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This guide will provide an overview of the Review Tools in Word 2007:

Review Tab Comments
Spelling & Grammar Track Changes
Research Tools Compare and Combine Documents

Detailed Information

REVIEW TAB

Office 2007 has added a Review tab for quick access to commands needed to review and revise existing

documents. The tracking and editing features are designed to make collaborative work more efficient.
_Manv of the commands were available in the previous versions and some new ones have been added.
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SPELLING & GRAMMAR

By default, Spelling & Grammar check in turned on and checks for errors in your document as you
type. Add words to dictionary to prevent them being marked as errors. Add frequently
misspelled words to autocorrect.
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Spellings errors are marked by a red wavy line Choclate

Grammatical errors are marked by a green wavy line those books
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Proofing

Manual Check documents by clicking Spelling
& Grammar from the Review tab
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SPELLING & GRAMMER CONT...

spelling and Grammar: English (LL5.) (7%
Mot in Dacticnary;
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Spelling & Grammar window contains | LLExkita Dictionary
. . e getiogs:
possible corrections and additional T —
editing options Chocclates
[#] check grammer
e

RESEARCH TOOLS

Provide access to a variety of information resources from within Word — dictionary, thesaurus,
translation, research sites.

. Research ¥ox
To access Research tools — click g

Research from the Review tab e ohc ;

| Encarta Encydopedia: English (North Ameri |
Al Reference Books

Select from list of available tools Encarta Dictionary: English (North Amerlca)

Thesaurus: English (U.5.)
Thesaurus: French {France)
Thesaurus: Spanish (International Sort)
Translation
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MSN Search
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MSN Money Stock Quotes

Thermson Gale Company Profiles
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COMMENTS
The comment tool is a great way to proof-read and make notes. Word keeps track of who said what, when.

Click New Comment from Review tab — "
ina
the word or area the comment is referring l: L,{n—mu: [ )

to is highlighted

Type comment here
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TRACKING
Notes changes on the screen as they are made for easy identification of changes from the original text

Click Track Changes on the Review tab to e (pememt
dokr 5 aret

turn on and off

Use commands from Changes group on

Review tab to navigate, accept and reject & Reject ~
Previous
changes Accept %
- B}Ned
Changes

COMPARE
Quickly and easily compare and combine different versions of a document.

Open Original document Open Revised document

Compare Documents

riginal document Revised document
. . ‘ocument ko ilustraze improvad con % ersion 2 - Document: bo ilustrate it %
From the Review tab, click Compare e ":‘E ‘Lbehh;g';wth
button in Compare group £

Select

Comparisor settings

CO m p a ri son Insertions and deletions Tabes
V] Moves Headers and footers
Settl ngs ] Comments [#] Foomates and endnotes
] Formetting Texhoxes
] Casce changse Fisldg

] White space

Show changes

Select changes | | swowcmge e
) Lharaceer level ) urignal document.
to di 5p|ay  wordlevel O Revised document

(%) Mew document

Conbined Document. X doc - Hph
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demonstrate leadership, flexibility and prowess inthe widget industry. Samoneireta loadrchip: Dbty and prowsesintha

widget industry.
(Corporaewide wgradeto ofiee2007 - corporteideupgadeto
slsoincludes a vertical changed lne inthe margin to the [eft of any changes Gl ..

help you locate changes in the document. The AutoFarmat feature in Word works Office 2007 Orlgl nal

behind the scenes to produce an attractive, eacy-to-read document while you
concentrate on the content

Italso includes a vertical changed line in the marginto

the left of any changed text t help you locate changes D ocumen t

in the document. The AutoFormat feature in Word
| works Dbl the scues: o prockics an sbre-ive, cRsE
to-read document while you concentrate on the
content.

According to Brewer, Word "analyzes each paragraph to see how it's used in the
document (for example, a5 2 heading or a5 an item in a numbered list) and then

. applies an appropriate style for that em.” (Brewer, 2005)' Word

Combined ol ol Mo e [ — S
underline character formatting 10 text surrounded by asterisks or underscores,

Document yeplicas s hyphars witha desly anilza on

demonsirate leadership, flexibility and prowess in the
Introd t widget industry.
ucing Automatic Updﬂ es ¢

‘The AutoFormat feature in Word works behind the scenes to produce an attractive, Cm‘pora!e-wide upgrude to
easy-to-read document while you concentrate on the content. Then you can accept or

reject their revisions one at s time or all st the same time, If reviewers return their Office 2007 Revised
changes In separate documents, you can merge ol thelr revisons ito a single
document and then review them.

U

Italso includes a vertical changed line in the marginto
the left of any changed text to help you locate changes
inthe document. The AutoFormat feature in Word DOC umen t
works behind the scenes to produce an attractive, easy-
-read document while you concentrate on the
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Where to get Microsoft Office 2007 help:

IT Help Desk
Phone: (817) 531-4428 ext. 2
Email: helpdesk@txwes.edu

CETL
Email: cetl@txwes.edu

Microsoft
Online: http://office.microsoft.com
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