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Editing Electronically

These instructions are specific to MS Word™ 97 SR-1. However, your version of MS Word™ should work similarly. It does not matter whether you attach your template first or edit your chapter using track changes first.

To Track Changes

1. Select the menu option Tools | Track Changes. 

Note: In some versions of MS Word™, this menu option will bring up another menu.

2. If the Track Changes menu option displays another menu, select the option Highlight Changes.

Highlight Changes pops up a window. In that window, click the checkbox for Track changes while editing.

Click the OK button.

Note: The message bar at the bottom of MS Word™ will highlight the word TRK, indicating that Track Changes is on.

3. If the Track Changes menu option does not display another menu, then it has simply toggled Track Changes on.

Note: The message bar at the bottom of MS Word™ will highlight the word TRK, indicating that Track Changes is on.

4. From this point on, every change you make will be tracked by MS Word™ and indicated by boldface (inserted text), strikethroughs (deleted text), and vertical bars along the margins (indicating where changes have been made).

To Query Authors
1. Select the menu option Insert | Comment.

Note: In some versions of MS Word™, this menu option will bring up another window at the bottom of the page in which you can type comments to the author. 

2. Type in your comment.

