
 
 

Guidance On Using Track Changes 

Track Changes is useful because it gives a visible record of the changes made to a document 

and provides you with the option of accepting my suggested amendments so they become 

permanent, or rejecting them and keeping the manuscript as it was originally, on an 

amendment-by-amendment basis. 

To turn Track Changes on, open the document and select the Review tab, then click on Track 

Changes in the ribbon. The box will turn grey to show the feature is active. If you click on the 

top of the three arrows to the right of the Track Changes button, you will see there are four 

settings: 

1. Simple Markup – indicates places in the text where changes have been made by a red 

line running down the left-hand margin, but does not show the changes themselves 

2. All Markup – shows all the changes I have made 

3. No Markup – shows how the text will appear with all the changes accepted  

4. Original – shows you the document prior to my amendments 

If you click on the arrow to the right of Show Markup, you have the option to control which 

markup you see. You can choose whether you see some or all of my comments, formatting 

amendments, and insertions and deletions.  You can also choose whether you see these Inline 

(in the body of the text) or as balloons by clicking on the Balloons option.  

You have the option to accept the tracked changes by clicking on the Reviewing Pane and 

accepting on an individual basis (Accept and Move to Next/Accept This Change) or to accept 

all the changes at once (Accept All Changes). To remove comments that have been dealt with, 

use the mouse right button to click on the comment you want to delete and a menu will be 

displayed. On that menu click on Delete Comment.  

There is additional information here:  

https://support.microsoft.com/en-us/office/track-changes-in-word-197ba630-0f5f-4a8e-

9a77-3712475e806a  

There is also a simple tutorial here: 
  
www.youtube.com/watch?v=oEEz53toH1w  
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