Tracking Changes XE "Tracking Changes" 
Compiling a reviewed document can be a tedious process when you have to sift through reviewers' comments and then make the necessary changes. As a result, working on a document with other people can be frustrating. Fortunately, you can avoid some of the problems by using Word’s tracking change features. Word makes it easy to revise online, viewing what was changed and by whom. 

Word's Track Changes feature provides an efficient way to manage the document review process online, allowing reviewers to track changes as they make them. When you get the document back, you can determine which changes to accept, reject, and modify. Additionally, when you have multiple reviewers, you can merge all of the revisions into one document. 

Overview XE "Overview" 
Before you send a copy out for review, set the revision options by choosing how you want revisions to appear on your screen. After you select your settings, protect the document to prevent reviewers from making any changes that you do not know about. Then, turn on the Track Changes feature to mark any alterations made to the original document. Save and close the document. 
When review copies are returned, review the revised documents, accepting and rejecting changes as you wish. You may merge multiple document versions before you begin your review, making it easier to accept, reject, and modify the multiple changes. 

Setting revision options XE "revision options" 
Specifying and saving revision options will change only your computer. Thus, when working with reviewers for the first time, you may find it beneficial to indicate your desired settings to them. It is important to note that when a reviewer opens your document, your options will be overridden by the options set on the reviewer's system. 

There are four revision options. To customize your revision marks, open the document you wish to send out for review, and display the Reviewing toolbar. Click the show button arrow and then click Options. When the Track Changes dialog box displays, click the Color box arrow, and then click By author revision type. The By author option enables you to see who made the changes because it assigns one of eight colors to each reviewer.
Protecting your document XE "Protecting your document" 
Before sending a document to multiple reviewers, it is a good practice to protect it. When you do, any changes a reviewer makes are marked with the revision mark options you designate. This eliminates the ability for a reviewer to make hidden changes. 

To protect your document, click Tools on the menu bar and then click Protect Document. Click Tracked Changes. Reviewers then can make marked changes and add comments, but neither can change the original document nor make hidden changes. To ensure further that a reviewer cannot quickly remove the document protection, enter a password in the Password (optional) text box, and then click OK. When the Confirm Password dialog box appears, type your password again and click OK. Notice that the option to turn off document revisions is now disabled. The document now is protected from permanent changes and all future changes will be made in revision mode until you unprotect it.

