
Track Changes will record any text you add, delete, reformat, or comment on. Reviewers can 

then accept or reject changes. 

How to use Track Changes 

If you do not know how to use Track Changes, Microsoft has a very useful online guide to using 

Track Changes. 

You can also follow these steps if you are using the desktop Microsoft Word app: 

Turn on Track Changes 

1. Open Microsoft Word. 

 

2. Choose the Review tab at the top of the document. 

 

3. Either click the Track Changes button (PC) or toggle the Track Changes switch. 

 

4. Make sure that you change ‘Simple Markup’ to ‘All Markup’ from the drop down bar next to 

Track Changes. 

http://support.office.com/en-us/article/Track-changes-in-Word-197ba630-0f5f-4a8e-9a77-3712475e806a
http://support.office.com/en-us/article/Track-changes-in-Word-197ba630-0f5f-4a8e-9a77-3712475e806a


 

 Edit 

Once Track Changes is turned on, you can start editing the document. Any changes you make to 

the text will be marked by a grey bar on the left side of the changed text. 

When you add text, the added text will be in a different color to the normal text – making it easy 

to spot for reviewers. 

 

When you delete text, the deleted text will be noted in a comment in the right margin of the 

document. 

 

When you reformat text, the type of reformat will be noted in a comment in the right margin of 

the document. 

 

http://digitalcommunications.wp.st-andrews.ac.uk/files/2017/01/add-text.jpg
http://digitalcommunications.wp.st-andrews.ac.uk/files/2017/01/delete-text.jpg
http://digitalcommunications.wp.st-andrews.ac.uk/files/2017/02/reformatted-changes.png


 

You can also comment on pieces of text by selecting New Comment from the Review tab. The 

comment will appear in the right margin of the document. 

 

 

Review 

If you are reviewing a document, you can either accept or reject changes made by another 

person. To do this, simply click on the changed text (or the note in the margin) and then select 

either Accept or Reject from the Review tab. 

You can also choose to accept or reject all changes at once from the drop down menus beside 

each option. 

 

  

 

 

http://digitalcommunications.wp.st-andrews.ac.uk/files/2017/01/format-text.jpg
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Turn off Track Changes 

To turn off Track Changes, simply click on the Track Changes button or toggle again. 

 


