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Original text

On the Inserttab, the galleriesinclude commands for
coordinating the overall look of your document. You can
use these galleries to insert tables, headers, footers,

lists, cover pages, and other document items. When you Or‘iginal Showing Mar‘kup with “Balloons"
create pictures, charts, or diagrams, they also

coolrdlna‘[e with yourcurn.em documentiook. You can On the Insert tab, the galleries include commands for { Inserted: som=

easily change the formatting of selected text. -coordinating’[he sveratHlook of your document. Youcan
use these galleries to insert tables, headers, footers,
lists, cover pages, and other dessmentitems. When you
create pictures, charts, or diagrams, they alse
coordinate with your current document look. You can

easily change the formatting of selected text. Shows deletions
Final Showing Markup with “Balloons" in the body

Samples of how revisions may display

On the Insert tab, the galleries include some commands

for coordinating the Jook of your document. Youcan | Deleted: cu=rzil |
use these galleries to insert tables, headers, footers, |
lists, cover pages, and other jtems. When you create { Deleted: document I
pictures, charts, or diagrams, 1hey'_c_qg_rgi_ip_en_t_e_g.{ijh_yp_qr____‘,,{ Deleted: =iz i
currentdocumentlook. You can easily change the

formatting of selected text. '

Final or Original Showing

I
Shows insertions
in the body Markup with No "Balloons”

On the Insert tab, the galleries include some commands
for coordinating the everatHlook of your document. You
can use these galleriesto insert tables, headers, footers,
ists, cover pages, and other dessrestitems. When you
create pictures, charts, or diagrams, they alse
coordinate with your current document look. You can
easily change the formatting of selected text.

Shows everything
in the body

How to Track Changes

A 7~ 1. Click the Review tab, click the Track S Review || View
Check Changes arrow, then click Change = 4% [Final Showin
tracking < Tracking Options. =t 2 show Matkes
settings 2. Using the samples above as a guide, choose Enangerell 2] Reviewing Pan
how you want to display the changes. ¢ Track Changes \,
B 3. Click OK. (You can select a different option Chan?ﬂmkmgﬁptmm"'
. \_ any time.) Change User Martt... |
Acgj‘vcajéc? = Click the Track Changes button on the
. Review tab. The button works as a
activate toggle—clicking it once activates tracking; Track
tracking clicking it again turns tracking off. Changes ~

Note:
You can also insert comments to l
explain your changes or Lﬁ Click New Comment

2w

dialogue with reviewers. | . ...t on the Review tab
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\AccepT the change
permanently and remove
the tracking marks

Page 2 of 2 Tracking Changes
C /1. On the Review tab, click the Next button to move to the next
tracked change, based on where the cursor is blinking.
Accept or 2. Use the Reject and LU LWL UL e ULy
reject Accept buttons in the —_%’@\’\ antwacin Now
changes ribbon as appropriate, othe
or right-click in any ‘the n 53
change and click the MMUL & | paste
appropriate command  stand = A_/\‘
(based on whether you 1&MNev 7
want to make the a5k
change permanent or % Track Changes )
\_ abandon the suggested = o
change permanently). | Hyperlink...

To accept ALL
tracked changes
in the document -
and remove all
tracking marks
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? gt Reject -
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& Compare Show Sourc
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vj} Accept and Move to Mext
: {} Lecept Change 7

Accept All Changes in Document % ‘

Click the arrow to the right of the
Delete button, in the Comments
group, then click Delete all
Comments in Document.

To remove ) =
all comments

Mew
Comment

Co

Note:

Until you accept ALL changes, the
tracking marks can be seen by anyone.

i
Make sure that every tracked item
is rejected or accepted and every

comment is deleted before you

share the document as "final.”

Click the arrow under the Accept button, then
click Accept All Changes in Document.

¥Re,je,cf the change

permanently and
remove the
tracking marks
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Delete All Camments in Document
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