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Collaborate with Word

If you’re working with a team on a document, you can
use Word’s document collaboration tools to make sure
that everyone’s on the same page. You can leave
comments, review the revisions others make, or even
work on the same document at the same time while
seeing everyone’s changes as they happen.

In this module, you’ll learn how to highlight and
comment on documents, how to track and review the
revisions that others make, how to compare different
versions of a document, and how to add line numbers
to a document. You'll also learn how to password
protect a document, inspect it for issues, and create
and modify forms.

Objectives

Co-Author Documents
Highlight and Comment
Track and Review Revisions
Compare Documents

Line Numbers

Protect Documents

Inspect a Document

Forms

© 2025 CustomGuide, Inc.
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Co-Author Documents

If you’re working on a document with a few other people, you can use the co-authoring tools to collaborate
and make edits on a document simultaneously, seeing everyone’s changes in real-time.

Simultaneously Edit

Make sure that the document is shared
to either your OneDrive or a
SharePoint site. Word’s co-authoring
features won’t be available unless the
document is saved to an online
location that everyone can access.

Click a user's picture or initials
to open an actions menu.

A menu opens, where you can
jump to their edit point or start
a chat.

Select Go to Location to move
to where they're editing.

e Other users will be
represented by their text
cursors.

e The active paragraph will be
locked, preventing anyone
else from editing it, until
you’re finished or move on.

Changes are automatically
synced. However, saving
manually will sync changes to
anyone working with the
document who isn’t
automatically sharing changes.

Click the Save button to force a
sync and display new changes.

AutoSave (8 0ff) [T 01-co-auther-documents - Saved = Kayla Claypool
File Homr Inser Draw Desi Layo Refe Maili Revii View Help 2 | y: KO = 1# Share
rﬁD Calibri (Body) S K| EiEE =T Kerrioki@cust -
5 = W arri.oki@customgui...
e B[ B I U-xx A |5 = |I=- | @ b this document open
- X - Apar AN | D Al
A = 4 = g P Goto Location
Clipboard Font [F] Paragraphil

Chat with kerri.oki@customguide....

New Communications Director Open Contact Card
Kerry Oki was named communications director and will coordinate and direct all formal internal and
client communications. Kerry has four years of experience as an office manager at Luna Sea, Inc. and has
degrees in both marketing and communications. Kerry’s responsibilities will include:

* Client correspondence

+ Internal communication

& Pressreleases

e Updating the website

Month in Review

April turned out to be a very busy and productive month for Bon Voyage. New business was up 34
percent from last April. Flight delays were minimal—Bon Voyage received only one customer complaint
because of a delay.

Classic Las Vegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas” Excursion. Guests will get to
experience the Las Vegas of yesterday. Accommodations will be in the famous Gold Nugget hotel,
located on historic Freemont Street.

Page1of1 141words [2  English [United States) B B -
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AutoSave (® off) [T - co-author-docliments - Saved ~ Kayla Claypool

File Horr | Inser, Revie View Help 2 Tell me Lol
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Ay Desii Layo Refe Maili =} 14 Share
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Styles | Editing | Dictate

ST

i
A |H

Clipboard & Font Styles Voice

Board-af Directors Meeting
ﬂl\nay 6|l

New Communications Director
Kerry Oki was named communications director and will coordinate and direct all formal internal and
client communications. Kerry has four years of experience as an office manager at Luna Sea, Inc. and has
degrees in both marketing and communications. Kerry's responsibilities will include:

e Client correspendence

Paragraph

* Internal communication
*  Press releases
s Updating the website

Month in Review

April turned out to be a very busy and productive month for Bon Voyage. New business was up 34
percent from last April. Flight delays were minimal—Bon Voyage received only ene customer complaint
because of a delay.

Classic Las Vegas Excursion
Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas” Excursion. Guests will get to
experience the Las Vegas of yesterday. Accommodations will be in the famous Gold Nugget hotel,
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Highlight and Comment

If you want to draw someone’s attention to a certain part of a document, you can highlight portions of the
text. You can also add a comment to some text if you have something to say about it.

Highlight Text

Highlighting text adds a brightly-colored background to some selected text.

o Select the text you want to Kayla Claypool 2
hlghllght Fle  Home Insert Draw Design Layout References Mailings Review View Help O Tell me ® e
o Calibri -4 - ol D
. J : =
e On the Home tab, click the p|t] (B Ao % Editing | Dictate
. ) . - S| A-PAnar A o . = .
TeXt nghllght COIor bUtton IISt Clipboard - .. Paragraph el Styles Voice ~
arrow. T T T =
A few bright colors will be EE“ .
shown. 89 e
May 6
e Select a color.
New Communications Director
. . . . Kerry Oki was named communications director and will coordinate and direct all
The textis hlghllghted Wlth a bOId' formal internal and client communications. Kerry has four years of experience as
br|ght background. an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include: @

Client correspondence
Internal communication

To remove text highlighting, select the
text, click the Text Highlight Color
button list arrow, and select No Color. - .

Page1of1 143words [ English [United States) £ B - 1 + 90%

Press releases
Updating the website

Shortcut: You can also just click the
Text Highlight button to load the
highlighter, then click and drag your
cursor over the text you want to
highlight. Then click the Text Highlight
button again to turn it off when you’re
done.

© 2025 CustomGuide, Inc. 7



Insert a Comment

Adding a comment to a document is like writing a note in the page’s margin. You can use Word’s comments
feature to add suggestions, notes, or reminders to your documents. Comments appear in boxes at the side

of the page.

Select the text you want to add
a comment to.

Click the Review tab.

Click the New Comment
button in the Comments

group.
Shortcut: Right-click in the

document and select New
Comment.

Type your comment, then click
outside the comment box
when you’re finished.

Now anyone else viewing the
document will see what you had to say
about it.

Tip: To edit a comment, simply click in
the comment balloon and edit the text
as needed.

02-highlight-and-comment - Word

Kayla Claypool

File Home Insert Draw Design Layout References Mailings Review View Help 2O Tellme [t
b Z 5 -
¥ B | O TGk BB B R | [£]] b
) T Next 2 |
Praofing | Language Mew Delete Tracking | Ch Compare | Protect | Ink | Resume
< < Comment = & Show Comments - - = - - o
Comments Compare

Board of Directors Meeting
May 6

New Communications Director
- was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’'s responsibilities will include:

s Client correspondence

¢ Internal communication

® Press releases

‘ > |Updating the website

4
Page 1 of 1
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02-highlight-and-comment - Word

Kayla Claypoal

File Home Insert Draw Design Layout References Mailings Review View Help 2O Tellme =
— fious Z T T C
|| |B] | T g Heeves 21 el B B ||| B
) Next 4
Proofing | Language New Delete Tracking | Changes Compare Protect Ink Resume
- - Comment - & Show Comments - - B - - -

Comments Compare

ting

mmunications director and will coordinate and direct all
t communications. Kerry has four years of experience as
a Sea, Inc. and has degrees in both marketing and

responsibilities will include: @ Reed Stephens

lence o Marksting or support?
cation
@ Kayla Claypool A few seconds aga
Isite Finaliy!|
€] Reply 7 Resole

4
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Delete a Comment

You can delete a comment after you’ve added it.

02-highlight-and-comment - Word

Kayla Claypoal

Select the comment by clicking

anywhere |n |t File Home Insert Draw Design Layout References Mailings Review View Help 2O Tellme [t =
) ] s > Lyj £ Previous ?,’; & B EE| B A &
e Click the Delete button in the Practing | Lunguage | Ty paete 2 NO% Tracking | Changes | Compare | Protect | Ink | Resume
o - Comment - - Show Comments B - - - - o
Comments group on the R b
pare ~ |
Review tab. -
The comment is deleted.
Board of Directors Meeting
. . May 6
Tip: To delete all comments, click the
Delete button list arrow and select o e e B
. -was named communications director and will coordinate and direct all
DEIEte A" Comments in Document. formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include: @ Reed Stephere
+ Client correspondence Marketing or suy
* Internal communication
* Pressreleases e Kayla Claypoo
+ Updating the website Firaty!
4 »
Page1of1 143words [}2  English (United States) B B - 1 + 90%

Reply to a Comment

In addition to making your own new comments, you can have a conversation by replying to comments made
by other people.

02-highlight-and-comment - Word

Kayla Claypoal

Click the Reply button in the

Selected comment File Home Insert Draw Design Layout References Mailings Review View Help 2O Tellme = =
_ vl | @] ] T B el (B B[R] [2]] [
Type your response, then click broofing | Language | Mew' Detere ol Tracking | Changes | Compare | Protect | Ink | Resume
| P
. - - Comn el - Show Comments - - B - - -
outside of the comment box. Comments Compare
A reply is added below the comment.
ting

mmunications director and will coordinate and direct all

t communications. Kerry has four years of experience as
a Sea, Inc. and has degrees in both marketing and
responsibilities will include:

©

‘ @ Reed Stephens

ence

cation

Isite

]
Page 10of 1

143 words

2

English (United States)

Marketing or support?
e Kayla Claypoal
Marketing only.|

€1 Reply 0 Resolve
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Show/Hide Comments

If comments are distracting, you can easily hide them. This does not remove them, it only hides them from

view.

Expand the Tracking group on
the Review tab, if necessary.

Click the Show Markup button
list arrow.

Notice that Comments is
checked here, indicating that
comments are shown.

9 Select Comments to uncheck
it.

Now, the comments are hidden and
won't appear. To show comments
again, just check Comments again in
the same menu.

Tip: The Show Comments button in the
Comments group on the Review tab can
be clicked to toggle whether the
comments are shown or collapsed into
icons. This option is only available when
Simple Markup is the selected display.

02-highlight-and-con

Kayla Claypoaol

File Home Insert Draw Design Layout References Nidlings Review View Help 2O Tellme = =
Z o
shc > —L&V—j ! ] 7 Previous 71 & B Eﬂ iy £ )
] Next :
Proofing | Language New Delete Tracking = Changes Compare Protect Ink Resume
o < Comment - & Show Comments - - - < < o
Comments Cd ~

D, B Simple Markl 4
Z [3) Show Markup =

a P v Comments

v Insertions and Deletions

Board of Directors Meeting v Eermatting
May 6 B

Balloons 3

Specific People »

New Communications Director
- was named communications director and will coordin:
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

» Client correspondence

* Internal communication

* Press releases

» Updating the website

4
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Track and Review Revisions

Revising a document with tracked changes in Word works just like revising a printed copy with a red pen.
You can easily see the original text, and any additions, deletions, or changes made to the document are

clearly marked.

Use Track Changes

In order for changes to be marked up, you need to first track the changes.

o Click the Review tab on the

03 track-and- revisions - Word

Kayla Claypool [l

rlbbon File Home Insert Draw Design Layout Referen #s Mailings Review View Help 2O Tellme
) ] x i3 2 A [ BB, B | &£
e Expand the Tracking group, if Prooting | Spesch | Accessibilty | Language | Comments | THaekng ? P | o | Protect | ik
- o o o < B B Next . o -
necessary' Changes Compare
=2 Bp simple Markup -
e Click the Track Changes r‘{’ [ show Markup -
button. Cha"gES.Revlewmg Pane -

Now, any changes made to the
document will be tracked and marked

up.

Shortcut: Right-click the status bar and
select Track Changes to toggle it on or
off.

Page 10of 1

143words [[2  English [United States)

Tracking 3

Board of Directors Meeting
May &

New Communications Director
Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

s (Client correspondence

* Internal communication

* Pressreleases

¢ Updating the website

Month in Review
& B - 1
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View Markup

Once changes are tracked, you can choose which changes appear marked up.

Expand the Tracking group, if
necessary.

Click the Show Markup button.

You can toggle whether or not
tracking shows Comments, Ink,
Insertions and Deletions, and
Formatting changes. You can
also toggle what appears in the
balloons in the right margins,
and hide revisions from certain
people.

Select a type of markup to hide
or show.

The selected type of markup is toggled
on or off.

Tip: You can also use the Display for
Review menu, directly above the Show
Markup button, to control how detailed
the markup that appears is.

o Simple Markup: Comments
will appear, and text changes
will be marked with a line in
the margin.

o All Markup: Every change
will be described in the
margin, including what the
change was and who made
it.

e No Markup: No changes will
be marked up.

e Original: The original
document will be shown,
without any of the changes
that have been made.

File
abe
'

Proofing

4
Page 10of 1

revisions - Word

Kayla Claypool [}

Home Insert Draw Design Layout Referemi2s Mailings Review View Help 2O Tellme 1= =
m | (& | B | ¢ WP B B ||| &
EﬂPre\nous

Speech | Accessibility | Language = Comments | Tracking

143 wo

A Next
Changes
=L LE:B Simple Markup

B Show Markup =
Track

Changes~ ¥ Comments

+  Insertions and

¥ Fermatting

B

Board of Directors Meeting
May 6 Balloons
Specific Peop
New Communications Director

Kerry Oki was named communications direc

Compare | Protect Resume

Compare -

| Deletions

le 3

direct all

formal internal and client communications. kerry nigs 1our years o1 experience as

an office manager at Luna Sea, Inc. and has degrees in both
communications. Kerry’s responsibilities will include:
s Client correspondence

marketing and

s Internal communication
* Pressreleases
o Updating the webcie | Kay
B 5 |«
AA bl G Massimnas
»
[Z English (United States) [ 3] B - 'l + 90%
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Lock Tracking

To make sure that everyone’s changes get tracked, you can lock tracking so that it can’t be disabled without
a password.

Click the Track Changes
button’s list arrow.

Select Lock Tracking.

A dialog box opens, where you
can enter a password that will
be required to turn Track
Changes off.

Enter and confirm a password.

Click OK.

Track Changes is locked and can only
be disabled with the password. Also,
you cannot accept or reject changes

while Track Changes is locked.

To unlock Track Changes, click the
Track Changes button list arrow again,
select Lock Tracking, enter the
password, then click OK.

L’_) b 03-track-and-review-revisions - Word Kayla Claypool

File Home Insert Draw Design Layout References Mailings Review View Help 2O Tellme
s | (e | (@B 0 BN BB B | &£
¢ Previous
Proofing | Speech | Accessibility = Language = Comments | Tracking Compare Protect Ink
5 o o o o o [3 Next . o o
Changes Compare

% B |Simple Markup =
B Show Markup =
Track —
Changes - (2] Reviewing Pane -
Track Changes 3

Board of Directors Meeting [ LeckTracking
May 6

New Communications Director
Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

¢ (Client correspondence

* Internal communication

* Pressreleases

. .

Month in Review

Pagei1of1 143words [}  Enalish (United States) ' T ® B - !

(&

Resume

~

File Home Insert Draw Design Layout References Mailings Review View Help 2O Tellme
L)

(s | (o] |8 | = || BE E |[a] |
EﬂPre\nous

Proofing | Speech | Accessibility = Language | Comments | Tracking Compare Protect Ink

5 o o o o o [3 Next . o o
Changes Compare

Lock Tracking ? X

. Prevent other authors from turning off Track Changes.
Board of Directg

May 6 Enter password (optional): | =¥ o
Reenter to confirm: | weeesws

New Communi [This is not a security feature.)

Kerry Oki was n cancel | pd direct all

formal internal = perience as

an office manager at Luna Sea, Inc. and has de| both marketing and

communications. Kerry’s responsibilities will inc

s Client correspondence
s Internal communication
* Pressreleases

. .

Month in Review
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Review Revisions

Revising documents using Word’s revision features can save a lot of time, because the changes are already
entered in your document. If you accept the changes, Word automatically incorporates the changes into
your document. If you reject the changes, Word uses your original text.

o Select a Cha nge, or use the = 03-track-and-review-revisions - Word Kayla Claypool
NeXt Change and Previous File Home Insert Draw Design Layout References Mailings Review View Help 2O Tell me [t =
a8 ) B = A o [BReject -
Change buttons to move L S @ ) 88 R p| D B (B[4 B
Proafing | Speech | Accessibilty | Language = Comments | ‘wdeeing | Accept] = . | Protect | Ink | Resume
through changes. = = - - - - 7B e =\ s .
) ) | recror Changes Compare .«A
e CI'Ck Accept or ReJeCt to mmunications director and will coordinate and direct all
t communications. Kerry has four years of experience as

accept or reject changes.

a Sea, Inc. and has degrees in both marketing and
responsibilities will include:
Changes that are accepted are Free
incorporated into the document,
removing the markup and moving on } I
to the next change. Changes that are _

A ery busy and productive month for Bon Voyage. New
rejected are removed and replaced lent from last April. Flight delays were minimal—Bon

Wlth the Origi nal text e customer complaint because of a delay.

cation

| Kayta Claypoot
Deleted: <#-Upting the web site

ion | Reed Stephens A few seconds ago

Shortcut: R|ght'CI|Ck a revision and will introduce our new 7-day “Clossic Las Vegas” | Formatted: Fort: talic
Select Accept or Reject. t*to experience the Las Vegas of yesterday.

Page1of1 143words [  English (United States) B B - ] + 90%

Tip: Review all tracked changes at once
with the Reviewing Pane. Turn it on by
clicking the Reviewing Pane button in
the Tracking group.
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Compare Documents

Comparing lets you see the differences between two documents. For example, if you and a co-worker have
made changes to the same document in separate files, you can combine them together to see all the
changes in one document, making it easier to accept or reject them.

Open the Compare View

Click the Review tab on the
ribbon.

Click the Compare button.
Select Compare.

A dialog box appears where
you can select the two
documents that you'll be
comparing.

Click the Original document
list arrow.

Documents that you’ve opened
recently will be listed here. If
the document you’re looking
for is listed, select it.
Otherwise, click the Browse
button and locate it.

Select your document.

Click the Revised document list
arrow.

Select the document you want
to compare to the original.

9 00

Once both documents are
selected, you could compare
them now by clicking OK, or
access additional options to
control how they’re compared.

04-compare-documents-01 ~Ward Kayla r?n\
File Home Insert Draw Design Layout References Mailings Review View elp O Tellme [ =
AN REEIRREEIRREIRRE Nl =1 ([EBNZENLE
Proafing | Speech | Accessibility | Language = Comments | Tracking A“ept[-“ " | Compare | Protect | Ink | Resume
- - - - - - - [DNext . - - -
Changes Compare...
o Compare two versions of a
document (legal blackline).
E_g Combine...
7] Combine revisions from multiple
authors inte a single document.
[EE] 3
Pagelof1 1word [J2  English (United States) e B - 1 + 90%

File Home

Insert Draw Design Layout References Mailings Review View Help O Tellme [t =

s | (B | (B | 9 ||| DR B | (R [£]| B
X - [3 Previous
Proofing | Speech | Accessibility = Language | Comments | Tracking | Accept Compare | Protect | Ink | Resume
- - - . - = - [BNext > - - -
Changes Compare ~

Compare Documents

9

04-compare-documents-0l.docx |+

Browse
04_compare-documents_01
04-compare-documents-02

Original document Revised document

04-compare-documents-02.docx

Browse...
04-compare-documents-01

el

Page1of1 1word [J2  English (United States) e
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() Clickthe Vore button in the

Com pa re Documents d|a|0g File Home Insert Draw Design Layout References Mailings Review View Help O Tellme [ =
box. U E | (B @8] 9| BB =2 ®
Praofing | Speech | Acct Compare Documents ? % M| Ink | Resume
You can, for example, choose T o Gt .
. 04-compare-documents-01.docx ~ 04-compare-do..-02 (Update).docx |~

whether to compare or ignore Label changes wih st cnanges Wt iy
certain elements such as
formatting, headers and ‘c . o= o

omparison settings
footers, comments, or text case Insertions and deletions [ Tables
Cha nges Moves [] Headers and footers

. Comments Footnotes and endnates

[ Eormatting [A Textboxes
You can also specify whether D e hanacs s
changes are marked at the hownes .

ow changes at: ow changes in:

cha racter |eve| or Word IEVE|, ) Character leval () Original dacument

(® Word level (O Revised document
and whether to show the ® tew document
changes between documents in
the original document, the
revised one, or in a new merged Page1of1 1ward [2 English (United States) ] B - 1 + 90%

document.

e Customize the comparison
options.

@ Click OK when you’re done.
A new document is created, merging

the two documents into one and
highlighting any differences.
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Accept or Reject Differences

Once the documents have been combined, you can browse through the differences and accept or reject
them. The Revisions pane will appear on the left, the compared document in the middle, and the original
and revised documents on the right.

o Click Next Change or Previous 04-compare-documents-01 - Word e
Cha nge to brOWSe the File Home Insert Draw Design Layout References Mailings Review View Help O Tellme = o
i i ) ) % [} Reject + -
differences between the FE R (8] el D= B (2] (4] (G
Proafing | Speech | Accessibilty | Language = Comments | Tracking | Accept] " & b | Protect | Ink | Resume
documents. . . . . . = B e i i
Changes Compare ~

e Click Accept or Reject to 2
accept or reject differences.

Board of Directors Meeting I Kayla Claypoal 3 mil
May 6 Formatted: Font: Boll
__________________________________________________________________________________________________________ Kayla Claypool

New Communications Director Formatted: Font: Bol

Kerry Oki was named communications director and will coordinate and direct all

formal internal and client communications. Kerry has four years of experience as

an office manager at Luna Sea, Inc. and has degrees in both marketing and

communications. Kerry's responsibilities will include: Kayia Claypool
+_Client correspondence —emeemaeeas l Fomatted List Parag

Aligned at 025" + In

# _Internal communication
# Press releases
# Updating the website

B~ e - A A~ ~ - B l E,“fﬂa,wAm.'
3

Pagelof1 1word [J2  English (United States) e B - 1 + 90%
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Line Numbers

Adding line numbers to documents is the easiest way to guide users through complex, lengthy documents.
For example, instead of pointing out that some relevant information is near the middle of the third
paragraph, you can instead refer to the specific line, making it easier to find. Line numbers are especially
useful for referendums and legal documents.

Add Line Numbers

When you add line numbers in Word, the numbers are displayed in the left margin of the document. If there
are columns in the document, the numbers appear to the left of each column.

o Click the Layout tab on the 05-line-numbers - Word Kayla Claypool
rlbbon File Home Insert Draw Design Layout ces Mailings Review View Help O Tellme [t =
[ty Orientgtion ~ > Breaks - Indent D spacing =] =N
e Click the Line Numbers button. | yugn & ST = T
. ==Coumrs- v None S opt . & Selection Pane
A menu appears W|th a feW Page Setup fcr:tl:.:u;p ph M Arrange A‘
Restart Each Page )
options for adding line Restart Each Section
num bers' Suppress for Current Paragraph
Line Numbering Options...

° None: RemOVeS |ine :ﬂc;a\:g of Directors Meeting
numbering in the document.

New Communications Director
Kerry Oki was named communications director and will coordinate and direct all

e Continuous: Adds

formal internal and client communications. Kerry has four years of experience as

continuous line numberi ng an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:
throughout the document. « Client correspondence
* Internal communication
o Restart Each Page: Restarts * Press releases
. . A * Updating the website
numbering at the beginning
of eVery page Month in Review -
’ Page1of1 143wards [[& English (United States) ] B - ] + 90%

o Restart Each Section:
Restarts numbering at the
beginning of every section.

e Suppress for Current
Section: Removes line
numbering for the current
section.

o Select a line numbering option.

Line numbers are added to the
document.
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Customize Line Numbers

Once you’ve added line numbers to your document, you can adjust how they behave and appear.

@
©

On the Layout tab, click the
Line Numbers button.

Select Line Numbering
Options.

The Page Setup dialog box
opens.

Click the Line Numbers button.

An additional dialog box opens,
with line numbering options.
You can toggle line numbering
entirely here, or customize a
few line numbering options.

e Start at: You can choose to
start line numbering at any
number.

o From text: This field
controls how far from the
text the line numbers will
appear.

e Count by: Instead of line
numbers appearing on every
line, you can set an interval
so that line numbers are
only displayed every few
lines.

Change the options to
customize your line numbers
and click OK.

Click OK to close the Page
Setup dialog box.

The line number options are updated
to the settings you chose.

05-line-numbers - Word

Kayla Claypaal

File Home Insert Draw Design Layout

[ty Orientation~ >/ Breaks~
3 Sizg 1~ Line Numbers -
Margins 1B [ :
- == Columns~ v None

Continuous

Indent

=

Page Setug
Restart Each Page
Restart Each Section

Suppress for Current Par.

Board of Directors Meeting
May 6

¢ Client correspondence

References  Mailings

Spacing
“a=

- 4=|0pt
F=|0pt

v

ph

a

agraph

Line Numbering Options...

New Communications Director

communications. Kerry's responsibilities will include:

10 # Internal communication
1 * Pressreleases
12 ¢ Updating the website
13
14 Month in Review

Page1of1 143words [2  English (United States)

Review View Help

B =2
0

E’E‘ Selection Pane

O Tell me

Arrange

formal internal and client communications. Kerry has four years of experience as

1
2
3
4
s Kerry Oki was named communications director and will coordinate and direct all
6
7  an office manager at Luna Sea, Inc. and has degrees in both marketing and

8

]

File Home Insert | 7
|
@ (s Orientation = »= Margins  Paper  Layout
|
1M Size~ 12 sedion
Margins al
- == Columns ~ b Section start: New page ~
Page Setup Suppress endnotes
Headers and footers
| Doiterent gau anc Line Numbers 7 x
[ Different first pag
o [ Add line numbering
From edge: [ Sttt 1 B
| Fromtet: Auta 5
1 Board of Page g
| Countby 5 =
2 Mayb Vertical alignment: |1 ;
3 - Humbering:
() Restart each page
4 New Con
K (O Restart each section
5 Kerry O | Preview (® Continuous
6 formalin
7 an office! B Cancel
8 commun -
[ e Cli e
10 s Int —
11 s Pr¢
1 o Up ApBhvte: [Whole document | Borders...
13 |
.|| SetAs Default oK cancel
14 Monthir wy
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Tell me

on Pane )
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Protect Documents

When a document is finished, you have a few ways to let others know that further edits aren’t needed, and

to prevent them from making any edits at all.

Mark as Final

Marking a document as final lets others know that it’s finished and no further edits are necessary.

removes proofing and editing markup.

o Click the File tab. 06-protect-documents - Word Kayla Claypool 1

It also

. File Home Insert Draw Design Layout References Mailings Review View Help O Tellme [t =
e Click the Protect Document o (Bt T - ol @
button. | BT U-®xx A &

Styles | Editing | Dictate

- S A-L A AN
Several Options for protecting Clipboard Font = Paragraph il Styles = Voice

a document appear here.

06-protect-documents - Word Kayla Claypool (&) & 7

0 Select Mark as Final.

The first confirmation dialog

me l/é Always Open Read-Only
box lets you know that marking

Prevent accidental changes by asking
readers to opt-in to editing.

! . Document Encrypt with Password
a document as final will also Bt T, Pessword-protect this document
save it. > Upload Restrict Editing focation
[Z] Control the types of changes others
can make

Restrict Access
Grant people access while remaving 3

their ability to edit, copy, or print.

Properties -
@, Add a Digital Signature )
. o} g Size
Save As Protect I Ensure the integrity of the document
Document - by adding an invisible digital signature Pages
Print Mark as Final Waords
Let readers know the document is Total Editing Time

Share ] final.
£ @ W A— Title

Eefore publishing this file, be aware Tags
Export Check for that it contains:

il . Comments

= Document properties and

Transform author's name

Related Dates
Close Last Modified

Manage Document
)

Created

] There are no unsaved changes. Last Printed

13.6KE

1

143

& Minutes
Add a title
Add atag

Add comments

Today, 12:47 PM
Today, 12:46 PM
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Click OK.

A second confirmation dialog
box appears. This one explains
a bit about what marking a
document as final will do.

e Click OK.

All typing, editing commands, and
proofing marks are cleaned up. The
ribbon is hidden to discourage editing
and a Marked as Final icon appears in
the status bar.

Save

Save As

Print

Share

Export

Transform

Close

Info

Document
Desktop

& Upload

|&% Share @ Copy path

5 Open file location

Microsoft Word

This document will be marked as final and then saved.

Cancel

X
roperties -
e

ges

ords

Check for
Issues ~

0

Manage

P,

Inspeci@@dcument

Before publishing this file, be aware
that it contains:

®  Document properties and
author's name

Manage Document

[ There are no unsaved changes.

Total Editing Time
Title
Tags

Comments

Related Dates
Last Modified
Created

Last Printed

13.6KB
1

143

6 Minutes
Add a title
Add atag

Add comments

Today, 12:47 PM
Today, 12:46 PM

Microsoft Word

Info

Document
Desktop

¢ Upload

@ Share

@ Copy path

[ Open file location

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

o When a document is marked as final, the status property is set to “Final” and typing, editing commands, and proofing marks are turned off.

Export

Transform

Close

[ pon't show this message again

You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

]
Check for
Issues ~

i

Manage

Inspect Do nt

Befare publishin
that it contains:

e, be aware
= Document properties and

authar's name

Manage Document

] There are na unsaved changes.

Title
Tags

Comments

Related Dates
Last Modified
Created

Last Printed

Add a title
Add atag

Add comments

Today, 12:47 PM
Today, 12:46 PM
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Password Protect a Document

If a document will still need a few changes, but only from specified individuals, you can also password-
protect a document to limit who can open and edit it.

0 Click the File tab.

o Click the Protect Document
button.

e Select Encrypt with Password.

The Encrypt Document dialog
box appears with a password
field, where you can enter a
password.

o Type your password into the
field and click OK.

o Reenter the password in the
field and click OK.

Now anyone who wants to open the
document will need to enter the
password first.

File Home Insert Draw Design

Calibri (Body) -4
@

B T U-abx x A

- X A-L-A-pa- A

06-protect-documents - Word Kayla Claypool

A”;_a,-lﬂ p

Layout References Mailings Review View Help

Eééip

8

Styles | Editing | Dictate

P Tellme [ =

Issues ~

Transform

Close

final.

Manage Document
IF] There are no unsaved changes.

Related Dates
Last Modified
Created

Last Printed

Clipboard 1 Font [ Paragraph | Styles & Voice
06-protect-documents - Word Kayla Claypoel (8) & 7 - O
‘11 Home
Document
[ New Desktop Always Open Read-Only
S Prevent accidental changes by asking r
& Upload I readers to opt-in to editing. peation
E Encrypt with Password
Q Password-protect this document
Restrict Editing
Control the types of changes others Properties ~
Size 13.6KB
Save As Protect Restrict Access »
Document - Grant people access while removing == L
Print their ability to edit, copy, or print. Words 143
Add a Digital Signature Total Editing Time 6 Minutes
Share Ensure the integrity of the document Title Add atitle
@ by adding an invisible digital signature
Tags Add atag
Export. Check for Mark as Final C = Add
Let readers know the decument is emmen fd comments

Today, 12:47 PM
Today, 12:46 PM

Info

Desktop

P Upload

Document

@ Share @ Copy path = Open file location

e

Protec
Documer

Encrypt Document ? X

Encrypt the contents of this file
Password:
sesssses

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place,

[Remember that passwords are case-sensitive ]

Concel

Properties -
Size

Pages

Waords

Total Editing Time
Title

&

Export Check for
Issues ~

Transform

Close

0

Manage

[L—

Before publishing thl@
that it contains:

= Document properties and
author's name

Manage Document

rE‘j There are no unsaved changes.

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

13.6KB

1

143

6 Minutes
Add a title
Add a tag

Add comments

Today, 12:47 PM
Today, 12:46 PM
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Remove a Password

Setting a password on a document isn’t permanent. If you need to remove it, you can. Once the password is

correctly entered to open the protected file, you can follow the steps to remove it.

a C I ick t h e Fi I e ta b . 06-protect-documents - Word Kayla Claypool

File Home Insert Draw Design Layout References Mailings Review View

Help O Tellme [ =

Click the Protect Document oo (3oc - P
) 4 £ LQJ
button ED B rled 'B" Styles | Editing | Dictate
- S A-PL-A-pa- AN - - .
e Select Encrypt With password Clipboard Font B Paragraph l Styles Voice -
The Encrypt Document dialog
box opens again, with the 06-protect-documents - Word KayaClaypool & & ? - O X
password filled in already. @ Info
Delete the password in the i (i
Document
field. [ New Desktop / Always Open Read-Only
{S) Prevent accidental changes by asking r
. € Upload [ readers to opt-in to editing. F‘at‘””
Click OK. .
E Encrypt with Password
Q Password-protect this document
The password is removed and no Restrict Editing
. (=1 Control the types of changes others Properties ~
longer required to open the document. (& can make o -
L S Protect Restrict Access , '
Document - Grant people access while removing  * == i
Print their ability to edit, copy, or print. Words 143
Add a Digital Signature Total Editing Time 6 Minutes
Share £ Ensure the integrity of the document Title Add s title
@ by adding an invisible digital signature
Tags Add atag
Export Check for Mark as Final C = Add
Issues - Let readers know the document is emmen fad comments
Transform final.
Related Dates
Close Last Modified Today, 12:47 PM
’Eﬁ Manage Document Created Today, 12:46 PM
= 1) There are no unsaved changes. -
| o P T
v
Document
Desktop.
P Upload | Share @ Copy path = Open file location
Encrypt Document ? X
Encrypt the contents of this file
Password;
= ve| Properties -
El| Caution: lose or forget the password, it .
Save As Prot cannot be recovered. It is advisable to keep a list of Size 13.6KB
= rated passwords and their corresponding document P
Documel  names in a safe place. ages 1
. {Remember that passwords are case-sensitive) Wards 143
Total Editing Time 6 Minutes
Sh @3 X Title Add a title
Before publishing this aware Tags Add a tag
Export Check for that it contains: .
Jssues - Comments Add comments
= Document properties and
Transform author's name

Close

Manage Document
m

rE‘j There are no unsaved changes.
Manage

Pt =

Related Dates
Last Modified
Created

Last Printed

Today, 12:47 PM
Today, 12:46 PM
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Inspect a Document

If you’re going to be sharing a document digitally, you may want to check for hidden text like watermarks,
comments, and other metadata that should be removed before publishing.

Inspect a Document

Click the File tab.
Click Check for Issues.
Select Inspect Document.

The Document Inspector dialog
box opens. This lists all of the
kinds of hidden data you can
find in a document.

e Comments, versions, and
revision marks

e Document properties and
personal information

e Task pane add-ins
e Embedded documents

e Macros, forms, and ActiveX
controls

e Collapsed headings
e Custom XML data

e Headers, footers, and
watermarks

e [nvisible content
o Hidden text

Select which hidden data you
want to check for, then click
Inspect.

The document is analyzed, and
any instances of the selected
hidden data are noted.

File Home Insert Draw Design
Calibri (Body) -~

3| BT U~-ax xX A

- S| A2 Anar

Clipboard &

07-inspect-a-document - Word KajlaGlaypool

Review View Help O

Jo)
8
Styles | Editing | Dictate

Layout References Mailings

A AT

Font [F] Voice

Paragraph

nl Styles =

Tell me it =

07-inspect-a-document - Word Kayla Claypeol (&) &) 7 - O
Document
Desktop
&5 Upload |8 Share @ Copy path | | 5 Open file location
Info
Save IE' Protect Document Properties -
) Y Control what types of changes peaple = T
Save As Protect can make ta this dacument.
Document - Pages 1
Print ! Inspect Document 143
© Check the document for hidden properties TR A
: or persenal information.
Share le Add a title
@ Check Accessibility )
Export B fox 4 Check the document for content that people 95 Add atag
1 9, with disabilities might find difficult to read. imments Add comments
Ten=tmm @H Check Compatibility
5" Check for features not supported by earlier zlated Dates
versions of Word,
Close —-5t Modified Today, 3:33 PM
Created Today, 3:33 PM
Manage Document &
'_"j Last Printed
] There are na unsaved changes.
® -
Document Inspector ? X
(i) Home Ta check the document for the selected content, dlick Inspect.
-

DNEW

& Open

Info
Save
Save As
Print

Share

Export

Transform

Close

Comments, Revisions, and Versions
Inspects the document for comments, versions, and revision marks.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

Embedded Documents

Inspects for embedded documents, which may include information that's not visible in
the file.

Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX controls.

[ nk

Inspects the document for Ink.

Collapsed Headings
Inspects the document for text that has been collapsed under a heading.

4

5 v
’D Last Printed

Close

19.4KE

B

143

2 Minutes
Add a title
Add atag

Add comments

Today, 3:33 PM
Today, 3:33 PM
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o Click the Remove All button
next to a category’s results to
remove those elements.

o Click Close when you’re done.

The hidden elements are removed
from the document, and it's ready for
distribution.

Save

Save As

Print

Share

Export

Transform

Close

1 r

Document Inspector

Review the inspection results.

®

® ©

@

©

Comments, Revisions, and Versions
The following items were found:
* Revision marks

ind Personal
The following document information was found:
= Document properties
* Author

Task Pane Add-ins
We did not find any Task Pane add-ins,

Embedded Documents
No embedded documents were found.

Macros, Forms, and ActiveX Controls

Mo macros, forms, or ActiveX controls were found.

Collapsed Headings
No collapsed headings were found.

Custom XML Data

Remove All

Remave All

Note: Some changes cannot be undone,

Reinspect

19.4KB
1

143

2 Minutes
Add a title
Add atag

Add comments

3:33PM
. 3:33 PM

L

Ve e ge DUCUITTETTIT

it There are no unsaved changes.

Last Printed
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Forms

You can use Word to create interactive digital forms that other people can fill out on their computers before
printing or sending them back to you. It takes a little preparation but keeps you from having to decipher
messy handwriting! Some of the tools you will use when creating a form include:

Templates: Forms are normally saved as templates so that they can be used again and again.
Content controls: The areas where users input information in a form.
Tables: Tables are often used in forms to align text and form fields, and to create borders and boxes.

Protection: Users can complete the form fields without being able to change the form’s text and/or
design.

Show the Developer Tab

Before you can create a form, you’ll need to turn on the Developer tab to get access to the advanced tools.

Click the File tab. 08-forms - Word Kayla Claypool
) File Home Insert Draw Design Layout References Mailings Review View Help 2 Tellme [ =
Select Options. A cat (O T - ==|a, (2| B
. . Pmej[lh B T U-~-ax x f HE Styles | Editing D\Lcrt:te
The Word Options window S S| AL Ana AN K R 27
opens. Clipboard Font [F] Paragraph nl styles = Voice -~

08-forms - Word Kayla Claypool (&) &) 7 - O X
Ly Contral what types of changes people Size 12.1KB Y
Protect can make to this document.
Document Pages 1
Wards 13
Total Editing Time 18 Minutes
@ Inspect Document Title Add a title
Before publishing this file, be aware Tags Add a tag
Expart Check for that it contains: o
Issues ~ . Comments Add comments
= Document properties and
B rstorm author's name

Related Dates

Clase Last Modified Today, 5:17 PM
Eﬂ Manage Document . Today, 507 PM
1] There are no unsaved changes. y
Manage ast Printed

Document
Related People
Author
KC Kayla Clg

Add an author

Last Modified By Y
ayla Cla

Account

Feedback Related Documents

B Open File Location

Options

Show All Properties
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Click the Customize Ribbon tab
on the left.

The column on the right
controls which ribbon tabs are
enabled.

Check the Developer check
box.

The Developer tab now appears on the
ribbon. In addition to advanced tools
for macro recording, add-ins, and
document protection, we now have
access to form controls.

Click OK.

Word Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced
Customize Ribbon

Quick Access Toolbar

E‘% Customize the Ribbon and keyboard shortcuts.

Choose commands from: (&

Popular Commands It
% Accept Revision -
Add Table »

= Align Left
E= Bullets ,
= Center

Change List Level 4
opy
Cut

Define New Number Format...

Customize the Ribbon: ()
Main Tabs

Editing
Voice

Insert

Draw

Design
Layout
References
Mailings

Add-ins R Delete
B# Draw Table
Trust Center Draw Vertical Text Box
B2 Ermail
O Find
I3 Fit to Window Width
Font
% Font Color ¥ = New Tab New Group Rename...
Font Seftinas Customizations: | Reset v
Keyboard shortcuts: | Customize... ]
4 »
Page10f1 13werds [|2  English United States) ] B - 1 + 90%
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Create a Form

Once you've enabled the Developer tab, and created the layout and structure of the form, you can start
adding form fields to your document with Content Controls.

o Place the text cursor where = 08-forms - Word L. KaylaClaypool H = —
you Want to Insert the form File Home Insert Draw Desig Layor Refer Mailir Revie View De_\m\ Help Design Layout © Tellme: =] =
. — [ oo BN i
field. EEE OT B 2= 2 [ &
Visual Macros | Add- Word COM i S apping Restrict | Document
. Basic Fiiy ins Add-ins Add-ins | [Eg e ) Pane Editing Template
e CIICk the Developer tab on the Code Add-ins Controls > Mapping Protect Templates ~
ribbon. -

The Controls group contains
the different kinds of content

Bon Voyage Excursions

Controls yOU can add to a form, *Trave\satisfactionQuestiunnaire
as well as the toggle button for Clients Name: | |
Design Mode. .

9 Click the Design Mode button TP Purpose:
in the Controls group. First Class:

While Design Mode is active,
controls you insert won’t be
active, SO CliCking a check box Page10f1 13words [|2  English (United States) [E B - 1 + 90%
to move it around won't also

check it. You can also

customize placeholder text for 06-forms ~Ward i+ Kayla Claypoal
some COI’]tI’O|S File Home Insert Draw Desig Layot Refer Mailir Revie View Esv_;e\ Help Design Layout © Tellmet 15 =
) T = & B= Aa Aa B B i y
_ EEE OP BlosstONIE | 2 [
Click a Content Control Visual Macros | Add- Word  COM S BB B ot Mapping Restrict | Document
. Basic FilN ins  Add-ins Add-ins ’E:‘a E’R?" = Pane Editing Template
bUttonS to Insert the SeIeCted Code Add-ins | Controls Mapping Protect Templates -~
type of control. ' -
The content control is inserted.
. S Bon Vi E i
Tip: Select a form field and o N
click the Properties button on § o 1
the ribbon to edit a control’s
Date:
options. Depending on the
. Trip Purpose:
type of control you’ve inserted,
. First Class:
you can change its appearance, L
set up the options in a list, or
lock the control once edited.
e When you're done’ click the Page1of1 13werds [|2 English (United States) B B - 1 + o

Design Mode button again to
exit Design Mode.

You leave Design Mode, and the
content controls that you’ve inserted
can now be used.
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Form Content Controls

Aa

Aa

i

%ﬂ

| (I <

B

Rich Text

Plain Text

Picture

Building Block Gallery

Combo Box

Drop-Down List

Date Picker

Check Box

Legacy Tools

A text input field that allows for rich text formatting.
A text field limited to plain text, so no formatting can be included.

Accepts a single picture.

Shows a gallery of formatted design choices from the Quick Parts
gallery.

Creates a list that users can edit directly.

Users choose from several selections that appear by clicking the list
arrow.

Users select a date and the control automatically formats the date’s
appearance.

Inserts a check box into a form.

Contains the form controls from previous versions of Word.

© 2025 CustomGuide, Inc.
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Finalize a Form

When you’re ready to distribute a form so others can fill it out, you can restrict the form so that content
controls cannot be removed or changed by those filling it out.

Click the Restrict Editing
button on the Developer tab.

The Restrict Editing pane
appears on the right.

Check the Editing restrictions
check box.

Click the Editing restriction list
arrow.

Select Filling in forms.

When this option is enabled,
the only change that anyone
else can make to this
document is the filling in of
form fields. They won't be able
to move, delete, or edit the
fields themselves until
protection is turned off.

Click the Yes, Start Enforcing
Protection button.

A password is not required to
start enforcing protection, but
you can add one if you'd like to
prevent just anyone from
turning this protection off.

Enter a password (optional),
then click OK.

The document is now restricted, and
anyone you send it to will only be able
to fill in the forms.

08-forms - Word

File Home Insert Draw Design Layout Referenc Mailings Review View Develop Help © Tellme: = =
EEE O B reE2M [F K=
o= BB H
@Il [ E ]
Visual Macros Add- Word COM _D_ XML Mapping Restrict = Document
Basic A ins  Add-ins Add-ins | [E@ B~ = Pane Editing | Template
Code Add-ins Controls Mapping Protect Templates ~
westrict Editi.. ™ %
1. Formatting restrictions
[ Limit formatting to a selection
of styles
Bon Voyage Excursions SHINEE
Travel Satisfaction Questionnaire 2. Editing restrictions
Allow only this type of g
in the document:
Client’s Name: Enter your name.
Mo changes (Read only] | =
i V. Tracked changes
Date: Select the date of your excursion_ Comments
Filling in forms
Trip Purpose: Select the purpose of your trip (Mo changes (Read only] ___5ng
choose users who are allowed to
freely edit them.
First Class: O Groups:
 Co—
&% More users...
»  3.Start enforcement
4 3 =
Page1of1 29words [|2  English (United States) B B - | + 90%

Kayla Claypool [l =

File Home Insert Draw Design Layout Referenc Mailings Review View Develop Help © Tellme: 1= =
EES O Blesety | @ [ &
— =L g = El=lE]=
Visual Macros Add-  Word COM |;| XML Mapping Restrict | Docurent
Basic iy ins  Add-ins Add-ins | Eg E¥ - = Pane Editing Template
Code Add-ins Controls Mapping Protect Templates ~
Start Enforcing Protection 7 X% Restrict Editi.. ¥ %

Protection method

(@) Password

(The document is not encrypted. Malicious users can edit
the file and remove the password.)

Enter new password [optional):

Bon Voyage Excursions
Travel Satisfaction Questionnaire

Reenter password to confirm:

Client's Name: Enter your name. User authentication
(Authenticated owners can remove dacument protection.

The document is encrypted and Restricted Access is

Date select the date of y| enabled.)
TrnPurpose: | select the purpose Cancel
; n
First Class: O ‘ 6
-
4 »
Page10f1 29words [J2  English (United States) Eg

1. Formatting restrictions

[ Limit formatting to a selection
of styles

Settings...
2. Editing restrictions
Allow only this type of editing

in the document:

Filling in forms =

3. Start enforcement

Are you ready to apply these
settings? [You can turn them off
later)

Yes, Start Enforcing Protection

See also 6

Restrict permission...

B - '] + 90%
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