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      The Easy Word Essentials 2019 series of books is designed for those users who just want to learn one specific topic rather than have a more general introduction to Microsoft Word 2019, which is provided in Word 2019 Beginner and Word 2019 Intermediate.

      Each book in this series covers one specific topic such as formatting, tables, or track changes.

      I’m going to assume in these books that you have a basic understanding of Microsoft Word. However, this book does include an appendix with basic terminology just in case I use a term that isn’t familiar to you or that isn’t used the way you’re used to.

      This entire series of books is written for users of Word 2019. If you have a different version of Word then you might want to read the Easy Word Essentials series instead which is written as a more general approach to learning Microsoft Word.

      For most introductory topics there won’t be much of a difference between the two, but just be aware that this particular series does not worry about compatibility with other versions of Word whereas the more general series does.

      Also, just a reminder that the content of this book is directly pulled from Word 2019 Beginner and/or Word 2019 Intermediate so there may be references in the text that indicate that.

      Alright. Now that the preliminaries are out of the way, let’s dive in with a discussion of track changes and comparing documents.
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      Track Changes is a complex one, so I thought I’d cover something related first and that's how to compare two documents.

      I have needed this multiple times in my career. One of the big ones is when someone goes through a document I’ve sent them and makes edits but they don’t use track changes and I have no idea what has been changed.

      With the type of work I’ve done in the past a single changed comma can be significant, so to make sure I catch and review every single change I will compare the document they sent back to the document I sent them.

      What comparing documents does is it creates a new document that takes the first document and notes all changes on it that would have led to the second document. Every deletion, insertion, format change, etc. is marked.

      It basically creates a version that looks like track changes was used.

      To do this, first, be sure that both documents you want to use have been saved. Word won’t compare unsaved documents.

      Next, open any document in Word. It can be one of the documents you want to use, but Word will make you find the documents you want to compare anyway, so it doesn’t have to be. The key is to have Word open so you can access the Review tab.

      Go to the Review tab and click on the dropdown under the Compare section and choose the Compare option. (We’re not going to discuss Combine here. My super-attentive-to-detail self refuses to use it. There are just too many ways for a combine option to go wrong for me to trust it.)

      When you choose the compare option, you will see the Compare Documents dialogue box.
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      I’ve clicked on the More button here to show you all of the options available. The default view just shows you the two dropdown menus where you choose which document to treat as the original and which to treat as the new document.

      Next to each of the dropdown menus is a small folder image.

      You can either see if the documents you need are in the dropdown or you can use the folder image to bring up a dialogue box that lets you navigate to where you have the document saved.

      Which document you list as the original and which you list as the revised document matters because Word will mark changes based upon what has been done to the document you identify as the original.

      For example, take the following sentence:

      “What are you doing here, Carl?”

      Let’s say the name was wrong and should’ve been Bob, so the person editing the document changed it. If you compare the documents in the correct order you should see a line through Carl and then Bob as the replacement text. If you compare them in the wrong order, though, it will look like Bob was replaced with Carl.

      So always be careful to select the correct original document and correct revised document.

      Once you select both documents, Word will list a name under the Revised Document to show who will be listed as the author of any edits. I usually have to change this, because I want the changes labeled with the name of the person who sent me the document, not my name.

      In the More section you have additional options to choose what changes are identified.

      I never mess with the default settings on compare, they all work fine for me, although there have probably been times I could’ve turned off tracking formatting changes and been much happier since I visually inspect for formatting issues.

      Once you’ve made all of your choices, click on OK and Word will do the comparison.

      If you’ve left the other settings untouched, this will be done in a new document. You result will look something like this:
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      On the left-hand side will be a listing of each change that was made between the two documents.

      In the center will be the new document that was created using track changes. Inserted text is red and underlined. Deleted text is read and has a strikethrough. (See the section on track changes for a longer discussion on how this works.)

      On the right-hand side the text in both the original and revised documents is shown.

      This makes it very easy to walk through and see what the original had, what was changed, and what the revised document looks like.

      Keep in mind that sometimes Word labels things as changes that really aren’t. For example, I just ran Compare on a paperback I had recently reformatted and it shows font changes that I hadn’t technically made to the document. What I had done is accidentally deleted a header or two and had to retype the text. Even though I didn’t change the font, Word labeled that as a font change.

      Compare also doesn’t do well if large chunks of text have been added or moved around.

      I’ve seen it miss that a paragraph of text was inserted from later in the document and then flag everything from that point forward as a change even though it really wasn’t.

      (If that ever happens to you, I’d recommend creating a middle version of the document where you just move the blocks of text but don’t have the edits yet and then running Compare on that interim document. That way you still get to see the smaller changes that were made.)

      Basically, it’s a useful tool, but it’s not perfect.

      I should also add that I don’t think I’ve ever had a situation where Compare failed to identify a change. When it errs it errs on the side of identifying more changes than there actually were.

      Okay, time to talk about track changes so that you know how to look at the changes Compare flagged between your two documents and so that hopefully you just never need to use it because track changes were used up front.
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      I love track changes. It is a fantastic tool and I’m not sure how I lived without it before it existed. You can write a document, give it to a group for review, they can make their changes in track changes, and you can easily see what they did. It’s wonderful.

      But…

      I’ve been putting off writing this part of the book because track changes is also somewhat finicky. And it’s changed with different versions of Word.

      I know, for example, that copy and paste have pretty much stayed the same for the last twenty years. Not the case with track changes. This is probably one of the tools in Word that they like to mess with the most between releases. So the version of track changes you have in Word 2019 is not the same as in any other version of Word and it is probably the tool most likely to change in the next version of Word.

      But the basics remain the same. So let’s see what we can cover.
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      What is track changes?

      It’s a way for you to see what changes have been made in a document and by whom they were made and when they were made. (So no telling your boss you were working late editing that document when you weren’t. One little look at track changes will show you were actually done by four.)

      I have had issues in the past when using track changes with tables or formatting changes because the changes either weren’t marked appropriately or the ultimate document didn’t look the way it appeared it would when track changes were on. More recent versions of Word probably don’t have this issue as much, but it’s something to be aware of.

      This is why I strongly recommend that when you think your document is final, you accept all changes in your document, and then read that document from first page to last. Do not just accept all changes in a document and be done. You need to do one final review of that document to make sure that everything looks the way it should. You don’t want to miss something weird like a double period that is only noticeable when the changes have been accepted.

      Some of this you can see with different view options, but still. Save all changes and review a clean copy.

      AND, this one is huge, be sure that track changes are turned off in your final document and that you’ve
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