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Introduction

What is Track Changes?

Track Changes is an electronic text recorder, similar to traditional redlining’. Microsoft
Word uses Track Changes to track (record) the changes you or others make to a
document. Then, you can then choose to accept or reject those changes.

Why Use Them?

As an example, Joel creates a document and emails it to a client, Susan, for further
revisions. Susan revises the document with Track Changes on. When Susan emails the
document back to Joel, he can see what changes Susan has made.

Tip 1. Identifying Whether Track Changes” Are On or

Off

Let's admit it, turning Track Changes on or off is not the most intuitive feature in
Microsoft Word. Tip 1 will show you how to tell if they're on and how to toggle your
Track Changes on and off.

Often it's hard to tell if Track Changes is enabled. There's no neon sign in Microsoft
Word that says TRACK CHANGES IS ON. That would be nice, but it's not the case.
The only reliable and quick indication is to look at Word's Status bar located at the
bottom of your screen (see Figure 1).

If the TRK status button in the status bar is NOT highlighted then Track Changes is off
and your changes are not being tracked (see Figure 1).

Il =@ = w <
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Figure 1 Word's Status bar showing Track Changes is OFF

If the TRK status button in the status bar is highlighted then Track Changes are on and
your changes are being tracked (see Figure 2)

EBEI::—-IE*Ji._l
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Figure 2 Word's Status bar showing Track Changes is ON.

! Tracked changes are similar to redlines, or redlining. Traditionally, vertical red lines were drawn in the
margin to show that text has changed.

2 This white paper refers to Track Changes as they relate to Microsoft Word 2003.
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It's simple. All you have to do is keep an eye on Word's status bar and the TRK status
button and you'll know instantly whether the Track Changes feature is On or Off.

Know how to turn them on or off — the basics.

Ok, now... how do you turn Track Changes on? The answer is: there's a long way and
a short and quick way to do it. Let's just focus on the short and quick way. And of
course there's a "mouse" and a "keyboard shortcut" approach to this. Choose the
approach you feel most comfortable with.

Turn Track Changes On or Off using a Keyboard Shortcut

To turn Track Changes on using the keyboard shortcut, press [Ctrl]+[Shift]+E. Thisis a
toggle. That means that pressing [Ctrl]+[Shift]+E turns it on (see Figure 2) and pressing
[Ctrl]+[Shift]+E again toggles it off (see Figure 1)

Turn Track Changes On or Off using the Mouse

To turn Track Changes on using the mouse, follow these steps:

1. Point to the TRK status button on the status bar with your mouse (Figure
3).
2. Double-click the left mouse button. Like the keyboard approach this is a
toggle. Double clicking again turns Track Changes OFF.
L!jw. - ==
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Figure 3 Turning Track Changes on/off using the mouse

Tip 2. Displaying your Track Changes the way you

want

The way you want it? That's kind of a misnomer, because Microsoft Word doesn't give
you a lot of track change formatting flexibility. What makes it more confusing is that you
can’t control how others view your track changes.

A significant shortcoming of formatting tracked changes is that it is user specific. That
is, Track Changes only reflects the formatting configuration of each individual's
machine. If a document is opened on another user's machine, the tracked changes are
formatted according to that user’s settings. Unless everyone involved in the
collaboration has Track Changes formatted the same, it makes it difficult to visually
distinguish the changes made by each author.

Displaying the Track Changes Dialog Box

In order to change the formatting of tracked changes, you need to use the Track
Changes options dialog box (see Figure 4).

To view the Track Changes options dialog box:

1. On the main menu bar, select Tools.
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2. In the Tools drop-down menu, select Options.

3. In the Options dialog box, select the Track Changes tab.
Options EE|
User Information . Compatibilicy I File Locations
Wiew | General | Edit I Print Save
Secury || SeelingtGrammar | TrackChanges
Markup
Insertions: v Color: ;-lBIue v
Deletions: éuStrik.ethrough vl Color: . Red ’ v
Formatting: I(none) V Color: 'L.Byauthor VI
Changed lines: :-Le-f.t-i.aorciér v Color! :-.Auto v'

|

Comments colary i. By author % |

Balloons
Use Balloons (Print and Web Lawvouk): ENever |

Printing (with Balloons)

[ Ok l[ Cancel ]

Figure 4 Tools...Options Track Changes Dialog Box

Power tip: Make Track Changes options dialog box easier to get to by creating a keyboard shortcut:

On the main menu bar, select Tools.

In the Tools drop-down menu, select Customize.

In the Customize dialog box, select the Commands tab.

Click the Keyboard button.

In the Categories list box, select All Commands.

In the Commands list box, select (scroll down) and select ToolsOptionsRevisions.

Click in the Press new shortcut key text box.

Type [Alt]+O (or any keyboard short cut you want (see Figure 5).
The "currently assigned to:" should say [unassigned]. If not then choose another keyboard
shortcut combination.

9 Click the Assign button.

10 Click Close.

11 Click Close at the Customize dialog box.

CO~NO Ok WN -

Now when you type [Alt]+O the Track Changes options dialog box appears (see Figure
6).
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Customize Keyboard

Specify a command
Categaties:

Commands:

Borders

~

Mail Merge ~ | | Tools pinSave
W ToolsCptionsSecurity

ToolsOptionssmartTag

Macros
Fonks
AukaText

ToolsOptionsspeling
ToolsOptionsTypographey
* | |ToolsOptionsUserInfo

[:>

Specify kevboard sequence

Descripkion

Current keys: Press new shorbcut key:

(Alt+0 |
urrenth: assigned to: [unassigned]
Save changes in; |Nu:-rma|.u:|u:ut w |

Zhanges track changes options

Rermove [ Reset all... ] [ Close

Figure 5 Customize Keyboard dialog box
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Track Changes

Track Changes

Markup
Insertions: E v Colar: . Elue v.g
Deletions: EStr’ikEthr’Dngh v; Color: . Red v
Formatting: .-{nune} V Colors ;-.B';.f authior v
Changed lines: ;LEFt border v Color; . Auto v

Comments color; . By authaor V:

Balloons

Use Balloons (Print and Web Lawouk): fr'-.lever W |

Printing {with Balloons)

[ 84 ][ Cancel ]

Figure 6 Track Changes Option Dialog Box
Changing the Way Tracked Changes Look

Let's cut to the chase. Instead of showing you every possible way to format track
changes, let's focus on two Best Practice approaches. First is to show deletions and
insertions as a specific format. Second is to show deletions and insertions by Author.

Showing Deletions and Insertions as a Specific Format

For reviewing purposes, the format that is easiest to read and is most familiar is
Insertion markups set to Underline and Blue (see Figure 6) and Deletions set to
Strikethrough and Red.

Tracking the Formatting changes, for the most part are unnecessary and should be set
at None.

Change Lines are the real jewel of Track Changes. They can make the reviewing and
collaboration process much faster by pinpointing the exact place in the document
tracked changes are made. Itis best to set them at Left border and color set to Auto.

Balloons can be confusing, compress the printed document, and are a little irritating, so
it is recommended that you turn them off by selecting Never.
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1. SCOPFPE OF WORK
Subject to the terms and conditions hereinafter provided, FechawABC Corp agrees to supply the
FeebkawABC Corp Licensed Software ("Software™) as described in Attachment B to this Agreement.
FeehbmwABC Corp shall make arrangements for delivery of the Sefbware-Application to Saneerson
Cemparyhilander Corporation site located 100 Renaissance Center, 34t Floor, Detroit, M1 48243,
Upon delivery, FeskbawABC Corp shall install the Software and notify Sostemerthatsfunethoning
preppedy-and ready for use. License to use the Software shall pass to Custamer upon payment in
full of the Software price.

Figure 7 Example of Insertions and Deletions using the formatting described above

Showing Deletions and Insertions by Author

Distinguishing deletions and insertions by author is a great way to collaborate on a
document because the tracked changes are shown in a different color for each author
(see Figure 9). In the example below, insertion markups are set as Underline and the
color is set to show by Author (see Figure 8). Deletions are set as Strikethrough and
Author.

Track Changes
Track Changes )
Markup
Insertions: E-Lln-:lerline v Color; . By author v-g
Deletions: EStrikethrc-ugh vE Color; . By author v
Farmatting: :-(none) . v Colors ;.le author v
Changed lines: ;Leﬂ: border v Color: . Auko v
I
I
Comments color: . By au-thor V;
Balloons - -
IJse Balloons (Print and Web Lavout): f-Never v-E
Printing {with Balloons)
boook [ Cancel ]

Figure 8 Track Changes Option Dialog Box by Author
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1. SCOPE OF WORE

Subject to the terms and conditions hereinafter provided, FeshbawABC Corp agrees to supply the

FeehbawABC Corp Licensed Software (" Software) as described in Attachiment B to this Agreement.

FeehbawABC Corp shall make arrangements for delivery of the Sefbware-Application t0 saREersen

Comparyhlilander Corporation site located 188-Renaissanes-Center2 7574 Commerce Center, 34th

Floor, Detroit, MI 48243 Upl:nn delivery, FesrawABC Corp shall install the Software and notify
and ready for use. License to use the Software shall pass to

Customer upon payment in full of the Software price.

Figure 9 Track Changes formatted by Author as described above

Tip 3. Get Rid Of Those Bubbles!

We often get calls from clients who associate iRedline (our comparison and redlining
tool for Word and Excel) with placing balloons in the result document (see Figure 10).

This is actually a feature of Microsoft Word and is set ON by default. Personally, | find
them obtrusive and always turn them off on my machine.

1.+ SCOPE-OF-WORE
il

-+

-[ Deleted: TechLaw
e o { Deleted: TechLaw
o '[ Deleted: TechLaw
\‘ 5 ‘[ Deleted: Softweare:
3 t\'[ Delebed: Sanderzon-Company
: \“.‘ Deleted: 100 Renaizsance Center

soﬂware |megratlun customlzanon tralnlng and- prujectmanagementas M- be requestedfrom : {
time to-time-by-Customerin-accordanc ewith the tems- setfarh-in-Attachment A-ta- this-Agreement, . {

. 1| Deleted: TechLaw

{ Deleted: Customer that t-is-

‘ and-for-such-othertasks-as-may he mutually-agreed-upon-inwriting-between- Customer and,ABC:
*, | functioning property-

Corp -Internal-Use-Only—This-point could-be-negotiabley

e e e P ]

Figure 10 Track Changes showing bubbles

To turn track change bubbles off, follow these steps:

On the main menu bar, select Tools.

In the Tools drop-down menu, select Options.

In the Options dialog box, select the Track Changes tab.
In the Use Balloons list box, select Never (see Figure 11).
Click OK.

abrwbd =
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Track Changes

Track Changes |

Markup
Insertions: Color: . By authar  w
Deletions: Strikethrough  » | Color: . By authar %
Formatting: Calor: . By authar %
Changed lines: Left border | Color:
Comments color; . By authar %

Balloons
Use Balloons (Print and Web Layvout); {:[Neve VT\'

Measu (T3
Eirng £ i
|u, i cacion T

Figure 11 Track Changes Option Dialog Box - turning off Balloons

Tip4. Make Sure You’re Viewing All of Your Track

Changes

Did you know you could be working on a document and adding tracked changes and
not be aware of it at all? That's right; Microsoft has made Word's Track Changes so
versatile that one can very easily (if not aware) be working on a document and not see
the tracked changes.

The Reviewing Toolbar

The Reviewing Toolbar is your Track Changes command center (see Figure 12). The
only shortcomings are that it is complicated and always visible. Most people close it out
of frustration. | do.

Reviewing

!-F-inal- ﬁ.l.m:uwiﬁg Mér.kup m Show = | ‘ﬂ} '?3} % e i_’x} - | __']_"357 - | _La}l E

Figure 12 Reviewing Toolbar

The Reviewing Toolbar is Your Friend

Unless you're working with a more advanced redlining tool for Word, it's a good idea to
show the Reviewing Toolbar whenever you are working on a document containing
tracked changes.
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To show the Reviewing Toolbar, follow these steps:

6. On the main menu bar, select View.

7. In the drop-down menu, select Toolbars.

8. In the next drop-down menu, select Reviewing
Show What?

Once the Reviewing Toolbar is displayed, you can tell Word which changes you want to
view, using the Reviewing Toolbar's Display for Review list box (see Figure 13).

MR L S M Redhd B0 1 JE>

Final showing Markup
Final

Criginal Showing Markup
Criginal

Figure 13 Reviewing toolbar - and the Display for Review list box

Most of the time you want to see the document as close to the final version as possible.
The Final Showing Markup mode does this by showing the final text with all the track
changes displayed.

Don’t Get Confused with the Display for Review List Box
Understanding each of these displays will help you in deciding which ones to use.
Here's a list of the other three views and a description of each:

View Description

Final This is the final version with the tracked changes accepted. Beware- this
view hides the tracked changes but they are still contained in the
document.

Original Showing Markup This view requires Balloons turned on. As an author, you're curious about

the changes made by someone else, but you'd like to see the text as you
wrote it. This view shows ALL the suggested insertions in balloons and
suggested deletions within the text.

Original This is the original version without the tracked changes displayed. This
view is the same as rejecting the tracked changes. Beware - this view
hides the tracked changes but they are still contained in the document.

Tip 5. Merging, Comparing, Blacklining, and

Redlining — What?

Track Changes are great for tracking the changes in an active document being
reviewed and edited by multiple authors or reviewers. What do you do if you have two
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separate documents with changes and you want to compare or merge those changes to
create a "result" document? That's when you use Word's compare and merge features.

Let’s first look at some terms to make things clearer:
Note: The result of all merges and comparisons are Track Changes.

Feature
Merge

Merge into current document

Merge into new document

Legal blackline

Redlining

Revised document

Original document

Description

This merges the open document into the document selected in the
Compare and Merge Documents dialog box (see Figure 14) and tracks
the differences between the two.

This merges the changes from the document selected in the Compare
and Merge Documents dialog box into the open document and tracks the
differences between the two.

This displays the merged results into a new document.

The Legal blackline option displays a new document with tracked
changes showing the insertions and deletions. If there were any tracked
changes in the baseline documents, they are accepted before the
comparison (see Figure 15). The typical legal blackline would be initiated
from the revised document.

Tracked changes are similar to redlines, or redlining. Traditionally, vertical
red lines were drawn in the margin to show that text had changed. Also,
redlining is a term used for advanced third party comparison tools, such
as Esquire Innovations iRedline that leverages Word's Track Changes
and provides redlining tools to convert tracked changes into static
insertions and deletions and back into track changes.

This is the changed document. The compare process is initiated with this
document open.

When comparing, this is the baseline document the revisions are
compared against.

Table 1 Merge and Comparison Terms
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Compare and Merge Documents

Look in: i g7 WhitePapers

B !@]Track Changes-10 Proven Tips.doc
@ !@’]Track Changes Tip 4.doc
Iy Recent '@;]Track Changes Tip 3.doc
CETEEIEE: |4 | ~%ack Changes 10 tips - Outline, doc
4 |~#ack Changes-10 Proven Tips.doc
@_Z]Track Changes Tip 2{13.doc
@]Track Changes Tip 1.doc
@;]Track Changes 10 tips - Qutline.doc

Iy Mebwork
S

Files af bype: |P.II Word Documents (*.doc; *.dac*; *, |+ |

File name: | «w | []Legal blac

| Hine
. Find Formatyg/

Merge :']

Figure 14 Compare and Merge Dialog Box

Compare and Merge Documents

Merge

Merge into current document

Merge into new document

Laook in: |&|=_'| ‘WhitePapers V| @ -3 'Q x CE E

Tools =

@ i@Track hanges-10 Proven Tips,doc
! ﬂﬁ'] Track Changes 10 tips - Cutline doc
My Recent '.T;%ETral:l::. Changes Tip 4.dac
SRR IEjTrack Changes Tip 3.doc
== [ﬁ!_'j~$ack Changes 10 tips - Cutline, doc
@ ﬁi_‘mﬂ;ack Changes-10 Proven Tips.doc
Deskbop ||E] Track Changes Tip 2(1).doc
IE;]Track hanges Tip 1.doc

% File narme: | /T/ Leqgal blackline Compare
My Netwiark _ i Eind Farmatting
- Files of bype: |.ﬁ.|| ‘Word Documents (%, doc; *,doc*; *I\V ‘

Figure 15 Compare and Merge Dialog Box - Legal blackline
To compare or merge two documents, follow these steps:
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Open a document.
On the Tools menu, click Compare and Merge Documents.

1
2.
6. Select the document that you want to
compare to the copy that is currently

open.
3. a) Click the arrow next to Merge to select what type of merge you
perform (see Table 1.
OR
b) If you want to compare the selected document to the open

document check Legal blackline (see Figure 15) and click Compare.

Tip 7. Are Tracked Changes still there?

As mentioned in Tip 4, you may not be aware that changes are tracked in your
document. To be certain they are not, | recommend a two-pronged approach — Accept
All Changes and use Word's Warning System.

Track Changes Safe Guard Rules

< Accept All Changes
If you want to make sure there are no tracked changes in your document, Accept All Changes
justin case. This will give you peace of mind

e From the Reviewing toolbar, you can select Accept All Changes in Document (see Figure
16). Whether you see the tracked changes or not, this will accept any stragglers.

Reviewing

Show = |_‘§} @Jﬁﬁ} = |...: B2~ | _L.@' | .g

z

il fccept Change

!-I.:.iﬁal. gl.m:uwi-ﬁg Markup
-

- |
|
S

accept All Changes Shown

Accept All Changes in Document:

Figure 16 Reviewing Toolbar - Accept All Changes in Document

% Turn on Word's Track Changes Warning System

A nice security aspect, but a little "in your face", is Word's feature that warns you when you
have tracked changes in your document whenever you print, save or send a document (see
Figure 17).

To turn Word's Track Changes warning system on, follow these steps:

1. On the main menu bar, select Tools.
2. In the Tools drop-down menu, select Options.
3. In the Options dialog box, select the Security tab.
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4. Click the check box Warn before printing, saving or sending a file that
contains tracked changes or comments (see Figure 17).

For added security, click the check box Make hidden markup visible when
opening or saving. This will ensure that tracked changes are always

visible.
Optior PX)
. Usernformation | Compatibity | Fielocations |
: Wig i ngeral ' ; Edit ' ; Prink ' _ Gave |
Security | Speling & Grammar Track Changes i

File encryption options For this docurment

Password ko open: | | fdvanced. ., |

File sharing options For this document

Password ko modify; i |

[ read-only recommendad

[Qigital Signatures. .. ] [Eru:uteu:t Dacument. .. ]

Privacy options

[ ] remove personal information Fram File properties on save

arn before printing, saving or sending a file that contains tracked
hanges or comments

l#| Store random number ba imprave merge accuracy
ake hidden markup visible when apening or sawing

Macro security

adjust the security level for opening files that might: [ Macro Security. .. ]
conkain macro viruses and specify the names of o
krusted macro developers,

[_ O, ][ Cancel ]

Figure 17 Tools Options Security Tab

Tip 8. Print Your Track Changes

Unfortunately a major shortcoming with Word's Track Changes is the ability to print
"just" the pages that have tracked changes. With that said, not all is lost, because you
still have a couple of print options for Track Changes.

If you want to print the document and also print track changes, select Document
showing markup in the Print what list box (see Figure 18).
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Print @

Prinkter
Iiamie: | & Microsoft Office Dacument Image Wriker v | LuProperties o
Status: I':!"E : : : Find Printer...
Type: Microsoft Office Document Image Witer Driver
Where: Microsoft Document Imaging Writer Port: |:| Print ko File
Comment: [] Manual duplex
Page range Copies
= al Murber of copies: |1 % |
C' Current page eleckx
) Pages: | Collate
Enter page numbers and/or page ranges
separated by comma mple, 1,3,5-12
. [ . om
rink what: !Du:u:ument showing markup
; Pages per sheet: 1 page v |
Print All fages m range Sk | Had |
Scale to paper size: iN.;. Scaling v_!
Qpkions, .. (o4 ] [ Close

Figure 18 Print Dialog Box
Print a List of Your Track Changes

A scarcely used feature is the list of markup print options (see Figure 19). This prints a
simple list of the changes, author and time of change (see Figure 20).
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Printer

Enter page numbers andfor page ranges
separated by commas, For example, 1,3,5-12

Prink what:

List af markup

Qpkions. ..

Marne: |_ iz Microsoft Office Document Image Wiker w | Propetties
Status: IE!'E : 7 : Find Prinker. ..
Tvpe: Microsoft Office Documnent Image 'Wriker Driver
Where: Microsoft Docurnent Imaging 'Wriker Port: [ ] Prink to file
Carnmment: fLiple
Page range Copies
Murmber of copies: |1 A '
! Collate

(0] ] [ Cancel

Figure 19 Print Dialog Box - List of markup

Page 1: Inserted Craig Keller 5/17 /2001 10:38:00 AM
Tuesday, May 15, 2007

Page 1: Deleted Craig Keller 5/17/2001 10:38:00 AM
THIS DAY OF MARCH 2000

Page 1: Deleted Randall Farrar 7/31/ 2006 6:42:00 AM
TechLaw

Page 1: Inserted Randall Farrar 7/31/ 2006 6:42:00 AM
ABC Corp

Page 1: Deleted Randall Farrar 731/ 2006 6:42:00 AM
TechLaw

Page 1: Inserted Randall Farrar 7/31/ 2006 6:42:00 AM
ABC Carp

Page 1: Inserted Craig Keller 5/17 /2001 10:39:00 AM

1. SCOPE OF WORK ..

2. ACCEPTANCE TESTING AND ACCEPTANCE ..

3. TERM .

4. CD"\.SIDERATID'N ;"Ll\'D P*’LY-I\-IEWT .............................................................................................

el
N o

Pana 1+ Nalatad

Figure 20 List of markups
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Tip 9. Know What Others Are Doing To Your

Documents

There may be times when you don’t want other reviewers to change your document,
and if they make any changes, you want to be able to see what they've added or
deleted. In other words, you want to "track" their changes. You can do this by locking a
document for Track Changes only which forces the Track Change mode On

When you lock a document for Track Changes only, all new text is marked as an
insertion and erased text is marked as a deletion.

Lock Your Document for Track Changes Only
To lock your document for track changes, follow these steps:

1. On the main menu bar, select Tools.
2. In the drop-down menu, select Protect Document.
3. In the Protect Document Task Pane (see Figure 21), click the Allow only
this type of editing in the document check box.
4. In the Editing restriction drop down list box, select Tracked changes.
5. Click the Yes, Start Enforcing Protection button
: Protect Document. v x
®| DA

1. Formatting restrictions

[ 1 Limit Formatting ko a selection of
skvles

Settings...

Allows only this bype of editing in
the docurnent:

3. Start enforcement

Are vou ready to apply these
settings? (You can turn them off

[ Yes, Skart Enforcing Proteckion J

Figure 21 Protect Document Task Pane

6. At the Start Enforcing Protection dialog box, enter a password (see Figure
22).
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Note: You will need to remember the password later to unprotect the
document to accept or reject the tracked changes.
7. Click OK.

Start Enforcing Protection

Praotection method

(%) Password

(Users who know the password can remove documenk
protection. The document is not encrypted. )

Enter new password (optional): inu |

Reenter password ta confirm: |nu |

[ oK ][ Cancel ]

Figure 22 Start Enforcing Protection dialog box

Tip 10. Control your Metadata!

What is metadata? What does it have to do with Track Changes?

Metadata Defined

Microsoft Word documents contain hidden data and information peripheral to the content, such as deleted text,
revision authors, and file system information. When these files are shared outside of the firm, there is a high risk
of unintentional disclosure of private information (metadata risk).

Word's Track Changes contain three areas of metadata, and if not managed properly,
these can pose a risk for firms.

Track Changes Metadata
« Tracked change text
« Author names

+ Date and Time change was made

Tracked Change Text

It's important that you are aware of tracked changes in your document, that they are a
part of the revision and collaboration process, and not unintentional. It's when tracked
changes are unintentionally left in the document that they become a metadata risk.
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Author Names

Word keeps a record of all authors who have revised a document's content or have
added comments. In Figure 23, there are 13 authors who have revised this document
or have added comments.

Final Showing Markup = Mﬂ a7 - |! |
Final

Original
Ink Annokations
Insertions and Deletions
Formatting

Reviewers

-

| |7| All Reviewers

Brian Skar
3 Reviewing Pane Craig Keller
Options. .. alk+0

Balloons

-

Randall Farrar

Kim fost
John Rialo*

Judye Reynolds

by

4

us Girmoy
Sheri Might
Matalie Morgan

Tim Janes

an Edwards

Lee Jimmer

<

S

Figure 23 Reviewing Toolbar showing all Reviewers

Preventing Author Names

To prevent author names from being recorded, select Remove Personal Information
under the Security tab (see Figure 24). When selected, all author names are changed
to a single name, Author.
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Options Ej@

Ilser Information | Compatibility File Locations
Yig General | Edit Prink Save
Security [ Spelling & Grammar Track Changes

File encryption options For this docurment

Passward ko open: |

File sharing options For this document

Password bo modify: |

[ read-only recommendad

[Qigital Signatures. .. ] [ Praotect Document. ..

| Prwacy opkions
[ Remove personal information From File properties on save

|| wWarn before printing, saving or sending a file that conkains tracked
changes or camments

Skare random number to improve merge accuracy
Make hidden markup visible when apening or sawing

Macro security

adjust the security level for opening files that might: [ Macro Security. .. ]
conkain macro viruses and specify the names of o
krusted macro developers,

[ O, ][ Cancel ]

Figure 24 Tools Options Security Tab

Date and Time Change Was Made

As Word tracks changes made to the document, the date and time are tracked as well
(see Figure 25). To prevent date and time from being recorded with your tracked
changes, select Remove Personal Information in the Security tab (see Figure 24). This
setting will also remove author names.

seihed i ae- coep

. 7731/ 2006 B:42:00 AM
lpon-can,

sl BT Corp: I

raswith-thea-

Randall Farra
inserted:

Figure 25 Track Change showing the date and time
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Microsoft Word tracks paragraphs and formats with a unique identifying number called
the Random Number. The random number is needed for more accurate merging and
comparison between documents.

To ensure the best possible merge and comparison results, make sure that the Store
random number to improve merge accuracy check box is selected on the Security tab of
the Options dialog box (see Figure 26).

Options E| EI

. Usernformation |  Comwpatibiity | Fielocations |
{ Yig | General Edit Print _ Save [
Security | Spelling & Grammar Track Changes |

File encryption options For this document

Password ko open; || | Advanced. .. |

File sharing options For this document

Passward ko modify: | |

[ read-only recommended

[Qigital Signatures. .. ] [ Protect Docurnent. .. ]

Privacy options
[]Remave personal information Fram file properties on save

[ ] warn before printing, saving or sending a file that contains tracked
changes or comments

Skare random number o improve merge accuracy
¥ Make hidden markup visible when opening or saving

Macro security

Adjust the security level For opening files that might [ Macro Security... ]
conkain macro viruses and specify the names of =
krusted macro developers,

[ oK, ][ Cancel ]

Figure 26 Options Security Tab - Store random number

To facilitate online review and collaboration, Microsoft Word allows you to easily make
and view tracked changes. Track Changes are powerful yet many of the shortcomings
hinder the total usefulness of the review and collaboration.
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Track Changes Shortcomings

% The lack of flexibility to format Track Changes and retain that format from machine to machine
makes it hard for reviewers to collaborate in a productive, cohesive manner.

% The extra effort and knowledge to display Track Changes the way you want — Balloons, Final,
Original, etc.

% The complexity of knowing when to compare or merge.
< Inability to Print only those pages with track changes.

< Inability to convert tracked changes into static redline text that cannot be accepted or rejected,
and vice versa.

iRedline — Track Changes on Steroids

These shortcomings can easily be overcome with Esquire Innovations’ iRedline.
iRedline can:

% Navigate, accept or reject changes from iRedline, Track Change and DeltaView documents.
% Toggle Insertion/Deletion Views

% Convert Redline and DeltaView changes to Track Changes and Track Changes back to static
iRedline changes

% Create Change Reports
% Print Only Redlined Pages

% Create a Separate Change List
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