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Guidelines to Track Changes for Word 2003 & 2007

After receiving your reviewed document

= Academic Voice has reviewed your document using the Review function in Microsoft
Word.

= You are now free to see your document in various views, and to choose whether to
accept or reject the changes we have made.

» There are four available views: Original
Original Showing Markup
Final
Final Showing Markup

= You may also choose to see all the revisions in balloons, all of them in line, or just some
in balloons.

* You may also find that we have inserted a comment where the meaning of your text is
unclear or we have suggested other possible wordings.

= You can now move through the revisions and accept or reject them one by one or all
together. You can also delete the comments. It is important to do this so that the work
you submit, if you are doing it electronically, is “clean” and the revisions do not appear.

= The appearance of the review function in Microsoft Word will depend on whether you are
using the 2007 or 2003 version.



Word 2007

This display enables you to choose how to view our proposed changes to the document.
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This display enables you to choose how to show the revisions to the document. You may
also choose to see all the revisions in balloons, all of them in line, or just some in balloons.

3 .
t—/ Home Insert Page Layout References Mailings Review View Format
% 1, Research %‘ ;Ij £ ] Delete eﬁ Final Showing Markup - & Reject ~ __ia 1 @
- 3
555 Thesaurus & #] Previous — L | 2 show Markup ~ ¥} Previous -
Spelling & Track Balloons Accept Compare Show Source Protect
Grammar ldb Translate njj Comment #] Next Changes ~ E Reviewing Pane ~ 2 Next - Documents Document
Proofing Comments Show Revisions in Balloons 5 Compare Protect
[H H-B SV E s Show All Revisions Inline
|-z-|-1_-|-§-|-1-|-:-|-3-|-4-|7| Show Only Comments and Formatting in Balloons 1301 014 1 15 1A REREEe g

Clicking here gives you access to options for accepting some or all of the changes to the
document.
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Clicking here gives you access to options for rejecting some or all of the changes to the
document.
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Word 2003

For Word 2003 Track Changes is under the Tools function.
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This display enables you to choose how to view our proposed changes to the document.
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Clicking here gives you access to options for accepting some or all of the changes to the
document.
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Clicking here gives you access to options for rejecting some or all of the changes to the
document.
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It is important to note that, no matter whether it is Word 2007 or 2003, all the changes that
were made and all the comments that were inserted using the Track Changes feature
remain part of the document until they are accepted or rejected, or in the case of comments,

deleted.

--- The End ---



