Word 2007: How to Insert Track Changes

\

STEPS OVERVIEW:

Click on the "REVIEW" tab on the top of the worksheet.
Check that "TRACK CHANGES" is highlighted.

Highlight the text you want to change.

Type in the new text.

These changes will show up in red in the text

Highlight the text in which you want to change the format.
Choose the new format (in this example we choose "BOLD").
These changes will show up as notes in the margin.
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Make sure “Track Changes” is
highlighted.
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Highlight the text you want to
change.

Well, the good newsis that, unlike thelingo is pretty easyto pick up as long as youunderstand a
few basicterms. If you've played any games at all, you probably understand the terms dealerand hand,
butmay not know much more than that. Here, we'llintroduce you to just a few more terms to get you
started. Once you getthe hang of these, you should at least be able to understand what's goingoniin,
evenifyoustill can’t chat like a pro.
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Well, the good news is that, unlike Feeseki ermanl thelingois pretty easy to pick up as long as you
understand afew basicterms. If you've played any games at all, you probably understand the terms
dealerand hand. but mav not know much more than that. Here. we'llintroduce vouto iusta few more
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The new text will show up
in red.

‘Well, the good news is that, unlike FrerekG ermanlthe lingo is pretty easy to pick up as long as you
understand a few basicterms. If you've played any games at all, you probably understand the terms
dealerand hand. but mav not know much more than that. Here. we'llintroduce vou to iust a few more
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well, the good news is that, unlike FrerekGerman, the lingo is pretty easy to pick up as long as you
understand a few basicterms. If you've played any games at all, you probably understand the terms
dealerand M, but know much more than that. Here, we'llintroduce you to just a few more

stoge.t ) start 6 B you get the hang of these, you should at least be able to understand
=)’ still can’tchat like a pro.
Highlight the text in which you want
to change the format.
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in the margins.

| Well, the good news is that, unlike FrerekGerman, the lingois pretty easy to pick up as long as you
understand a few basic terms. If you've played any games at all, you probably understand the terms
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what's goingon in, evenif youstill can’tchat like a pro.
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