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Field Guide to Marking Papers in MS Word

Open the document you want to mark in MS Word.
Turn on the Reviewing Toolbar by pulling down View to Toolbars to Reviewing.

This is what will appear:
Final Showing Markup = Shaw -~ 4 B &k = 23 - 3« 2» 3
There are 4 views available:
Original
Original Showing Markup
Final
Final Showing Markup

Adding Comments
Pull down the triangle to Original Showing Markup.

Original Showing Markup + Show = | 4 B &k » X« g v B .

In the Word document, click and drag to select
the text you want to comment on and click the New Comment button.

A bubble will appear. Write your comments in this bubble.
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The second button from the right is called Track Changes.

It keeps track of additions and deletions and it’s important to turn it on if you’re going to make
changes directly in the text of the document. You can tell when Track Changes is activated
because there will be a box around the button as above.

Suppose you want to delete a sentence in the document. You’re in Original Showing Markup
view. If Track Changes is on when you make the deletion, the sentence will still be there but
will have a line through it. If Track Changes is off, the sentence will simply disappear without a
trace.

learner’s everall level of attention ™ (W einer 1990 1in Morene 2001)-hlsreattention
frreans rrere material e celactpd and ey dthys rere learning urs Davidson and

In Final Showing Markup view, if Track Changes in on when you make the deletion, the
sentence will disappear but you’ll get a bubble that contains the deleted text so it can be
restored if necessary.
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Making Changes Directly to the Text
With Track Changes turned on, you can add, delete or change words or phrases in the
document without losing the original.

In Original Showing Markup view, words that are deleted are shown with a line through them.
Insertions are shown in the bubble.
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without having to look.

In Final view we see the document as it would look with all the changes.
Mon-speech audio can give us important information about things we can’t see, or don’t
happen to be looking at. It can also provide feedback to let us know our actions are
having an effect. When we turn on a tap, the sound of the water lets us know its working
without having to look.

In Final Showing Markup view we see the document as it would look with all the changes, but
the changes are marked so they’re easy to see.
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Using the Highlight Tool =101 x|
Switch to Final Showing Markup view. Type & question for help |/
Select the Highlight Tool S SIS S A 7

Click and drag across text to highlight it.
You can choose different highlight colours, but yellow is traditional

The interesting result from a series of studies using various combinations of text, audio, | Formatted: Highlight

video and graphics 1s that each modality has a capacity. You can overload the visual or
verbal channels. This has important conse quences for the design of multimedia.

Returning the Marked File to the Student.
Pull down File to Save.
All the comments, changes and highlighting will be saved as part of the file.



Instructions for the Student

When the student opens the document in MS Word, they’ll usually see the Final Showing
Markup view (but may not if they’ve changed some default settings - for example, in Word
2003, Under Tools, Options, Security there’s a check box for Make hidden markup visible when
opening or saving.)

If the Markup doesn’t appear, or if the student wants to incorporate the suggestions into their
document, they’ll need to pull down View to Toolbars to Reviewing, then select either Original
Showing Markup or Final Showing Markup. Under Show, they can choose to see Comments,
Insertions and Deletions and Formatting if they don’t appear.
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Students can read through the comments and revisions 2
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Accept or Reject Changes or Delete Comments.
Clicking on a comment or revision bubble will also select it.
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You can also right-click on an insertion or deletion bubble and pull down to accept or reject
the revision. (or right-click a comment bubble to delete the comment)
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Switching to Final view will hide everything except highlighting. To remove highlighting, go to
Final Showing Markup view, right-click any bubble that says Formatted:Highlight and Reject
Format Change.
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The revised document can be saved and re-submitted. S
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