Bethel Online Academy HowToOs

Creating an Idea Web in Word

If you have taken a history or English class in Bethel Online
Academy, you’ve probably been asked to revise and edit
multiple drafts of a paper. This guide will help you to create
multiple drafts and included editing and revising comments right
on your word document.

LetOs gather our resources first

Step 1
Go to the <View> menu, go down to <Toolbars>, and make sure
that the <Reviewing> toolbar is showing.

Step 2
Find that toolbar and place it where it is best for you (usually
found at the top of the screen).
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Step 3

Now let’s make sure we keep a copy of your rough draft that we
can always go back to. Go to the <File> menu and click on
<Versions...>.

Step 4
When the dialog pops up, click <Save Now...>
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Step 5
Enter comments for this version (such as Rough Draft, revising, Final Draft, etv.)

Date and time:  2/15/2008 9:05 AM
Saved by: Bethel School District

Comments on version:
Put your comments herel

oK Cancel

Step 6
Click <OK>. That version will now pop up in the list of versions.
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Step 7

Now you must set your document to track of all of V" gpeling and Grammar...
your changes. To do this, go to the <Tools> menu and : Language

choose <Track Changes...> | word Count.s:

'/2 AutoSummarize. ..

Speech

@ Track Changes Chrl+Shift-+E




Step 8
Go to Town

Now, anything you do to your document from this point on will be tracked. If you were to go
back and make changes, they would be recorded.
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Step 9
You can also use the comments button to add comments to your document if you’re not exactly
sure what to change, but know you will need to in the future.
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Step 10

If you want to send your document to a friend so that they can look it over, you can also protect
your document, even with a password, so that you will be able to review each change when you
get it back. Go to the <Tools> menu and choose <Protect Document...>. From there a dialog
will allow you to protect the document by tracking changes, or allow only comments. You can
even choose to put a password on your document as added protection.
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Remember to keep multiple versions saveds you go, so that you can show your instructor the
work you’ve gone through to improve your paper over time.




