MSWord (Advanced)


Track Changes
Track Changes is a great tool in MSWord when sharing/reviewing documents.  The NCASWCD also uses this function at the Annual Meeting to update the Program Objectives document, for consideration at the Business Meeting. 

1.	Turn track changes on or off – on the Review menu, click track changes; it will be highlighted when enabled.

Turning off track changes does not remove changes that have already been tracked.  Instead, turning of track changes enables you to modify the document without marking what has changed.

2.	Tracking changes while you edit – is as simple as typing/deleting normally while the Track Changes feature is enabled.

When you correct/change something, it will look like this with Track Changes enabled, new text will appear this way, you’ll also note the line in the margin on the left of the page.

3.	Review Tracked Changes – on the Review menu, click Next, then Accept or Reject change.  When you Accept or Reject a change in this way, it will move to the next proposed change; you may also skip review of a particular change by advancing with the Next button.  You may also choose to Accept All or Reject All changes, without reviewing, by choosing Accept all changes in document from the pull down under the Accept button.

4.	Happy Tracking!



Mail Merge
Do you have a great spreadsheet with all the data you need, but don’t want to have to spend time transposing information to another file type to make nametags, receipts, mailing labels, etc?  The Mail Merge function is a great tool that saves time and helps eliminate errors.  Steps below will help you to create a simple Mail Merge.

1.	Open the document that you want to merge info into; for example a letter template in MSWord that you will need to fill in mailing address information.

2.	On the Mailings menu, choose Select Recipients; Use Existing List.

3.	Find the file that contains the information you need, highlight and click Open; for example an .xls file that contains address information.

4.	Highlight the places where you want to insert information from the data file (be mindful of spacing, formatting, etc.), and click Insert Merge Field.  A list of the column headers from your data file will display; for example last name, address, city, state, zip.

5.	You can click Preview Results to see what the first record will look like in the merge; this helps to correct formatting as necessary.

6.	Select Finish & Merge; Edit Individual Documents will allow you to go through and make minor adjustments as necessary.  You can choose just a portion of your data file to create the merge, or all records.

7.	The mail merge will complete for you to save as a new file and use for printing and other uses.


Example

Please compose a letter to every Supervisor in the state to read as follows:

First name Last name
Office
SWCD name
Address 
City, State Zip

Dear First name Last name,

Each year Supervisor training is conducted at the UNC-Chapel Hill School of Government.  This is an important training for you to attend to understand your legal responsibilities and duties as a SWCD Supervisor.

Upcoming training is scheduled for February 14th and February 15th, 2012.  Please note these dates and additional information will be circulated in the future.

Thank you.
