BRISTOL SERVICES INTL. 

TRACKING EXERCISE  For MS Word users

Microsoft’s Word program offers writers a tool to make changes to text and still see the original text. It is useful when more than one person is working on a document. We at Bristol Services Intl. can mark changes to your manuscript and you can see exactly what we have done because the changes are in color. Then you can quickly accept or reject those changes using this same tool. In some versions of Word this tool is called “Track Changes” and in other versions “Revise.” Both function in the same basic way. 

Don’t worry about messing up—you can just close the file without saving it and try again. Or I’ll email another file to you. Remember, this is just an exercise and nothing to sweat over! Try out the “Revise” or “Track Changes” mode by doing the following:

 Before you start, notice that a few of the words here are in colors—these are new words, like this. Some are struck out. These would represent changes that we suggest for you. You can make your own decision about whether to keep the suggested change or not.

METHOD 1: Although each version of MSWord has its own slight differences, the function is pretty much the same. The simplest way to use this is: Place your cursor directly on any marked change. Then RIGHT click. The options to accept or reject the change should appear for you or use the icons.
METHOD 2: Look at the menu bar above. Is there a line of them with a window saying “Final Showing Markup,” then “Show” and then arrows pointing left, right, and a check mark and a red “x”? If so: 
1. In that case, click your cursor at the first word of this exercise. 
2. Then click on the Right Arrow. It takes you to the words “like this” that I added and show in red. 
3. Want that change? Just click the blue check mark on the menu bar. 
4. Click the right arrow again and you go to my next change, where I struck out the words “in this manner.”

5. Don’t want that change? Click the red “x” in the menu bar.

METHOD 3: Was there no menu of these marks up there for you? Then click on “Tools” in the menu bar at the top. Depending on the version of MS Word you use, you may see a drop down list. Click on either “Revise” or “Track Changes.” This will either give you another drop-down menu or a tool bar of icons. If you get the tool bar of icons, use the numbered list above to try out this method.
If you get the menu, choose “Accept or Reject changes.”  The program jumps to the first suggested change. Click “Accept” or “Reject” and the change will either become a black, permanent change or the suggested change will disappear and keep the original words instead. Use “Find Next” to jump to the next change suggested on this page and proceed from there.

If you click “Accept” or “Reject” by mistake, simply click on Edit and Undo in the top menu bar. 

When only one word is involved this may seem like a too much work. But if a whole sentence is changed or if your document is long or involves more than just a couple changes, this method saves you lots of time. Plus even small punctuation marks are easily seen as needing revision.
If you have any questions, first try your “Help” tab at the top menu bar or your owner’s manual. Certainly feel free to ask me if you still have questions. I know you’ll find this a useful and timesaving tool once you are familiar with it!
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