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How to add notes and track document editing in
Word

How to add notes and track document editing in Word. In the course of working on the same document,
document change control can sometimes become difficult. In this article help you create more notes and track
editing of documentsin

In the course of working on the same document, document change control can sometimes become difficult. In
this article, you can add notes and track document editsin Word, allowing you to control document changes.
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Add commentsin Word documents

To add comments in the document, you just need to select the data area you want to create notes -> on the
Review tab -> New Comment:
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Comments are created on the right of the document -> you only need to enter the content for the comment:
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The result you have created notes for the document, the comment clearly shows the creator, the time created
comment:



E -0 - Tieu luan quan ly giao duc Tieu hoc [Compatibility Mode] - Word [l =

File  Home Insert Design Layout References Mailings iew MathType Developer Help O Tellme

ABC & + = -
¥ Emes  [@ (8D P -
A
Spelling & Aar_wmd Eount Check Language Comments Tracking Accept Compare Protect  Ink
Grammar Accessibility T T Ei = - & o
Proafing Accessibility Changes Compare ~

| , H Windows #8er 2 minutes ago
- an thi IX cua Pang da nhan
" hoi ky ddy manh cong nghiép

- duc chét legng toan dién, doi
g tredmg lép va hé théng quan

(N Windows User A few seconds ago
Né1 dung trai ngwoc viét tai lifu can chinh i
lai vi tri quan trong cia nd

I Reply 0

6

7 ]i'l.ﬁ.ng cao chét hrong déi ngii
- tham chat, dao ditc va chuyén
" yéu cAu cip bach dé gio duc

tnen tir nim 2001-2010 du’o'c =
Qe ThuThuatPhanMem:vn

Page10of31  13980words  English [United States) 85 E 3| B - 'l + 130%

If you want to edit the comment content, just click the comment you want to edit. In case you want to delete the
created commment -> right click on the comment -> select Delete Comment:
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Track document editswith Track Changes

To track document edits you need to enable Track Changes. Go to Review tab -> Tracking -> Track Changes
-> Track Changes:
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After enabling Track Changes, when you edit a document the content will be highlighted as shown:

H -2 = Tieu luan quan ly giao duc Tieu hoc [Compatibility Mode] - Word Sign in Ea = a
File Home Insert Design Layout References Mailings MathType Developer Help 2 Tellme ,!:;_ Share
ABC & + =
[ Thesauns @ (= |9 |[® . l G| || #
Spelling & %Word aing Check Language Comments Tra(kmg Accapt 3 Compare Protect  Ink
Grammar Accessibility 7 < = =5
Proofing Accessibility Changes Compare ~

(RSN SURE SRRE-ENRE SRS PR PR IR SN A NS E IS C OIS LY O e A

L -|-1w-§-|‘1-

" PHAN A. MO PAU [ winows user
- 1. LY do chon dé tai:

L N S TR N o [ windows user
Ng}u quyet Pa h01 dai b[eu toan quéc lan thu D( cua Bang dd nhdn

manh nhiém vu etia gido duc vi dio tao _trong mét s6 trrdne hotrong théi ky Windows |

diy manh cong nghiép hod, hién dai hod 1a: “Tiép tuc ning cao gido duc chit ﬁff‘:f:;

lmmg toan dién, 61 méi ndi dung, phu'ong phéap da} \a hoc hé thong tru'onq

16p va hé théng quan 1§ glao due”.

heomn sda-duec tmede hat 13 nae vy it 1:mﬂ déinofi-nha oide-Bés I'| z¢ 3

w Baiiab aide i ahian 5 hiis 381 bt dink. chit 1.:nm ido-due Vi \a},
q nang cao chit hrgng d6i ngii nhi gLao loai bd nhimg gido vién yéu kém vé
pham chat dao dire va chuyén mon nghiép vu ra khoi khoi hé théng gido duc
13 yéu ciu eAp bach dé gido duc phat trién.

| Chién luge phat trién gido dye thot ky phat trién tir nim 2001-2010 dwgc
@ Thu twéng chinh pha phe duyét theo quyét dinh 201/2001/QD-TTg ngay
] 28/12/2001 da xac dinh muc t1éu gido duc cia mrde ta dén nam 2010 1a:*

ThuthuatP

Page1o0f31 13943words  English [United States) 83 E B & -

- 7

+ 90%

In case, after editing, activate Track Change without showing the marked Track, click All Marksin the Review
tab :
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Thus all edits on the document will be marked again, when there is confirmation of agreement or disagreement
with that revision. If you just want to check the notes on the document that your colleague has created as a
message to you, click Review -> Tracking -> Show Markup -> Balloons -> Show Only Comment and
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Results only comment and format edits are displayed:
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So by selecting this, you can control the editing of team members.

Track document edits by distinguishing each member's edit

When you edit content, so that everyone in the group knows it was edited by you, you should rename the display
in the document editing.

Go to Review -> Traking -> click the arrow in Tracking:

H S - Tieu luan quan ly giao duc Tieu hoc [Compatibility Mode] - Word H - O
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A dialog box appears and click Change User Name.
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Thus your name is clearly displayed when you edit the document, each edited account on the document is
distinguished by Word by different colors for the user name. For example, in this document, there are 3 accounts
edited documents corresponding to 3 different colors:
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Edit Tracksfor document tracking

The modified content is marked by Track Changes by default, if you want to set the color and format as you like,
convenient for tracking the editing of documents you make as follows:

Go to Review -> Traking -> click the arrow in Tracking:
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A dialog box appears and click Advanced Options:
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Advanced Track Changes Options appear, here you can edit the color and format you want to edit:

- Markup section : Edited content is deleted, added .
- Section Moves: Content moved.
- Section Formating: Edit text format.

After finishing editing, click OK:
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So with creating your own notes, using Track Changes, distinguishing each member's editing of documents,
creating your own Track format in the document will help you to track the editing of documents easily. Good
luck!
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