Microsoft Word has a Track Changes feature that allows the Writing Center consultant to suggest edits/revisions without changing your original document. Here’s how it works:
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The way you access Track Changes varies depending on the version of Microsoft Word you are using; if the instructions below don't seem to fit your version, just look through any menus in Word that have options related to editing, reviewing, etc. 
· To get started in the current version of Word, look at the menu that runs across the top of your document. Click on the tab that says "Review."
· Now you should see a new menu of options: Click the big "Track Changes" button in this menu, and this will turn the Track Changes feature on.
[bookmark: 4]Accepting or Rejecting Changes
Once the Writing Center consultant has reviewed your document, suggested changes will appear in red or blue. You probably won't want these suggested changes showing up when you submit your document to your instructor, so you must reject or accept the changes to get rid of them. To do this, look at the Reviewing toolbar:
The buttons in the "Changes" section of the review toolbar allow you to navigate to particular changes. Click on each suggested change and evaluate whether you agree with the suggestion or not. If you agree, then click Accept Change. If you do not agree, click Reject Change. Choosing either option will remove the Track Changes formatting, and the change will be permanently incorporated into your draft or permanently removed. 
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The Comments feature functions much like Track Changes. The difference is that Comments is used to insert information without overwriting the original text. The Writing Center consultant can use Comments to ask you questions or indicate an area that is unclear. Comments will appear as red or blue bubbles in the right-hand margin of your document. 
Deleting Comments 
To delete a comment, click somewhere in the highlighted area or comment box. Then click the right mouse button to get a shortcut menu. You can then choose Delete Comment, and all traces of the comment will vanish. 
[bookmark: 6]Reviewing Pane
You can also view Track Changes and Comments by turning on the reviewing pane.
If you turn on the reviewing pane, a new window will appear at the bottom of the document that contains only the changes or comments added to the document. Clicking on a change or comment will take you directly to that change or comment in the document.
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Instructions adapted from UNC (2007): http://www.unc.edu/depts/wcweb/handouts/comments.html
