
Track Changes in Word 2007 
_____________________________________________________________________________________ 

Track Changes is a very useful feature that allows you to easily make and view changes and comments 
while you work on a document.   

Balloons show formatting changes, comments, and deletions.  You can show revisions in the margin of 
the document or show them directly in the document itself. 

The Review tab commands 

The Review command tab provides quick access to many tracking and editing operations  

Button Name Action 

 

Track 

Changes  

Activates Track Changes features  

 

Balloons Shows revisions in balloons in the margins 

of a document instead of formatting marks 

within the document  

 

Display for 

Review 

Specifies the document view. Options 

include: Final Showing Markup, Final, 

Original Showing Markup, and Original. 

 

Show 

Markup  

Specifies which editing features are 

displayed. Options include: Comments, Ink, 

Insertions and Deletions, Formatting, 

Markup Area Highlight, and Reviewers.  

 

Reviewing 

Pane  

Opens a pane showing revisions; 

the allows you to choose between a 

horizontal or vertical layout.  

 

Previous Moves to previous change in the document  

 

Next Moves to next change in the document  

 

Accept 

Change 

Accepts a change 

 

Reject 

Change  

Rejects a change  



 

New 

Comment 

Adds a comment to the selected area 

 

Delete 

Comment  

Deletes a comment 

 

Previous 

Comment  

Moves to previous comment in document  

 

Next 

Comment  

Move to next comment in document  

 

To turn on track changes 

Open the document to be revised 

 

¶ Click on the Review  tab on the Ribbon 

 

¶ In the Tracking  group, click the Track Changes  image 

 
 

To add a track changes indicator to the status bar, right click the status bar and from the Customize 

Status Bar menu click Track Changes to put a check in front of it.  The Track Changes indicator will 

then appear in the status bar. Just clicking on the indicator will turn Track Changes on or off. 

                                     



1. Click the Track Changes indicator  on the status bar to turn track changes on or off. Make the 

changes you want to your document.  

 
 

Change how tracked Changes are displayed 
By default, tracked changes are shown in line with the other text in the document.  You can change the 

revisions so that they are shown in balloons. 
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¶ Show changes in balloons: Click the Balloons button in the Tracking group on the Ribbon and 

select Show Revisions in Balloons from the list. 

¶ Display or hide markup: Click the Display for Review list arrow next to Final Showing Markup 

and select an option. 

¶ Display or hide specific markup items: Click the Show Markup button in the Tracking group to 

display or hide specific markup items. 

Accepting and Rejecting Revisions 
Once a document has been revised, you can review the proposed changes and decide if you want to 

accept the changes and make them part of the document or reject the changes. 

¶ Click the Review tab on the Ribbon and click the Next button in the Changes group. 

Word highlights the first revision in the document. Decide if you want to accept the revision, or reject it. 

¶ Click Accept and Move to Next, or click Reject and Move to Next in the Changes group. 

 

The revision is accepted and incorporated into the document, or rejected and removed from the 

document. By default, the next revision in the document is highlighted, so you can accept or reject it. 

¶ Repeat until all proposed revisions are accepted or rejected. 



 

The Review Pane 
The Reviewing Pane displays all of the proposed changes in your document, the total number of 

changes, and the number of changes of each type. 

¶ Click the Review tab on the Ribbon and click the Reviewing Pane button in the Tracking group. 

The Reviewing Pane appears in the window. A summary of the revisions appears near the top of the 

pane, while the actual revisions are grouped by section in the document. 

¶ Click a revision in the Reviewing Pane to select it in the document. 

You can now choose whether or not you want to accept or reject the revision in the document. 

¶ Click the Accept or Reject button in the Changes group. 

The revisions disappear from the Reviewing Pane as they are accepted or rejected in the document. 

¶ Click the Close button in the Reviewing Pane. 

 

 

 

 

 

 

 

 

 

 

Insert a comment 

¶ Select the text or item where you want to insert the comment, or click at the end of the text.  

¶ On the Review  tab, in the Comments group, click New Comment .  

 



The comment balloon is inserted 
 

¶ Enter the comment text in the balloon.  
 

The comment is inserted into the document. 
 

Delete a comment 
¶ To quickly delete a single comment, right-click the comment, and then click Delete Comment.  

¶ To quickly delete all comments in a document, click a comment in the document. On the Review 

tab, in the Comments group, click the arrow below Delete, and then click Delete All Comments 

in Document 

Change a comment 

If comments are not visible on the screen, click Show Markup  in the Tracking group on the Review  tab. 

 

 

¶ Click inside the balloon for the comment that you want to edit  

¶ Make the changes  

¶ To respond to a comment, click its balloon , and then click New Comment  in the Comments 
group. Type your response in the new comment balloon. 

Note: If the balloons are hidden or if only part of the comment is displayed, you can change the 

comment in the Reviewing Pane. To show the Reviewing Pane, in the Tracking group, click Reviewing 

Pane.  To make the reviewing pane run across the bottom of your screen rather than down the side of 

your screen, click the arrow next to Reviewing Pane, and then click Reviewing Pane Horizontal.  

Hide or display comments in a document 
To hide them from view temporarily 

¶ Click the Review tab on the Ribbon and click the Show Markup button in the Tracking group. 

A list of items that are displayed in the document appear. 

¶ Select Comments from the list  

To display comments again, repeat the steps above. 



Print a document with tracked changes 
 

There are several options for printing documents with tracked changes. You can also hide the tracked 

changes for printing. 

Print a document with tracked changes and comments showing 

Before you print the document, switch to Print Layout view (click on the View Tab on the Ribbon and 

from the Document Views, click Print Layout) and display the tracked changes and comments  the way 

that you want them to appear in the printed document. You have several options. 

Print showing all markup    

¶ On the Review  tab, in the Tracking group, click Show Markup .  

  

Note: Clicking Show Markup displays or hides all markup (markup: Comments and tracked changes such 

as insertions, deletions, and formatting changes. View markup when you want to process tracked 

changes and comments. Print a document with markup to keep a record of changes made to a 

document.) in the document for selected reviewers. When you display all markup, all types of markup 

are selected on the Show Markup menu. 

Print showing changes and comments by type or reviewer  

¶ On the Review tab, in the Tracking group, click Show Markup, and then select the type of 

change that you want to display.  

¶ To print changes and comments for an editor or other reviewer, on the Review tab, in the 

Tracking group, in the Display for Review box, click Final Showing Markup.  
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When the markup appears the way that you want it to, you are ready to print the document. 

¶ Click the Microsoft Office Button  

¶ Click Print  

¶ In the Preview and print the document  box, select Print  

 

¶ From  the Print dialog box,  in the Print what box, click Document showing markup 

 

¶ Click OK 

NOTE:  By default, Microsoft Word chooses the zoom level and page orientation to best display the 

tracked changes in your printed document.  

If tracked changes are turned on, the document will shrink to fit the balloons on the printed page. To 

make your printed page readable, you can turn off balloons by clicking Balloons in the Tracking group 

and then clicking Show all revisions inline. You can also set the page layout to landscape to print the 

balloons and the text in a more readable format. On the Page Layout tab, under Page Setup, click 

Orientation, and then click Landscape. 



Change the layout for printing tracked changes 

¶ On the Review tab, in the Tracking group, click the arrow next to Track Changes and then click 

Change Tracking Options.  

 

 

Under Balloons, in the Paper orientation in printing list, click one of the following:  

 

¶ Auto - Word decides the orientation that will provide the best layout for your document.  

¶ Preserve - Word prints the document with the orientation that is specified in the Page Setup 

dialog box.  

¶ Force Landscape - the orientation is landscape and the most room is allowed for balloons. 

Print a list of changes made to a document 

¶ Click the Microsoft Office Button    

¶ Click Print   

¶ In the Preview and print the document  box, select Print  

¶ In the Print what box, click on the down arrow and select List of markup  

Hide tracked changes and comments when printing 

¶ Click the Microsoft Office Button     

¶  Click Print    

¶ In the Preview and print the document  box, select Print   

¶ In the Print what box, click on the down arrow and select Document  

 

Accepting and Rejecting Changes 

Accepting and rejecting changes works like the Spell Check feature. By going through the changes made 

to a document, the author can accept or reject any or all changes.  This gets rid of visible track changes. 
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Note:  It is critical to Accept or Reject the final version of your document. If you do not do this, others 

will be able to turn on Track Changes and see early mistakes and edits.  

¶ Open the document to be reviewed  

¶ From the Review tab, in the Changes group, click NEXT   

 

¶ The first change is displayed. 

¶ To accept the change, click to top half of the ACCEPT button     

 

¶ To accept all changes, click the down arrow on the ACCEPT button    

¶ Select Accept All Changes in Document    

¶ To reject the change, click REJECT    

 

¶ To reject all changes, click theon the REJECT button 

¶ Select Reject All Changes in Document    

¶ Repeat steps 2-3 until all changes/comments have been reviewed 

¶ When finished, save your document  

 

  


