2. Inserting Revisions
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The Track Changes feature can be used for collabrative writing

In order to protect the original, it would be a good 1dea for students to save
the original under a different name. Also students can protect a document
to allow only certain types of changes.
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Btudents can comment the sam ~ Step 1. Open the documentto be '+
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to allow only certain types of

Students can cormment the sar Step 2. Click on the "Track =)
or her imitials under User Infc Changes“ button on the Toolbar. =
¥
=[elm = 4] |
eStudio Page 84 9/21/2004

Copyright 2004, St. John’s University, New York. All Rights Reserved



i Track Chanpes.doc - Microsoft Word

File Edit Miew Insert Format  Tools  Table  Window  Help
FEHH S@QV 3w a4 B U 100% - %

hormnal ~12 - B I U = EE €§ £ [~ i

¥
4

& !

i
il

Final Showing Markup = Showe = &3 S E} xr-lid-
§I1I2I

structors and students can use ME Word's The Track Changes feature as
an be used for collabrative writing and peer writing
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In order to protec riginal, it would be 4 good 1dea for athidents to save
the original under a differe e. Also stildents ¢
to allow only certain types of chan z
Step 3. To insert texd: click on the places you want to insert ;
text, then type the text. .
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Instructors and students can use M2 Word's Track Changes feature as
a tools can be used for collabrative writing ad peer writing

In order to protect the original, it would be § good 1dea for students to save
the original under a different name. Also sjudents can protect a document
to allow only certain types of changes.

Step 4. To delete texd, first highlight the text that you E
want to delete. -
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Instructors and students can use WS

Word’s Track Changes featureasa ___...-{Deleted: The ]
tools can be used for collabrative ——T —
writing and peer writing Step 5. After you highlighted
the text, press the "Delete” key
In order to protect the original, £k the keyboard. A delete -

would be a good 1dea tor students to ball kit
save the original under a different AIRSR apPEars, Stirng WIS

name. Also students can protect a word you just deleted.
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g ... .1 .. insertions and deletions
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Before allowing other refders to edit \ LJ
a document, students should ,E%??_@l]jﬂ___{_,-r-{ﬂélf‘!tﬂd In oxder to protect the ] +
original under a different name  Also . lpprerat il dbee cond wes for @
students can protect a document to "{Deleted: t B
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Step 7. Move the cursor over an
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Ins'ﬁr&é’fc':nrs and students can use MME

Word’s Track Changes feature asa _____...-{Deleted: The J
tools for collabrative writing and peer . -{ Deleted: canbe used ]
writing o

Eefore allowing other readers to edit a

.- Deleted: In cxder to protect the
original, it would be a good dea for

original under a different name. Also .
students can protect a document to % {Deleted: to
= s = | j

TRK EXT OVR

«Cl»l{_

= Track Chanpes.doc - Microsoft Word |':|[E|g|
File  Edit Wiew Insert Format Tools  Table Window  Help =
Step 8. Move the cursor over a deletion to B 0% - 07
learn when it was made and who suggested [~ 7

the change. ™
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