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How to Track Changes
Here is an example of what I might right on my 1st draft. AND yes, eye did intentionally make mistakes so that I can demonstraight how to track changes. Once you have written ur first drarft, it’s a simple step of selecting TRACK CHANGES from the TOOLS menu (u can also hit CTRL+SHIFT+E). Now you’ll be able to see all the revisions you’ve made! In order to view a pristine final draft, simple select FINAL from the drop-down menu Display for Review (on the Reviewing Toolbar). If you can’t see it, but sure to select Reviewing from the View >> Toolbars menu.

