Track Changes
1.  Open a word document.

2.   To begin using track changes, you can either:


-Click the track changes icon on the tool bar
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1. Open a word document
2. To begin using track changes, you can either:
~Press the track changes icon on the tool bar

Press CulsShifi=E

3. Now, any changes made to the word document will be documented
4. For example, if you delete aword, it will show up in the right hand of the column. It will say
what word or what letters were deleted, and where at in the document the words or letters were,
deleted from
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-Click on tools on the menu bar, scroll down and click on track changes
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-Press Ctrl+Shift+E
3.  Now, any changes made to the word document will be documented.

4.  For example, if you delete a word, it will show up in the right hand of the column.  It will say what word or what letters were deleted, and where at in the document the words or letters were deleted from.

[image: image3.png]Fle Edt Vew Inert Fomat Toos Table Window Hep x
B&EYy - @[B] 0% + 2 A Nomal +Frstl v Tehoma ..
Final Showing Markup  ~ Show~ | & #p & - Ky - | {3 - [ @ .

R N R T P I B &l

Gl

The website project is one of the many,of BATS. The mission statement of the _..~{Deleted: subsystems

website project is: 'to disseminate knowledge about the field of behavior analysis and
provide information about Dr. Richard Melott’s training program at Western Michigan
University so that people all over the world can easily access information about behavior
analysis to help people to know much about behavior analysis and to recruit potential
applicants”

To analyze the website project, we can apply the ACORN test to the mission
statement. If the mission statement fails any part of the ACORN test, then it is likely
that the mission is incorrect. That means that the mission has possibly been incorrectly
identified or it does not correspond with the mission of the total system of BATS.

A (accomplishment): Is it an accomplishment and not just a description of behavior?
Yes, the website project is an accomplishment. People can visit the website and
view information about the whole BATS system and behavior analysis.

C (control): Do those assigned to the mission have primary control over it (the
mission)?

Yes, the website manager is capable of adding and removing information to the
website. The website manager can also seek new information and ideas from any
member of the BATS system. However, if resources, power, and authority were
removed, the website manager would still be able to have a significant impact on the
project.
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5.  If you add a word, it will show up underlined and in color.
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[ The website project is one of the many,of BATS. The mission statement of the
website project is: 'to disseminate knowledge about the field of behavior analysis and
provide information about Dr: Richard Malotts training program at Western Michigan
University so that people all over the world can easily access information about behavior
analysis to help people to know much about behavior analysis and to recruit potential
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To analyze the website project, we can apply the ACORN test to the mission
statement. If the mission statement fails any part of the ACORN test, then it is likely
that the mission is incorrect. That means that the mission has possibly been incorrectly
identified or it does not correspond with the mission of the total system of BATS.

A (accomplishment): Is it an accomplishment and not just a description of behavior?
Yes, the website project is an accomplishment. People can visit the website and
view information about the whole BATS system and behavior analysis.

C (control): Do those assigned to the mission have primary control over it (the
mission)?

Yes, the website manager is capable of adding and removing information to the
website. The website manager can also seek new information and ideas from any
member of the BATS system. However, if resources, power, and authority were
removed, the website manager would still be able to have a significant impact on the
project.

0 (averall ahiactive): < thic the raal nhiactive ar fict a aith anal? O ic it the real

.

a6 /a0

Deaw- Iy [Awoshepes~ \ N DO E B A BE d-L-A-

Page 2

Sec 2

=Eew.
23 ALY ln6 Col 18 TR Engish (U.S B

i Documents




6.  If you would like to add a comment, click in the document where you would like to add a comment.  Then, click on the comment icon on the menu bar.
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7.  The comment will then be inserted, then just click in the comment box that appears and write your comment.  If you would like to make a comment about an entire paragraph, for example, highlight the text that you would like to make a comment about, then click on the comment icon on the menu bar.  Brackets will appear around the selected text.
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To analyze the website project, we can apply the ACORN test to the mission

- statement. If the mission statement fails any part of the ACORN test, then it is likel
that the mission is incorrect. That means that the mission has possibly been incorrectly
identified or it does not correspond with the mission of the total system of BATS.

A (accomplishment): Is it an accomplishment and not just a description of behavior?
- Yes, the website project is an accomplishment. People can visit the website and
view information about the whole BATS system and behavior analysis. | {Commentsice summer]

C (control): Do those assigned to the mission have primary control over it (the
mission)?

- Yes, the website manager is capable of adding and removing information to the
website. The website manager can also seek new information and ideas from any

N member of the BATS system. However, if resources, power, and authority were
removed, the website manager would still be able to have a significant impact on the
project.
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8.  When reviewing a document with track changes, you can use the arrows on the menu bar to scroll back and forth to each track change.
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9.  Then, when you are doing revisions on your document, you can accept or delete the track changes one of two ways.  The first way is to right click on the title of the track change.  So right click where it says ‘deleted.’  You can then scroll down to and click ‘accept deletion’ or ‘reject deletion.’  

Or, you can go to the menu bar and click ‘accept change.’  Likewise, you can go to the menu bar and click ‘accept deletion.’  To accept all of the deletions or to reject all of the changes, go to the menu bar, click on the arrow next to either the ‘accept change’ button or the ‘reject change’ button, scroll down and click on ‘accept all.’
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9. Then, when you are doing revisions on your document, you can accept or delete the track
changes one of two ways. The first way is to right click on the title of the track change. So right
click where s says “deleted.” You can then scroll down to *accept deletion’ or ‘reject deletion.”
O, you can go to the menu bar and click ‘accept change.” Likewise, you can go to the menu bar
and click ‘accept deletion.’ To accept all of the deletions or to reject all of the changes, go to the
‘menu bar, click on the arrow next to either the ‘accept change’ button or the ‘reject change”
‘button, scroll down and click on “accept all. |
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10.  For comments, you can do the same thing.  You can right click on the comment where it says ‘comment,’ and then scroll down to delete comment.  Or, you can go to the menu bar and click on the arrow next to ‘reject change/delete comment,’ and scroll down and click on ‘reject change/delete comment.’   
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11. To accept the additions to the text, click on the added text, then go to the menu bar, click on ‘accept change,’ and then scroll down to either ‘accept change’ or ‘accept all changes in document.’

