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CHANGE A DOCUMENT (RED-LINING OR TRACKING CHANGES)

Table of Contents

OPEN A NEW TEXT FILE
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”Red-lining” or “tracking changes” are the names used for the ability that allows you to make
changes while retaining the original material. For example, when you delete a word or words,
OpenOffice draws a colored line through the word(s) but doesn't remove them. When you send the
file to another person, he or she will be able to see what you have proposed as changes and what
was there originally.

“Red-lining has the ability to accept or reject all of the proposed changes or one change at a time.

This tutorial allows you to make proposed changes, adding a comment, and accepting or rejecting the
changes.

Open A New Text File

" on the desktop, click BUEEESE> (! 1")&* + # | * 4+ & 1o
" you are in Writer or Calc,click = ( * _ . *_ /- #0) -
In either case, the text document appears on our screen.
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Changes are usually marked in red. Red was set as the default when you downloaded
OpenOffice. When more than one person is proposing changes, it can be helpful if different people
use different colors. You can change your color by clicking "Tools > Options > OpenOffice.org

Writer > Changes". Click on the ™ and scroll until you find the color you want.

We will use red in this tutorial.

1 -

Text will be entered so we have something that can be Red-lined.

Type the words, % &,(1 - -2 18- 3&-%&+" -
L L 0 1°"#

Click _ -* %" _ & (A menu appears)

| Record
Protect Records...
v Show

Accept or Reject...

Merge Document...

(1] "!1 III(# 4"

Changes will be recorded when there is a #% #$ )"'!$ before the word _ # 1 .
_" there is a check mark before the word Record, move your mouse so that the pointer is off of the
word Changes. (The menu will go away) _" there is not a check mark before the word Record, click
onthe word _ # ! (The menu will go away. A check mark has been placed before the word

Record)

% &

You have the choice of allowing proposed changes to be seen, or not seen, in your document. To be

seen a check mark must be before the word Show.

5 _" there is a check mark before the word Show, move your mouse so that the pointer is off of the
word Changes. (The menu will go away) _" there is not a check mark before the word Show, click on
the word _% - (The menu will go away. A check mark has been placed before the word Show)
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Use the above section and place a check mark before __ # ! and _% -.

(- /-

Delete the words “and his grandparents, Paul and Cindy Falcon.

Place the Mouse pointer just before the word " . Hold and keep holding down the &% ,- $ 1 and
pressthe . "Il _ $ 1. (The words to be deleted are selected)

Pressthe ( - $ 1. The words, "and his grandparents, Paul and Cindy Falcon", appear in red and
have a line through them.)

Jehn is fiying to bew York ta visit his parents. Jae and Mary Falcan. and his

/-

Place the cursor after M"11 ""(# 4 then insert a spac and add a period. Type the words, -% (3
"I _ 2 1$. Press the space bar. (The words, " who live near New York", appear in red and are
underlined.)
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Extended tips has to be activated.

Click Tools > Options > OpenOffice.org > General.
Under Help, there has to be check marks before the words Tips and before the words
Extended tips. IE a check mark is missing, click on the word(s) without the check mark.
When done, click on the OK button..
Click anywhere on the red underlined words who live in New York.

5 Click Edit > Changes > Comment. (The “Comment: Insertion” window appears.)



~N o

Page 4 of 5

'‘Comment: Insertion

Contents e
Author unknown, 02/02/2008 16:07
Text Cancel
four miles &) Help
™
[{_] 111 [i]
Insert

In the Text box, type the words four miles.
Click OK

## +- 1 8 # K &

. Click _ -* %" _&*_# + 1 8§ #-. (The “Accept or Reject Changes” window opens. Both
the window and the document can be seen.)
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Accept or Reject Changes !E!
List [Filter |

Insertdon unknown

Lielitivn unkriown }
Delatizn unknown 0222008

Arret N Rrinet | | Aceptal | Rpicet Al

There presently is a bug in the 2.3 version of OpenOffice. At first you will not be able to see the

# +-, 8 #-, ## + ((and 8 # ((Dbuttons at the bottom of the ## +- 1 8 # %" &
window.
To see the four buttons, move the pointer of your mouse on the edge of the ## +- 1 8§ #-

%" & window. The pointer changes to an arrow pointing in two directions.

G

Press and keeping holding down the left button on your mouse then move the mouse slightly to the
right. (The four buttons appear at the bottom of the window,,

5 Ifneeded, dragthe ## +- ! 8 # %" & window out of the way. (To drag the window, put the
cursor on the blue line that has "Accept or Reject Changes.." Press and hold down the left button on
the mouse and move the mouse in the direction you want to move the window. Release the mouse
button when the window is where you want it.)




