HOW TO...TRACK CHANGES IN A DOCUMENT (WORD 2007)

1. Choose the ‘Review’ menu from the tool bar:
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2. In the ‘Review’ menu, select ‘Track Changes’ (or, hold down Ctrl + Shift + E):
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3. Any changes you make will now be ‘tracked’ in the document.  

For example, additions to the document by default will be underlined and appear in red like this, and deletions are struck out with a horizontal line.  Formatting changes will be recorded in the margins.  A vertical line will appear in the left margin alongside any changes to draw the next reader’s attention to the change.

Possible applications:
· Correcting and providing feedback on student writing 

· To facilitate group work and peer collaboration

· To record peer and self editing

· Exercises in changing tense, vocabulary, narrator perspective etc. 
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