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How to use Track Changesin Word

How to use Track Changesin Word When you share atext document, it is difficult to see the change if you use it
with your normal eyesto control the change in your text. The following article helps you control changest

When you share a text document, it is difficult to see the change if you use it with your normal eyes to control
the change in your text. The following article helps you control the change in text by using Track Changes.
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First session, general document editor

Suppose you are atext recipient from a colleague and a colleague is waiting for your contribution.

Step 1. Open a shared document, activate Tracks Changes by going to Review -> Tracking -> click Track
Changes:
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1. L¥ do chen dé tai:

Su nghiép gido duc dio tao 6 v tri quan trong trong chién hroc xiy
dung con nguot, clnm Iwge phat trién kinh te %3 héi coa dat nuoe.

Nghi quyét Dai héi dai bidu toan quéc 1in thé IX coa Ding d3 nhin
manh nhiém vu cia giio duc va dao tao trong thai ki da} manh céng nghiép
hoa. hién dai hoi 1a: “Tiép tuc ning cao gido duc chit luong toan dién, déi
md1 nd1 dung, phwong phip day v hoc, hé thong trudmg 16p va hé théng quin
Iy gido duc”. Muén tao chuyén bién co ban vé chit lwong gido duc trude hét la
ning cao chit lvong d6i ngii nha gido. Béi vi, d6i ngii nha giao 1a nhin té
hang diu quyét dinh chat lmmg gido duc. Vi vdy, ning cao chit lvong 461 ngi
nha gido, loai bo nhitng gido vién yéu kém vé phim cha dao dic va chuyen
mén nghiép vu ra khéi khoi hé théng giso duc 12 véu cdu cdp bach dé giso duc
phat trién.

Chién lwac phat trién gido duc 2001-2010 dwoc Thia tudng chinh phi
phé duyét theo quyét dinh 201/2001/QD-TTg ngél\r 28/12/2001 43 xic dinh
muc tiéu gido duc cla nude ta dén n3m 2010 13- = Tao budc chuyerl bién co
ban vé chat luong giso duc theo hweng tidp cdn v trinh d6 tién tién cia thé

gidi ; phi ho‘p w‘l thuc tién Viét Nam phun: o th.lel Lhuc?:hg%%‘a? I
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PHAN A. MG DAU
1. Ly do chon dé tai:

Su nghiép gido duc dao tao 6 v tri quan trong trong chién o xdy
dung con ngwdt, chién hege phat trién kinh te x4 héi cia d4t nde.

Nghi quyét Dai héi dai bidu toan quéc lin the IX coa Déang d3 nhin
manh nhiém vy coa gido duc va dao tao trong thai ki ddy manh céng nghigp
hoa, hién dai hoa 1a: “Tiép tuc ning cao gido duc chit lvong toan dién, déi
md1 néi dung, phwong phap day va hoc. hé vhong trudng 16p va hé théng quin
I gio duc”. Mubn tao chuyén bién co ban vé chit lugng gido duc trude hét la
ning cao chit lvong 361 ngii nha gido. Boi vi, d6i ngil nha giao 1a nhin té
hang ddu quyét dinh chat lmmg gido duc. Vi vy, ning cao chit lwong 461 ngi
nha gido, loai bé nhitg gido vién yéu kém vé phim chat dao dive va chu}'en
mén nghiép vu ra khéi khoi hé théng giso duc 1a yéu ciu cdp bich dé gido duc
phat tridn.

Chién lwoe phat trién giao duc 2001-2010 duoc Thi twdng chinh phi
phé duyét theo quyét dinh 201/2001/QB-TTg ngé\’ 28/12/2001 43 xic dinh
muc tiéu gido duc cla nude ta dén nim 2010 1a- = Tao budc chuyerl bién co
ban vé chit lvong giso duc theo hudng tiép cdn véi trinh d6 tién tién cia thé
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Step 2: After activating Track Change mode, users can edit the content. For example, if you want to delete a
paragraph in a shared document -> the content will not be deleted but will be highlighted in red and the text will
be crossed out as shown:
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RECOVERED UNSAVED FILE This is a recovered file that is temporarily stored on your computer. Save

L |-3-|-2-|‘1‘|‘§-|‘1‘|‘2‘\‘3‘|‘4‘\‘5‘\-G‘l"}‘\‘ﬂ-\-Q‘\‘10-\-11-|-12-|-13-\-14-|-1§-518-|-17-|-18 4

PHAN A. MG DAU
1. Ly do chon dé tai:
Su nghiép gido duc dio tao 6 v tri quan trong trong chién hroc xiy
con ngudt, clnm Iwge phat trién kinh te %3 héi coa dat nuoe.
gh.l quyét Dai héi dai biéu toan quéc lin thi IX coa Ding d3 nhin
vu cia gido duc va dao tao trong thai ki da} manh céng nghiép
04 1a- “Tiép tuc ning cao gido duc chit uong toan dién. ddi
wong phap day va hoc, he théng trrdmg lcrp v a hé lhong quin
l)maoduc"“" i i ehdt I : sehetla
Bt 1 . d46i-ngi-ahi "_n" 4_d6i noii-nhi side-1a nhin 4

hang 43 = 4t dinh chdt | ide-due- Vi viy, nangcao\:hatllm'nadmnﬂu
nha ; gido, loat ba nhl.mg gido vién yéu kém vé phim cha: dao dic va c.huyen
mén nghiép vu ra khéi khoi hé théng giso duc 12 véu cdu cdp bach dé giso duc
phat trién.

Chién lwac phat trién gido duc 2001-2010 dwoc Thia tudng chinh phi
phé duyét theo quyét dinh 201/2001/QD-TTg ngél\r 28/12/2001 43 xic dinh
muc tiéu gido duc cla nude ta dén n3m 2010 13- = Tao budc chuyerl bién co
ban vé chat lugng giso duc theo hudng tiép cdn voi trinh 46 tién tién coa thé
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At the same time, the left margin automatically creates a red dash to mark the edited position, click on this mark
to display the text that has been edited or hide it as you like, noting your edit. created on the right of the
document:
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L\‘1\-g‘wl\Z\J\‘4\5|-6\7|-ﬂ-|-9-\-10-|-11-|-12‘|‘13-|-14-|‘1§‘5tﬁ-|-17‘|‘la
Dau danh dau chinh “U%gAN A MG DAU Ghi chii ndi dung chinh stra
- 1. 14 do chon aé tai:
] Su nghlep gido duc d2o tao 6 vi tri quan trong trong chién luoe xdy
by tmg con nguin, chién hrge phat trién kinh té - x3 héi cia dét nude.
| Nghi quyét Dai héi dai biéu toan quéc 1an thir [X coa Dang 43 nhin
? manh nhiém vu coa gido duc va dao tao trong thai ki ddy manh céng nghiép
3 hoa, hién dai hoa 1a: “Tiép tuc ndng cao gido duc chit luong toan dién, 861
2 mdi néi dung, phwong phap day va hoc, hé thong trrémg lé’p va hé théng quin Windows User A few seconds 390
" I gifo duc”. Vi viy, ning cao chit lwong d61 ngfi nha gido, loai bd nhing mﬁﬁ“&ﬂgﬂmﬁ:ﬂﬂ‘;
1 gido vién yeu kém vé phim chat, dao dirc va chu)m mén nghiép vy 1a kho: i nzl nbd gido 15 phén 1 bing G quyét dinh ok
by khoi hé 'hong gido duc la yéu cdu cip bach & gido duc phit trién. Elloder.
] Chién hrgc phit trién gido duc tha ki phit trién tir ndm 2001-2010 dugc
'E Thi trdng chinh phé phé duyét theo quyét dinh 201/2001/QD-TTg ngay
= 28/12/2001 @4 x4c dinh muc tiéu gido duc cia nude ta dén nam 2010 la: “ Tao
3] bude chusan bién co ban vé chit lwong giao dyc theo hrdng tiép cdn voi trinh
@ d6 tién tién cia thé gidi ; phit hop vén thue tien Viét Nam phuc vu thiét thuc
- cho sir phit trién kinh té - x3 héi cia ddt nude, cia timg ving, timg dia
E phurong ; hrdng téi mét x3 héi hoc tip. Phén 4 dua nén giso duc nudc ta
5 thodt khoi tinh trang tut hau trén mot s6 linh vire so voi cac mde phat trién
3 trong khu v, Wndmns User
x Déi méi muc tiéu néi dung. phuong phin. chuone trinh #ido duc cac cip - Th u-l-hF‘I’j”"i't Jjpenc Hanging: 032 cm Line sp
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In case you want to add content, all the added content will be red text and underlined text:
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RECOVERED UNSAVED FILE This is a recovered file that is temporarily stored on your computer. Save
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: PHAN A. MG DAU
- 1. Ly do chon dé tai:
7 Sw nghiép gido duc dao tao 6 vi tri quan tmng trong chién heoe xdy
by dung con nguot, clnm Iwge phat trién kinh (e - 61 coa ddt nudc.

Nghi quyét Dai héi dai bidu toan qudc thit TX ciia Dang di nhin
manh nhiém vu cia giio duc v dao tao trong thai ki ddy manh cdng nghiép
hoi, hién dai hoa 13: “Tiép tuc ning cao gido duc chit luong toin dién, dbi
mm n6i dung phu‘mg phap day n hoe, he 1hong truong lo'p \ahe thong quan

1 o5 chdt | g bt 13
3 \«7”7;:-' 3 e b pae B ghan

Y

15

= E k2 nang cao chat llm'nz dd1 nEu
nhi gido, loal bé nhing gio vién'y

mén nghiép vu ra khoi khoi hé théng g1
phat trién.

Chién luge phat tridn giso

T

Iy
28/12/2001 44 x4c dinh muc tiéu gido duc cda nudc ta dén nim 2010 13
bude chman bién co ban vé chit lu‘cmg gido dyc theo hudng tiép cin
d6 tién tién ciia thé gidi : phi hop véi thue tién Viét Nam phuc vu thiét thuc
cho s phit trién kinh té - x3 héi cia ddt nude, cia timg ving, timg dia
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When you edit the font and font size, line spacing . will display the note and parameters you have edited:
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,_V [ERTRRE-ENREPURT FURE- SRRN PRRE SNEY. FRRE: FRRST SNSRI v IR SIS LA A S I E o ) =
mon nghigp vy ra khot kho h¢ thong gido duc la yéu ciu cdp bach d¢ giao duc

phat trién.

Chién lwoe phat trién gido duc théi ki phit trién tix nim 2001-2010 dwgc
Thi twéng chinh phi phé duyét theo quyét dinh 201/2001/QB-TT.
28/12/2001 44 xic dinh muc tiéu gido duc ctia nudc ta dén nim 2010 1a
bugc \:hu\.an bién co ban vé chit lm‘mg gido dyc theo hudng tiép cin
d6 tién tién cia thé gici ; phi hop véi thue tién Viét Nam phuc vu thiét
cho s phit trién kinh & - x3 héi cia dit mrdc, ciia mng vong, timg d1
phuong : hwdng téi mét x3 héi hoc tip. Phin diu dua nén gido duc nudc ta
thoat khoi tinh trang tut hiu trén mét s6 linh vire so voi cac nudc phat trién

Windows User
Formatted: Fort: 16 pt, Bold

trong khu vuc.. Windows User & few seconds ago
Péi mdi muc tidu. néi dung. phwong phap, chrong trinh gido duc cac cﬁp ———| Formatted: Indent: Hanging: 0.32 cm Line spacing:
bic hoc va trinh d8 d3o tao ; phét trién d61 ngi nha gido dap tng yéu ciu vira Miticle 138

ting quy mé, viea ning cao chﬁl Twong, hidu qud va d6i mdi phrong phap day
- hoc ; 861 moi quan Iy gido duc tao co s& phap I va phat huy ngi hec phat
trién gido duc™.

Chinh vi vy, Nganh gido duc huyén Ham Thudn Nam luén quan tim va
coi trong vin dé k.lem tra ngi bd trrong hoc. Phong Giao duc d3 thanh ldp cac
doan thanh tra vé dusi co sé don vi trudng hoc dé lam céng tc thanh tra toan
dién céc co s gido duc, thanh tra hoat d6ng sv pham coa nha gido, danh gia
viéc thuc hién n}uem vu gide duc, gidng day cua can bo gido vién thudc cic
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In addition, if you do not want to edit the content, you want to create a note for the document owner to manually
click New Comment:
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|_2-|‘1‘|‘§-|-1‘|‘2‘\‘3-|‘4‘\‘§‘\-G‘|‘ New ECRB AT
<] PHAN|Comment
- 1. L§ do chon dé tai: Comments
7] Swnghiép EIE-O duc 320130 € Insert a Comment xdy
? dlmgcoungm:ﬂ,chléukrm:phztm Add a note about this part of the 2
3 Nghi quyét Dai héi dai biél document. 13 nhan
B manh nhiém vu cia giio duc v d3 _nghiép
el hoa, hién dai hoa 13- “Tiép tuc ning cao Elaﬂ duc chit lutmg toan dlen 461
el mai noi dung phu‘mg phap da) xa hoc, he 1hong truong lo'p \a hé thong quan
" l) gido duc”. Mus - = de hetla
2 P 45 “*‘c',“' 346 ST TR T
b bang diu-a 4t dih chit ! : e_" £ ‘\1\‘3\’mngcaochatlu‘o'nzdmn2u
] nha ; glio, 1031 bo nhl.mg gido vién yéu kém vé phim chat dao dic va chu}en
rz mén nghiép vu ra khéi khoi hé théng gido duc la yéu cdu cdp bach dé giao duc
= phat trién. i y
al Chién luge phit trién giio duc th ki phat trién tir nim 2001-2010 dwoc
@ Thi tréng chinh ph phé duyét theo quyét dinh 201/2001/QD-TTg Windows User
1 28/ 12 /2001 4 xac dinh muc tiéu gido duc cua nude ta dén nzm 2010 la: Formntteck Fot-16 pt; Bold
s
.:: d6 tién tién cia Vthe gid1 ; phi hop véi thue tign Viét Nam phuc vu u thidt thue
= cho s phit trién kinh té - x3 héi cia ddt nude, cia timg ving, timg dia
7| I P NP S P A .
ThuThuatF
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Enter the content to be edited for document owner to self-correct:
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- H Windows User Afew seconds ago
g chién hIQ'C xay Sira font chit va khoang cach dong]
~ fat nuéce)| £ Reply 73

~_ cia Pang da nhan
-7 manh cong nghiép
. wong toan dién, doi

* 6p va hé thong quan

> chat leong doi ngii
~, dao dwrc va chuyén
; An hach A3 oidn due
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After you have finished editing you save the document and send to the next party to confirm the content you
have edited.

In the second session, users accept or not accept the edited content

After you receive the document that your colleague edited, you open the document:
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| PHAN A. MG DAU
- 1. L§ do chon a8 tai:

1 Sw nghiép gido duc d20 tao cé vi tri quan trong trong chién hroe xay

el dung con ngudi, chién hege phat trién kinh té - x3 héi ca dét nwdc.

] Nghi quyét Dai héi dai bidu toan quédc 1in thi TX cia Dang d3 nhin

= manh nhiém vy cia gido dyc va dio tao trong théi ki ddy manh céng nghidp

5 hod, hién dai hoa 13: “Tiép tuc ning cao gido duc chit luong toin dién, dbi

5] mdi néi dung, phwong phap day v hoc, hé théng truong 16p va hé théng quan

" l) gido duc”. Vi viy, ning cao chdt lwong di ngd nha gido. loai bé nhimg

4] giio vién yeu kém vé pham chat> dao dirc va chuyén mén nghiép vu ra khot

k5 khai he lhong giao duc 12 yéu cdu cdp bach 4é giao duc phat trién

7] Chién luoe phat trién gido duc théi ki phat trién tir nam 2001-2010 duwoc

t Thi tudng chinh phi phé duyét theo quyét dinh 201/2001/QB-TTg ngay

o 28/12/2001 83 xac dinh muyc tiéu gido duc cba nude ta dén nam 2010 la: <

- Tao bwéc chuyén bién co bin vé chit lrgng giso duc theo hwdng

b tiép cdn voi trinh dé tién tién cia thé giéi ; phit hop véi thuc

4 tién Viét Nam phuc vu thiét thic cho sy phat trién kinh té - xi

= tqu cia dﬁt mm't clia tu'ng vung, tlmg dla phuu’?g%mF m |
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In case the document does not display the content that colleagues have edited you to the Review tab ->
Tracking -> All mark:
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= Track
=] Changes -

No Markup
Qriginal
PHAN A. MO DAU

Trat

A 1. L¥ do chon d& tai:

A Sy nghiép gido dyc 30 tao cé vi tii quan trong trong chién luge xdy

| dung con ngudi, chién hege phat tridn kinh té - x3 hoi cia dét nudc.

7] Nghi quyét Dai héi dai bidu toan quic lin thir TX cia Ding 43 nhin
B manh nhiém vu cia gido duc v dao tao trong théi ki ddy manh cong nghiép
5 hod, hién dai hoa la: “Tiép tuc ndng cao giso duc chét lwong toan dién, dbi
] mdi nd1 dung, phu‘o‘ng phip day v hoc, hé théng truémg 16p va hé théng quan
n l) giao duc”. Vi vy, ning cao chit lwong d6i ngd nha gido. loai bé nhiing
] glio vién yeu kém vé phim chat, da0 dic vi chuyén mén nghip vy ra khét
ks khot hé Ihong gido duc 12 yéu cdu cdp bach & giao duc phat trién
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tiép cn véi trinh dé tién tién cia thé giéi ; phit hop véi thwe
tién Viét Nam phuc vu thiét thyc cho sy phit trién kinh té - xi
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So you can use the same document without worrying about what the colleague can fix. Good luck!

Y ou finished reading the article "How to use Track Changesin Word" edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.

© 2019 TipsMake.com


https://tipsmake.com

