Comparing versions in word

= Requirements: Papers are in Msword. I have my students submit them to canvas. If
in any other format, you will have to take quite a few steps to create a word doc.

= Download both versions (you may have already saved the first version) to separate
folders identified as a and b versions (or however you identify for yourself)

= Prepare your comparison settings in Review/track changes/change tracking options
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You will see these options—and they will determine what you see in your
comparison.
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Now go on to comparing first and second versions
1. Save each version of the students work so you can discern versions (a or b)
. Open newest version and click on Review
. In review, go to Compare and click on combine documents
. Then choose the appropriate version for each field in the screen that comes
up. -more on this below
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Screen shots to go with numbers above
1. Make sure students identify their files as version a or be:

@ Practice Adocx Microsoft Wi 35KB
@5 Practice B.docx Microsoft W 35KE
BZ) Student A-B review.docx Microsoft W 23KE
@5 Students A version.docx Microsoft V 16 KB
5] Students B version.docx Microsoft W 16KE

2. Open newest version (b in this case) then click on Review
3. Go to Compare and Choose combine

[« O& [0 - Students B version.docx [Compatibility Made] - Word 7 M - 0O X

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ACROBAT linda lappin ~ .

A\/BC a’%} Hﬁ$ ) Previous “ @ | Al Markup - [ Reject - I:b, 6

Mext Bl show Markup ~ £ Previous

Spelling & . Translate Language ~ New  Delete rac Accept Compare  EBlock Restrict  Start

Grammar - - Comment Show Comments Changes - (2] Reviewing Pane ~ - 2] Net - Authors - Editing  Inking
Proofing Language Comments Tracking [ Changes ES Compare...

L1 1 2 3 4 5 - Compare two versions of a

document (legal blackling).

Eﬂ Combine...
=f=] Combine revisiens from multiple

authors into a single document.

IStudents-B-versiony

Why-People-Don'tVote - 1

4. Then choose the appropriate version for each field in the screen that comes

up.
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5. Because you have the B version open, it will show up in the drop down

menu in revised document.

6. But the original version is not open, so you will have to click on the file

folder and locate it in your student files
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NOTICE that YOU choose what you want to compare—I don’t choose
formatting.
7. Once both versions are identified, click OK
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8. The following screenshot shows what you should see (if your version of word
is the same and mine and you are on a PC):
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The red notes and yellow highlights are my notes—inserted as I read through
the compared documents.

I use highlight indicators: yellow for wording issues, green for clutter, blue for
plagiarism, etc.
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