Step-by-Step Microsoft Word XP: 

Reviewing, Track Changes and Comments
In Microsoft® Word XP, you can use the Track Changes feature to help you edit suggested changes in each other’s work.  You can use the Comments feature to insert comments within a document and provide detailed feedback.

To practice reviewing, tracking, and editing, Exercise 2.6 provides a document for your use, Cougar Victory. Assume that this is a document created by one of your peers for which you are providing feedback.
Enabling Track Changes

1. Open the document Cougar Victory.

2. [image: image1.png]


On the View menu, select Toolbars, then click Reviewing. The Reviewing toolbar should appear as one of your toolbars. (see below)
3. On the Reviewing toolbar, click the Track Changes icon [image: image14.png]L |0I[X]
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 .  (When Track Changes is enabled, TRK appears on the Status Bar at the bottom of your document. Otherwise, TRK is dimmed.)
4. On the Reviewing toolbar, in the Show list, select Comments, Insertions and Deletions, and Formatting boxes (when selected they will have a checked box).
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On the Tools menu, select Options, then click on the Track Changes tab. 
6. Under Balloons, check to see that Use balloons in Print and Web Layout is not selected.
7. Click OK.
Using Track Changes to Edit a Document
In the document you opened, Cougar Victory, you will now begin editing the document, by adding or deleting text as necessary. 

1. Notice in the title that the “v” in victory should be capitalized.  Select only the “v” in vacation and type in a capital “V”.  You will notice that your change is “tracked” in a different color.

[image: image2.png]Cougar visteryVictory
The Fremont High Cougars’ basball team beat the Kennedy High Knights
3-0 on saturday. The win was a victory to the Cougars who have never beat the
Kennedy High team before this year.
The Cougars, who have gone through some ups and downs, beat the
Knights for the second time this season. The first won was a 6-2 victory. This
encounter, Fremonts pitcher, Tom Mulholland, pitched a no-hitter.

Friday night the Freemont cougars play the Logan Eagles. Go Cougars.





2. Proceed through the rest of the document, selecting and replacing (or deleting) text to make all necessary corrections.

3. Save and close the document.

Accepting or Rejecting Track Changes Made to a Document
You must prepare your Word document for Review. 
1. Open the document you are going to review, Cougar Victory.

2. On the View menu, click Print Layout.
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On the View menu, select Toolbars, then click Reviewing (the Reviewing toolbar may still be selected from the previous activity).
4. On the Reviewing toolbar, click the Track Changes icon [image: image3.png]


.

5. To begin your review, place and click the pointer in front of the first word in the title of the document. 
6. Click the Next icon [image: image4.png]


 on the Reviewing toolbar to review each item in sequence. (Clicking on the Previous icon brings you back to the change that you viewed last.) This will highlight the first or next track change that was made in the document. 
7. Choose to accept or reject the change by clicking either the Accept Change icon [image: image5.png]


 or Reject Change icon [image: image6.png]3



 on the Reviewing toolbar. 
8. Repeat steps 6 and 7 above to accept or reject each change. 
Alternative Review Method

You may also review the editing changes made to the document in two other ways:

1. The Reviewing Pane option: 
a. On the Reviewing toolbar, select the Reviewing Pane icon [image: image7.png]


. The Reviewing Pane will be displayed in a separate pane at the bottom of your document, listing all document changes.

2. The Balloon option:
a. On the Tools menu, click Options, then select the Track Changes tab. 
b. Under Balloons, click Use balloons in Print and Web Layout.
Inserting Comments 

Inserting comments allows you to annotate your editing of a document.  By inserting comments, you can provide suggestions or clarify revisions you have made to the document. 

1. Select the title in your document, “Cougar Victory”.
2. On the Reviewing toolbar, from the New Comment list, click New Comment.
3. Options for inserting comments:
a. Reviewing Pane option: Type a comment into the reviewing pane that appears at the bottom of your document.

b. Comment Balloon option: Type a comment into the callout balloon that appears to the right of your document.
c. In your document, parentheses will be inserted and will appear around the selected text, (Cougar Victory). 
Deleting Comments

1. Click anywhere within the parentheses.

2. On the Reviewing toolbar, from the New Comment list, click Delete Comment.

Inserting a Voice Comment
You may wish to insert a voice comment as a sound object within the document.
Note: You must have a sound card installed in your computer and a microphone in order to add a voice comment.


1. Place the pointer where you would like to add a Voice Comment.

2. On the Reviewing toolbar, from the New Comment list, click Voice Comment.

3. From the Sound Object in Word-Review …. dialog box will appear (see below). 

4. Click on the Record button and speak into your microphone, to begin recording your comment.  
5. Click on the Stop button, when you have finished recording. 

6. To play back your comment, click the Play button.

7. Click the Record button again to re-record your message or close the window if you are satisfied with the comment.
8. A sound object icon [image: image8.png](9}



  will appear on the document.  
9. Save your document.

10. Double-click the sound object icon [image: image9.png](9}



 to listen to the Voice Comment.

11. To delete the Voice Comment, right-click on the icon, select Cut.
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