How to Remove “Tracked Changes” in a Revised Document
Have you ever opened up a Word document that you received, only to see a lot of edits in it?  Or, worse yet, have you sent a finished document to someone, only to have them contact you and make a remark about all of the strikeout, underlining, and balloons on the side?
Many times when we create documents in Word, we forward them to coworkers for review and edits.  Other times we will take an existing document and use it as a template for a new document.  Word allows us to track the changes and comments that each reviewer makes in the document.  We can hide those comments and changes, but depending on the version of Word and the settings that are used, those comments and changes may not stay hidden.  You could have received a document from someone, thought it looked fine, and forwarded it on to someone else – only to find out later that the final recipient saw a bunch of edits that you didn’t even know were there!  All of the revisions and comments that were made while Track Changes is turned on will remain with the document until the changes are either accepted or rejected and the comments are deleted.  Simply turning off the Track Changes feature will not remove any existing comments or changes.  It will only allow you to make further changes without storing the information about those changes.  By following the steps outlined below you can ensure that recipients of your documents will see only what you want them to see.
· Open your document.  Look at the toolbars at the top of the screen.  If the Reviewing toolbar is open, you will easily see it:
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· If the Reviewing toolbar is not open, click on View in the menu bar, then point to Toolbars, then click on Reviewing.
· On the Reviewing toolbar, click on Show and make sure there is a checkmark next to 
· Final

· Comments

· Ink Annotations

· Insertions and Deletions

· Formatting

If any of those items does not have a checkmark, click on it to select it.  Also point to Reviewers and make sure that All Reviewers is checked.
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· Go through your document by clicking on the Next button [image: image4.bmp] (on the Reviewing toolbar) to advance through the revisions and comments.
· At each revision or comment, click on either the Accept Change [image: image5.bmp] or the Reject Change/Delete Comment [image: image6.bmp] button.
· If you know that you want to accept all of the changes in the document, click the drop-down arrow next to the Accept Change button, and then click on Accept All Changes in Document:
[image: image7.png]<2 accept change

Accept AllChanges Shown

Accept AllChanges in Document





· If you know that you want to reject all of the changes in the document, click on the drop-down arrow next to the Reject Change/Delete Comment button, and then click on Reject All Changes in Document:
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· You cannot accept or reject comments that have been inserted into the document.  All comments must be deleted from the document if you do not want anyone else to be able to see them.  Again, click on the drop-down arrow next to the Reject Change/Delete Comment button, and then click on Delete All Comments in Document.  NOTE:  If there are no comments inserted in the document, this choice will be grayed out, as in the screen shot immediately above this paragraph.
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Now that you have accepted or rejected the changes and deleted all comments, you will want to make sure that you save a “clean” version of the document in its final state.  If you are forwarding a document that was created or worked on by someone else, make sure that it doesn’t contain any other embedded versions.
In the menu bar, click on File then on Versions: 


(See next page)
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If other versions of this document had been saved, they would show in the Versions window.  In this instance, there are none:
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As you can see, there is a box that can be checked to automatically save a new version each time the document is closed.  To ensure that the final recipient only sees the version that you want them to see, make sure this box is empty.

If prior versions are showing in this window, you can highlight them individually and delete them.  Caution – If you delete a previously saved version, it cannot be undeleted.

You should also turn off the Track Changes feature so that if you make any last-minute edits, they will show up in final form, rather than as a tracked change.  (See next page.)

In this next picture, you can see in the Reviewing toolbar that the Track Changes feature is turned on, because the icon in the toolbar stands out.  Even if the Reviewing toolbar isn’t showing, the Status Bar at the bottom of the document will alert you to whether or not the Track Changes feature is turned on, if a change has been made.  When it is on, TRK will be bold in the Status bar.  When turned off, it will be grayed out.
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Background  The Office of Technology Resources (OTR) is responsible for installing
and maintaining all departmental IT equipment (i.e.. servers, desktops,
laptops, printers, pda's, routers, switches). Each Office is responsible
for purchasing IT equipment and maintaining an accurate invertory.
The "surplus” function for IT equipment s shared by both the Office
and by OTR. The following guidelines outline the steps and
responsibilities of each Office and OTR to ensure an efficient and
effective IT equipment surplus process
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When Track Changes is on, you can turn it off by double clicking the TRK in the status bar.  Double clicking it when it is off will turn the feature on.  Or, you can click on Tools in the menu bar, then on Track Changes.  (When the feature is on, the icon will be framed, as in the picture below.  When it is off, the icon will not be framed.)
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Save your document, renaming if desired.  Now the recipients of your document will see only what you want them to see.

If you need any assistance with these features, please contact the OTR CallCenter at (916) 375-HELP (375-4357).[image: image14.png]



