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HOW TO: Track editing changes in Word XP/2003

Step 1: Make sure the Reviewing toolbar is turned on. To do this click on View from the top menu, select
Toolbars, and click on Reviewing (make sure there is a checkmark next to Reviewing). The Reviewing toolbar will
appear at the top of the Word window and looks like this:
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Step 2: Make sure you are in Print Layout view
to view editing changes. To do this click on View
from the top menu, and select Print Layout.

Toolbarz »
Buler

Header and Footer

kd arkup

£00m... i

w
W

: Dpti

Step 3: Make sure your name appears in the User e I ES
Information box so others know who is editing a vew | General | Ea | A | sae
document. To do this click on Tools from the top Seeurty | SpelingsGrammar | Track changes
menu, and then select Options. Click on the User UsorInformation | compatiity | Fie Locations
Information tab and enter your name in the Name User information

box. Now, when someone else reviews a document
that you've edited, they will know who made the

changes. Initials:
I

Mailing address:
Research Instituke
1021 Main Street
BufFalo, MY 14203

ko

Show- | @ Wy O - - (3~ | @
Forments .

Ingertions and Deletionz

[<ILdL<]

Eormatting

Beviewers k | All Reviewers
Reviewing Pane Jazon Welbom

Options...

[d|

[0]4 I Cancel

Computing and Technology Services
www.buffalostate.edu/cts
Page 1 of 2



Butler Library Reference Room | Phone: (716) 878-4357

Toolzs | Table *window Help

":,9 Speling and Grammar...  F7

F Language 3
Word Count....
) Look Up Reference...

Step 4: Now you are ready to begin tracking the
changes you make to a document. To do this click on
Tools from the top menu, and then select Track
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Changes (or press CTRL+SHIFT+E). When tracking Speech
mode is ON, you will see the letters TRK appear in bold _
in the status bar at the bottom of the Word window. @ Lees Dienges (ilesiiis |
When tracking mode is OFF, these letters will be Letters and Mailings b
grayed out.
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Step 5: Start editing! As you begin poo ot ) At A
making changes to a document (such as [ c = ’ } “"[-M' .

adding or deleting text) Word will track focu; on the p
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You can also insert comments...
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...and make formatting changes...
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