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            INTRODUCTION

          

        

      

    

    
      This book is part of the Easy Word 365 Essentials series of titles. These are targeted titles that are excerpted from the main Word 365 Essentials series and are focused on one specific topic.

      If you want a more general introduction to Word, then you should check out the Word 365 Essentials titles instead. In this case, Intermediate Word 365 which covers not only track changes but styles, breaks, multilevel lists, tables, and more.

      But if all you want to learn is how to use track changes in Word, then this is the book for you.

    

  


  
    
      
        
          
          

          
            TRACK CHANGES

          

        

      

    

    
      Now we are up to track changes, which are amazing and wonderful and made my corporate life much, much easier.

      When I first started we had a few people in my office who would manually format text to show changes. Which meant that you had to manually reformat that text to finalize the document. It was a nightmare.

      With track changes, someone can make edits to your document and you can see those edits but then all you have to do is accept or reject those changes and they’re incorporated into your document and you’re done. It’s fantastic.

      Also, you can navigate through your document one change at a time so that you don’t miss anything. No stray comma or period that gets skipped over because it’s such a small change.

      But you have to be careful with track changes. Some of the views that Word now offers with respect to track changes don’t show them. So you can miss that there are track changes in a document and send it off to an outside party and they open it up and they see all of those little changes and who made them. Not a good thing.

      If you use track changes, you have to be careful to accept all changes and turn them off when you’re done.

      Okay. Let’s tackle this topic. I’m going to save comments, which go hand-in-hand with track changes, for the next chapter.

      When you open a document that has track changes turned on, Word will now (as of January 2023 in Word 365) give you a warning message that track changes are on:

      
        
          [image: Track Changes enabled message]
        

      

      This is a good thing. You never want to work in a document that has track changes turned on without realizing you are doing so.

      First things first.

      

      
        
        Turn On or Off Track Changes

      

      

      To turn on or off track changes you can use Ctrl + Shift + E. There is also an option to do so in the Tracking section of the Review tab:
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      To turn on track changes, just click on that image that says Track Changes. To turn it off, click on it again. You want to click onto the image part of that option, not the text part. And you don’t need the dropdown. So aim for the pen or pencil or whatever that is.

      And I want to make a point here. It is possible to have a document that shows track changes, but that also has other changes that were made to the document that are not visible because someone temporarily turned off track changes and then made edits. So if it is really, really important that you see every single change in a document, use Document Compare to see all edits instead of trusting that track changes captured everything.

      (Usually this is not some nefarious deliberate thing that happens. In past versions of Word I would turn off track changes when making formatting or non-essential changes to tables because the way Word showed track changes for tables was ugly and confusing and didn’t really let people see what it would look like when final and most users don’t want to see every little formatting change. But sometimes I’d also forget to turn it back on.)

      Okay. So. Turn on track changes and make your edits.

      

      
        
        Appearance

      

      

      Here is an example of track changes with two different users:
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      Text additions that are recorded by Track Changes are underlined and color-coded. Deletions have a strikethrough and are also color-coded but are not underlined.

      Above you can see that “two” in that first paragraph was deleted. And that the second and third paragraphs were all text that was added after Track Changes was turned on. The second paragraph is blue, the third is red, to indicate different users.

      (For those of you reading in black and white, you won’t be able to see the colors that distinguish the different users, but should still be able to see the additions and deletions.)

      Also, you can see that in the second paragraph the first user wrote “track changes” and the second user changed that to “Track Changes”.

      For each tracked change, on the left-hand side of the text there is a vertical black line indicating that a change was made at that location.

      Word automatically assigns colors to users and this can change, so you can’t assume that a user will always be assigned the same color each time. The color assigned to a specific user will always be consistent within a document while that document remains open, but the color assigned to a user can change when the document is reopened

      For example, when I wrote that first paragraph on my old laptop the changes were in red. But when I opened that document on my new laptop the changes were in blue. So you need to check each time when you review a document which user is assigned to which color.

      

      
        
        Users

      

      

      All changes made when Track Changes are turned on are assigned to users. By default, each user is assigned their own color. This is normally based upon the associated Microsoft Office account of the user, not the computer.

      So, for example, when I worked on a document on one computer and then transferred it to another, my changes on the new computer were given the same color because both computers are tied into my Microsoft Office account. (I was able to get the two colors you can see in the example above only when I stripped the author information from the document after I made the first set of edits.)

      To see who the user is for a specific edit, you have a couple options.

      The first option is to hold your mouse over the edit:
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      Note that also shows the time and date when the edit was made.

      The second option is to show the Reviewing Pane.

      

      
        
        Reviewing Pane

      

      

      The Reviewing Pane can be turned on or off using the Reviewing Pane dropdown menu in the Tracking section of the Review tab:
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      You have the choice of a vertical pane or a horizontal pane. My preference is for the vertical pane, although usually I don’t actually use a reviewing pane at all:
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      The Reviewing Pane will list each revision in the document as well as who made that revision. So you can see here that the two users that Word is tracking are Author and M.L. Humphrey.

      The reason I’m not a huge fan of using it for simple track changes is because it’s much easier for me to see what’s happening in the document itself than to interpret that list of revisions.

      For example, here:
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      It’s pretty easy looking at the text to see that one user wrote the words “track changes” and that another user came along and capitalized them so that it became “Track Changes”.

      But if I look in the Revisions panel, I have listings that tell me M.L. Humphrey added “T” and deleted “c” and that Author added “track c” and that M.L. Humphrey deleted “t” and then it lists two unrelated edits and finally tells me that M.L. Humphrey added “C”.

      The list of revisions is accurate, but reading through those edits one at a time is confusing. So I don’t do it usually.

      

      
        
        Track Changes Views

      

      

      I personally like this view that’s the default view for my track changes, All Markup. It shows me the old text as well as all edits that have been made. This is the view I try to keep active at all times unless I need a different view. But let’s walk through those other choices in case you need them.

      

      
        
        Simple Markup

      

      

      This is the Simple Markup view:
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      It has a red vertical line off to the side to indicate where edits have been made, but, other than that, it’s the final document with all changes made.

      It’s good for seeing what the final product will look like. So a good last-pass option. It makes sure that you catch any extra spaces or double periods or things like that that can slip through when track changes are on.

      But for me it is not a good working option. Many times I found as I was working with teams on projects that I really did need to know what was originally written, how that was changed, and who made the change. Hate to say it, but if the lawyer with twenty years of experience made the edit to that technical paragraph that was written by the brand new analyst I’m more likely to trust that edit was correct than if the brand new analyst edited something written by the lawyer. Context often matters.

      

      
        
        No Markup

      

      

      This is the No Markup view:
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      It has no indication that there are any track changes in the document. The text reflects all of the changes that were made. But there is no way to see that track changes is on.

      I would use this one only if I were printing off a copy of the document for review by a senior person who needed to review the “final” but where I wasn’t yet willing to remove tracked changes yet. It would allow printing of a completely clean copy and wouldn’t distract that senior person with notations of where changes had been made.

      But I’d immediately get away from this view as soon as I printed the document. I would never leave a document in this view.

      (As someone whose job used to be investigating financial institutions for rule violations that sometimes carried hefty fines, trust me that you don’t want to forget that a document has track changes still visible.)

      

      
        
        Original

      

      

      This is the Original view:
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      This is another one I would never, ever leave my document in for any length of time. But sometimes it can be helpful to look at the document as it existed prior to any edits. Especially when there are multiple users making edits to the same text. That lets you see what the source text really was.

      

      
        
        All Markup

      

      

      And then finally, as a reminder, this is the All Markup view:
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      It shows the original text in black and then marks the location of any changes with a black vertical line off to the side of the text. All additions
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