Office Word 2003 

Tutorial 9 Internet Assignment

Tracking Changes, Admissions

You have just been hired as the Dean of Admissions at a prestigious university. Your first task is to revise the freshman admissions area of the school’s Web site. You will be working collaboratively with your team to revise the document, so to best organize everyone’s input, you will be working with the Track Changes feature.

1. Start Word, and begin with a blank document.

2. Save the document as Admissions[your_initials].doc.

3. You will need to ensure that Track Changes is turned on (the Reviewing toolbar will appear).

4. Save your work on the document thus far, and start your Internet browser.

5. Search the Web for the admissions requirements or standards for the university of your choice.

6. Copy and paste the text you found online into your document, and continue working.

7. Using Track Changes, make at least three changes to the existing text.

8. Insert at least two comments for other reviewers of this document.

9. Highlight an area you would like other reviewers to focus on.

10. Save any changes to the document.

11. Preview and print your document.

