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How to Track Changes in Word 
 

Click on the ‘Review’ tab at the top of the document. 

 

 

 

Go to ‘Track Changes’ 

 

Click on the top part of the icon 

  

You will notice the top right of the screen will change from ‘Editing’ 

 

to ‘Reviewing’ 

 

Then, anything you type will come up as a correction. 
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How To Add a Comment in Word 

 

Highlight the text you wish to comment upon. 

 

 

In the ‘Review’ tab, click on ‘New Comment’. 

 

 

This will create a text box to the right-hand side of your page. Your name/log in will 

appear. Type in the box and press the blue arrow/send button to input your 

comment. 

 

 

 

 

 


