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Directions for Tracking

When making revisions to an administrative procedure, it is important to turn off the AutoFormat
features in Word. This is because administrative procedures are in an “outline” format and the
auto-format features make it difficult to control the numbering and lettering in your document.

Therefore, it is strongly encouraged that before you start your revisions that you turn off the
auto-format features:

1. Inthe upper left corner of your Word document, click on “FILE.”
2. Next, click on “Options.”

3. On the left-hand side, select “Proofing.” This box will appear:

Word Options ? =
General i
enere Tﬁi Change how Word corrects and formats your text.
Display
Praofing AutoCorrect options
Save Change how Word corrects and formats text as you type | AutoCorrect Options...
Language
When correcting spelling in Microsoft Office programs
Advanced

Ignore words in UPPERCASE
Customize Ribbon
Ignore words that contain numbers
Ignore Internet and file addresses

Add-Ins Flag repeated words

Quick Access Toolbar

Trust Center || Enforce accented uppercase in French

1

[] suggest from main dictionary only
French modes:  |Traditional and new spelllngsEl
Spanish modes: | Tuteo verb forms only El

When correcting spelling and grammar in Word

Check spelling as you type

Mark grammar errors as you type
Frequently confused words
Check grammar with spelling

[ Show readability statistics

Writing Style: | Grammar Only El B
Recheck Document
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4. Click on the AutoCorrect Options box circled above. This is the next box that will
appear:
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"::ECI Change how Word corrects and formats your text.

AutcCorrect: English (United States)

(ﬁﬁl.quf:urmat_)

5.

Actions

AutoCorrect | Math AutoCorrect

Show AutoCorrect Options buttons

Correct TWo INitial CApitals
Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Eeplace: With: (@ Plain text

check the following boxes:

Built-in Heading styles
List styles

Automatic bulleted lists
Other paragraph styles
Border lines

Automatic numbered lists
Tables

e —
| ( AutoFormat As You Type
1"""'lih_ —

Formatted text

AutoCorrect

?

XS

AutoCorrect Math AutoCorrect

Apply
Euilt-in Heading styles Automatic bulleted lists

[ List styles Other paragraph styles

Replace
“Straight guotes” with "smart quotes”

AutoFormat As You Type

AutoFormat |

Actions

In both AutoFormat and AutoFormat As You Type (circled above), you want to un-
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AutoCorrect ? P

AutoFormat I Actions
AutoCorrect Math futoCorrect | AutoFormat As You Type

Replace as you type
“Straight quotes” with “smart quotes” Ordinals [15t) with superscript
Fractions [1/2) with fraction character [43) Hyphens [--) with dash [—)
|:| *Bold* and _italic_ with real formatting
Internet and netwaork paths with hyperlinks

Apply as you type
Automatic bulleted lists Automatic numbered lists
Border lines [] Tables
Built-in Heading styles

“Tracking” a document in Word is simple.

1. In your Word document, open the “Review” tab:

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS VIEW

alls (™ a - - — 1— 1— —
Lt TimesNewRo - |12 ~-| A" A7 Aa- 8 = -:i= - 5-- & 3= 2l AaBhi

2. Click on the “Track Changes” button:

REVIEW VIEW

ﬁ’plInkCDmment rhF;__';'f'xllf'-.-'1arh:l.| - L T

Pen ‘ E Show Markup ~ ]
Show Track o Accept Reject
mments Eraser Changes - ] Reviewing Pane - - -
Tracking Fa Chang
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3. Once you have turned the feature on, the button will turn blue:

REVIEW WIEW
|*_/pJInk Comment - rlff All Mar
Sla 2

z E| Show M
Track o
Changes ~ Reviewi
Tracking
4 5 c

Artimme [y

4. When “Track Changes” is turned on, all of your edits will be tracked, including
formatting changes. Formatting changes, such as using bold or underlining will
appear in the right-hand margin. If there are a large number of formatting changes in
your document, consider turning “Track Changes” “off” when doing your formatting
and then turning it back “on” when you are doing substantive edits.



