting the document from the list. If the file is not in the list,
click the Browse button to locate it.

Choose the Revised document, then click OK.
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Compare Documents ? X
Original document Revised document
Thank You - Original. docx ~ Thank You - Revised ~
Label changes with Label changes with | gjapnna Mason

-~

—»

Mare » > Cancel

Word will compare the two files to determine what was changed and then create a
new document. The changes will appear as colored markups, just like Track
Changes. You can then use the Accept and Reject commands to finalize the
document.

Compared Document X || Original Document (Thank You - Original - Olenna Mason)

December 14, 2015
pecember 14, 2015

Roger Powell

Sales Manager

Quality Furnishings

125 West Hannover Street
Raleigh, North Carolina 27601

Roger Powell

Sales Manager

Quality Furnishings

125 West Hannover Street
Raleigh, North Carclina 27601

To Whom It May Concern:
FoWhoma b Moy Concorm:
Thank you for taking the time to meet with me last
Thursday about the position. | enjoyed meeting with
you and touring the facility. | was very impressed with
the layout of the showroom and competence of the

Dear Mr. Powell;

Thank you for taking the time to meet with me last Thursday about the Sales Associate

osition. | enjoyed meeting with you and touring the facility. | was very impressed with
posit! 1oy ing with y ng Hlity. | was very imp ! staff at your company. | would love the chance to work

the layout of the showroom and with the competence of the staff at yeus in such a productive and very suppartive atmasphere.

eermpany-Quality Furnishings. | would love the chance to work in such a productive and = :
very supportive atmosphere, Revised Document (Thank You - Revised - Olenna Mason)
December 14, 2015

As we talked about_in our meetings, my many years of sales experience, both in

commissioned floor sales and in the role of Sales Supervisor, would greatly benefit Roger Powell
Quality Furnishings. In that time, | have learned many technigues that would help drive Sales Manager
sales and deiveincrease customer satisfaction ratings-st-Quality-Furrishings. Quality Furnishings
125 West Hannover Street
In addition, | wanted to let you know that | have recently received my certificate from Raleigh, North Carolina 27601

the superior Sales Training program at the National Business Institute. several
techniques covered in the program are sure to bolster sales. | look forward to having the

chance to implement them at Quality Furnishings. Dear Mr. Powell:

Thank you again for your consideration in filling this position. Please feel free to contact

me if you have any questions or would like additional infermation. | am locking forward Thank you for taking the time to meet with me last

to hearing from you soon. Thursday about the Sales Associate position. | enjoyed

Challenge!

Open our practice document.
Turn on Track Changes and show All Markup.
In the Tracking group, choose Show Revisions in Balloons.

In the first paragraph, edit the second sentence so it reads It was a pleasure to
meet with you and tour the facility.
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In the second paragraph, change the word techniques to strategies.

Change the font of the letter to Cambria, 12 pt.

In the third paragraph, select the words Thank you and insert a comment that

says Put this on the same line as Quality Furnishings.

At this point, your letter should look something something like this (Note: The

markup color may vary):

December 14, 2015

Roger Pawell

Sales Manager

Quality Furnishings

125 West Hannover Street
Raleigh, North Carolina 27601

To Whom It May Concern:

pleasure to meet with you and tour the facility. I was very impressed with the ayoutofthe

showroom and competence of the staff at your company. I would love the chance to work in
such a productive and very supportive atmosphere.

As we talked about, my many years of sales experience, both in commissioned floor sales
and in the role of Sales Supervisor, would greatly benefit Quality Furnishings. In that time, I

have learned many strategies that would drive sales and drive customer satisfaction
ratings at Quality Furnishings.

I'wanted to let you know that I have recently received my certificate from the Superior

Sales Training program at the National Business Institute. Several techniques covered in

the program are sure to bolster sales. I look forward to having the chance to implement

them at Quality Furnishings.

Thank you hgain for your consideration in filling this position. Please feel free to contactme
if you have any questions or would like additional information. I am looking forward to
hearing from you scon.

Sincerely,
Julia Fillory

(919) 555-1234
jfillory@hotmail.com

Author
Formatted: Font: Cambria, 12 pt

Author
Deleted: I enjoyed meeting with you and touring the
facility

777777 Author
Deleted: techniques

‘ H Auth?r

Put this on the same line as Quality Furnishings.

Author
Formatted: Font: Cambria, 12 pt

Click the Accept drop-down arrow and select Accept All Changes and Stop

Tracking.
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