Tutorial 1:
This tutorial has been created to introduce you to the Comments, Tracking, and Changes tools in
Microsoft Word 2010 and 2007. The three tools are located on the Review tab.

Tutorial 2:
The Comments tool is useful for an editor to ask questions of, or make notations to the author, while
editing a document. Users may insert comments at any point in the document using the New Comment
option.

Tutorial 3:
While reviewing the document, the user may move directly from comment to comment, using the
Previous and Next options in the Comments box, without scrolling through the whole document
searching for the next comment.

Tutorial 4:
Comments may be deleted one by one, or all comments at the same time.

Tutorial 5:
The Track Changes option allows the user to highlight all changes to a document, or the user may select
which types of changes to highlight. The most common types of changes are Insertions & Deletions,
Formatting, and Comments.

Tutorial 6:
When reviewing a document, the user may select whether to display the document including the
changes using the Final: Show Markup view, or to display the document as if all the changes have been
made and accepted using the Final view.

Tutorial 7:
When reviewing a document, I like to scan the document in Final: Show Markup view to see all of the
changes that have been proposed.

Tutorial 8:
Then I will switch to the Final view to have a clean document to read.

Tutorial 9:
The user may choose which types of changes to display (Insertions & Deletions, Formatting, and
Comments) via the Show Markup option. Click on each option to select or deselect it for display.

Tutorial 10:
The reviewer may move from one change to the next using the Previous and Next options in the
Changes box.

Tutorial 11 and Tutorial 12:
The reviewer may look at each change individually, and choose to accept or reject each one. The
reviewer may also choose to accept or reject all changes shown, or all changes in the whole document.
For example, if the user is only displaying formatting changes, then he can choose to accept or reject all
the formatting changes at once using the Accept all Changes Shown option, while the other types of
changes remain to be accepted or rejected.

Tutorial 13:
The Reviewing Pane is a handy tool for seeing, at a glance, the types and number of changes that
remain to be accepted or rejected. Each proposed change is listed according to the type of change
(Insertions, Deletions, Formatting, Comments, etc.). This pane can be displayed vertically (at the side of
the screen) using the Reviewing Pane Vertical… option or horizontally (at the bottom of the screen)
using the Reviewing Pane Horizontal… option. Alternatively, the reviewer may choose to hide the
Reviewing Pane altogether.

I hope you find this tutorial helpful. If you have any questions, please feel free to ask me. I am happy to
help!

