Using Microsoft Word for Editing 

There are several features in Word that will help your students in the writing process. Let’s take a look at them and then do some practice exercises. 

Comments Feature

This feature lets you insert comments just as you might by writing a note in the margin of a draft or by writing within the text. The text at the point where the comment is inserted will appear highlighted. When the mouse rests on the highlighted area the comment will appear – looking much like a sticky note. This is the simplest way for your students to note revisions on a document. The original writer may want to use this feature to remind himself that certain parts of the essay need more thought or to suggest alternative wording, for example. Comments (by default) do not appear on the printed page, but that option is available.

Track Changes Feature

Track changes is a great way to do peer editing or teacher editing of a rough draft. This feature lets another reader suggest changes such as deleted text, changed wording, or added text. The writer can then review the color-coded changes and either accept or reject them. Each reviewer can “log in” as a separate user and each reviewer’s comments will appear in a different color. Comments can also be inserted for more general observations. This feature can also be used by the original writer to make possible changes for consideration later. 

Versions Feature

As students make revisions to a paper, they can save each version. This feature lets them look back at the earlier versions in case they want to reinsert something that they have taken out in a subsequent version. Compare this to handwritten essays on paper that you might write and then revise. You end up with a stack of papers and multiple changes. Unless you have written a time and date on each one, it may be hard to tell which one came first. Versions keeps track of each one by time and date and also allows you to label each version with comments such as first draft, second draft, second draft with different introduction, etc. The versions feature saves all the versions as one file under the original name. This is different from using the save as feature and saving each one separately. First of all, it puts all versions in a neat package together – and they stay together. Secondly it makes it easy for you to go back to an earlier version if you like. Also (though this probably is not very important to the student writer), it saves disk space because in the reality of the word processing world, it is only saving the changes for each version instead of saving the whole file every time.

Now, let’s practice a few of these as you would if you were a student. 

Relocating Text in a Document

There are several ways to move text to a new position in a Word document. Choose the one that works best for you.

Move Text

1. Highlight the text you want to move.

2. Press the F2 key at the top of the keyboard.

3. Click at the new point in the document where you want the text to go.

4.  Hit Enter.

Drag and Drop Editing

1. Highlight the text you want to move.

2. Hold the mouse pointer anywhere over the highlighted text. 

3. Drag the text to the new location and release. The text will now appear in the new location. 

As you drag text, the cursor will change to a box with a dotted arrow attached to it. When you release the text this will disappear.

Cut and Paste

1. Highlight the text you want to move.

2. Click the Cut button (or use the keystroke Cntrl+X.)

3. Click at the new point in the document where you want the text to go.

4. Click the Paste button (or use the keystroke Cntrl+V.)

Using the clipboard feature

The clipboard will hold several items that have been cut or copied from text. To view the clipboard, click on View > Toolbars > Clipboard. If you have multiple items in the clipboard, you can rest the mouse pointer on each one to see what the text is. Click at the new point in the document where you want the text to go. Click on the clipboard item you want to paste and it will appear in your document.

Tip for choosing the moving method. 

Use drag and drop if you can see both locations on the same screen. Use move text or cut and paste if you will have to scroll down to the new location.

Moodle is a great place to do peer review using these editing features. Students can post a draft as an attachment in a forum. Another student can reply and attach the first student’s essay by attaching a reviewed one. 

Learning to Use the Comments Feature

We are going to learn to use the comments feature in Microsoft Word to make suggestions to a peer author about an essay. In this activity, you want to keep your comments focused on how well the ideas are being expressed rather than on mechanical details such as spelling or punctuation. Look at the essay holistically. Is there a clear thesis statement? Does each paragraph
 have a good topic sentence with sufficient supporting details? Do the thoughts flow in a logical manner that leads the reader to a conclusion? 

Steps to using comments:

1. Open up any sample Word document. 
2. Click anywhere in the first paragraph where you would like to make a comment. 

3. On the toolbar, click Insert, then Comment. (or use the keystroke Cntrl+Alt+M). 

4. The comment will appear in a call out to the side.
5. To delete a comment, right click on the highlighted area. A menu will pop up. Click on Delete Comment. 

6. To edit a comment, highlighted the text in the comment that you want to edit.
7. When you have finished inserting your comments, save the document using one of these options:

1. Save – hit the Save button or Cntrl+S to save the original document with your comments inserted. – or –

2. Save As – click on File, then Save As. When the Save As window appears, give the document a new name, such as reviewed by Carol. This will leave the original document as it was when you opened it and save your commented version as a separate document.

Learning to Use the Track Changes Feature

We are going to learn to use the Track Changes feature in Microsoft Word. In this activity, you are going to correct errors of syntax, usage and mechanical errors. You may also address content issues using the Comments feature we learned before.

Steps to Using Track Changes

Part One- Making Changes to a Document

1. Open up any sample Word document. 
2. First, you will need to turn on the Track Changes feature. There are two ways to do this. Begin by clicking anywhere in the document so that your cursor is active. Look at the status bar below your document screen. In the grayed out area, you will see a button that says TRK. Double click this button. You will not see anything happen on your document yet, but the feature is now active. (If you cannot see this bar, you can also access Track Changes by clicking on the Tools on the menu bar, then Track Changes, then Highlight Changes, then check Track Changes while editing, then OK. Now wasn’t that button faster?)

3. Review the essay and change anything you see that could be improved by doing the following:

· To delete a word, highlight it and hit the Delete key. The word will still appear, but it will appear to the side.
· To add a word, insert at the point where you want to add text and type the new text. The new text will appear in a different color. 

· To replace original text with new text. Highlight a word you want to replace. Type the new text. The original text will still appear on the side. 

4. You can also insert comments if you need to, following the procedures in the Comments Feature instructions.

5. When you are finished save the file to the floppy disk by clicking on File, then Save As. Change the name of the file by adding reviewed by Your Name at the end of the file name. When the original writer or the next reviewer opens the file they will be able to see the suggested changes. 

Part Two – Opening a peer-reviewed essay to accept or reject changes

Now pretend that you are your student and have just opened the essay the teacher has reviewed. Review the essay and look at the suggested changes, then make a decision as to whether to accept or reject them. 

1. Open the reviewed essay. 

2. Look at the suggested changes. Right click at each change. A menu will pop up. If you want to accept the change, click Accept Change. If you want to reject the change, click Reject Change. 

3. If comments have been made, look them over. Once you have viewed the comment, if you want to, you can clear it out by right clicking on the highlighted area and clicking on Delete comment. If you choose to ignore them, they will not print in the printed version of your essay.

4. Save the essay. 

Additional Information about the 

Comments and Track Changes Features

· Comments do not appear on the printed page unless you tell them to. To print them, click File, then Print, then Options, then check the comments box. If you want to print only the comments, in the print what box that appears on the first Print window, select Comments.

· Tracked changes will appear in the printed document automatically. However, they will not be highlighted unless you go to Tools, then Track changes, then Highlight changes, then check the Highlight changes in the printed document box. 

· The comments and changes will be identified by the name or initials of the registered user of the computer. To identify yourself as a unique user, go to the menu bar, and click on Tools, then Options. A window will appear. Click on the User Information tab. Change the two boxes to identify yourself. (If this feature is not available to you for security reasons, you can just type your initials before or after your comment.) Having each reviewer to set his own identity allows multiple reviewers to make comments or changes on the same document while still allowing the original writer to see which reviewer made each suggestion. If the identities are changed each time, each reviewer’s comments will be in a different color. (To see a sample of this, double click the Twice Reviewed Essay icon on the desktop.) If the teacher prefers that comments be made anonymously, then there is no need to use this identity option.

· If you are going to be using the comments or track changes feature often, you may want to bring up the Reviewing Toolbar. To do this click on View on the menu bar, then Toolbars, then Reviewing. The toolbar will appear above your document screen allowing you easy access to various function buttons used in the reviewing process.

Using the Versions Feature in the Writing Process

The Versions feature allows the student to keep a copy of each draft as she progresses through the stages of writing. Let’s practice this feature.

1. Start a new document in Microsoft Word. Just for simplicity, type the following:

“This is the first paragraph of my essay. I am now going to save it as a version.”

2. Click on File, then Versions. A new window will appear.

3. Click on Save Now. Another new window will appear. This is the Save Version window. Notice that the time and date appear on this window as well as the name of the user. In the box where the flashing cursor appears, type any comments you might want to remember about this version of your draft. 

4. Click OK. This version will now show in the versions list of the save versions box. 

5. Now return to your essay and on the next line type: “This is the second paragraph of my essay.”

6. Repeat steps 2 and 3, typing in any comments as you wish.

7. To open a version, open the file just as you normally would. The version that will open by default will be the last one saved. If you want to view an earlier version, just click on File, Versions. When the window comes up, select the version you want to access.
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