English Writing Lab

sz Hanyang University Center for Teaching and Learning

MS Word 2007 Skills
“Track Changes” (F17d W8 3%) AND “Comment” (1| =) functions

Note: MS Word Version 2007 is available through EZHUB (software download) for Hanyang faculty and staff.

1. How to use “Track Changes” (1 &

Track Changes (%17 -8 574]) helps you to see any changes you have made to a file.

1.1. In order to view and use “track changes” click [Review (71 &) - Track Changes (W74 u-&

F4)]
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2. How to use the “Comment” (0l 2) function

Comments (W] =) are used to give suggestions on specific parts of the text. For example, an editor
may use “comments” to indicate where changes should be made and to explain why.

2.1. Highlight or click on the text where you wish to write a comment. Then, click [Review (& &) -
New Comment (A Ol 2)].
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2.2. Click on the balloon and write your comment.
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3. Frequently Asked Questions: viewing and printing files

3.1. How can | avoid seeing a balloon every time there is a format or

correction? It is hard to view the changes because there are too many
balloons (3 = & ).

Often the screen becomes unreadable if there are too many changes or multiple editors working on
one file. | suggest unselecting the balloons for insertions and deletions (%%} % 2}A]) and instead

using the [Review (7 E) > Track Changes (7 W8 5+74) - Change Tracking Options (* 7
W& 4 54> Select balloons as “Only for comment /formatting” (W] 5/4] 2] o 7H)].
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3.2. How can | delete all the comments in my file when | don’t need them

anymore?

Deleting each comment individually can be tedious. If you want to delete all the comments after
you have reviewed them, Select [Review (7 E) - Delete (2}#]) - Delete all comments in the

Document <=4l oA w2 25 2HA)].
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It is now very hard difficult to find products or equipments that are not made
from petroleum, or pefrochemisiny. These days, one of the most widely used

products is polyvinylchlornide (PVC) In fact, PVC is a dernivative of ethylene, which is a

product frem—of crude oil as well. Ethylene is a refined compound of naphtha, a
highly distillated form of crude oil. The refinery process goes through and-several
steps and distinguishes products by-according to their densities. This means that a
product with low density lke such as naphtha or kerosene floats up and be-is

gathered at a higher part of the plant, and vice versa to asphalt and lubricating oil.
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3.3. How can | compare the original and the file with changes?

a) To check all the comments, select [Final Showing Markup (12 % H& W&

== —

o
Y

|Z2)].

0

b) To check the final version of the edited document only, select [Final (Z| & =)].

c) To check both the original and edited text, select [Original Showing Markup (HIZ2 & B3 LHE

=< O
=)

d) To check only the original version, select [Original (& 2)].
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3.4. How can | accept or reject changes in the document?

3.4.1. If you have finished reviewing the document and you want to accept all the changes, at the
same time, you can select [accept all changes in the document (EAHM HE WHE 2F HE)).
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3.4.2. If you want to accept many changes at the same time, hold down the mouse button and drag
to select a block of text that includes changes. Then, select [Accept (2 &)].

word comment functions example from jung min [ 2 =] - Microsoft Word
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It is now very hard difficult to find products or equipments that are not made

from petroleum, or petrochemisiny. These days, one of the most widely used

products from-petrochemistny is polyvinylchloride commonly known as (PVC) £ PVC)

In fact, PVC is a defvation-dernvative of ethylene, which is a product from-of crude il

as well. Ethylene is a refined compound of naphtha, a highly distillated form of crude

oil. The refinery process goes through and-several steps and distinguishes products

byaccording to their densities. This means that a product with low density Hke-such

as naphtha or kerosene floats up and be-is gathered at a higher part of the plant, and

vice versa to asphalt and lubricating oil.

A
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It is now very difficult to find products or equipments that are not made from
petroleum, or pelrochemisiny. These days, one of the most widely used products is
polyvinylchlonde (PWVC) In fact, PVC is a denvative of ethylene, which is a product of
crude oil as well. Ethylene is a refined compound of naphtha, a highly distillated form
of crude oil. The refinery process goes through sewveral steps and distinguishes

products byvaccording to their densities. This means that a product with low density

like such as naphtha or kerosene floats up and be-is gathered at a_higher part of the

plant, and vice versa to asphalt and lubricating oil.

3.4.3. If you want to accept a single change, right click on the changed text and select [Accept
Change (22 W& & &)). If you want to reject a single change, right click on the changed text

and select [Reject Change (HH& WE FH ).
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It is now very difﬁr:ult to find products or equipmentstui] that are not made from
| S
petroleum, or petrochemisiry. These days, one of the most widely used products is
polyvinylchlorider.2; (PVC) In fact, PVC is a derivative of ethylene, which is a product

fremof crude oil as well. Ethylene is a refined compound of naphtha, a_highly

3.5. How can | view the file more clearly when there are too many balloons
(¥4 =="Z) and more than one editor’'s comments?

3.5.1. You can also make the screen more readable by only selecting the type of changes you
want to see. Click on [show markup (%17 U]-&-3£A]) > then choose the type of change. For
example, deselecting the “format” (M 4!) option will not show changes such as font changes.
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3.5.2. When a document is checked by a number of different editors, you can make the file more
readable by only selecting the editors you want to see in the submenu.
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3.6. How to print with balloons (3 % =% Z) that show only comments and
not all the corrections?

Printing a file with a lot of corrections makes it almost unreadable. If you want to see or print only
comments, and have insertions and deletions (&2 2 4tH|) show with no balloons, click on
[Balloons (F4 =2 2 and select “Show all revisions in line” (5 4 W8S &7 <t

3 A])] before printing.
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«Petrochemisiry of ethylene

iow very hard difficult to find products or equipmentsfs1] that are not made

eum, or petrochemisiny. These days, one of the most widely used

polyvinylchloridefwz1 (PVC) In fact, PVC is a derivative of ethylene, which
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3.7. How can | customize the colors, size of the balloons (¥4 %

other functions?
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Terms of use

* These handouts were designed for graduate students writing for publication in English at Hanyang
University in Seoul, Korea. However, they may be useful for academic writers from any language
background. These materials may be freely distributed for non-commercial purposes under creative
commons license

English: http://creativecommons.org/licenses/by-nc-sa/3.0/

3= http://creativecommons.org/licenses/by-nc-sa/3.0/deed.ko

With Attribution as follows: HYU CTL English Writing Lab and Adam Turner http://www.hanyangowl.org

Definition of non-commercial use http://ocw.mit.edu/Ocw\W eb/web/terms/terms/index.htm#noncomm

See http://www.hanyangowl.org/ for more materials on writing for publication in English across fields.

Email corrections and suggestions to adamturner7@ gmail.com
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