How to Compare Word Documents

1. Start Word and open a new blank document.
2. In the ribbon menu, click Review.

3. Click Compare and then, in the drop-down menu, click Compare again.
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4. In the Compare Documents dialog box, choose the two documents you want to compare. To do that,
click the Folder icon on the left, in the Original document section, and select the Word document. Then
do the same with the Folder icon in the Revised document section to select the Word document that
has the changes.

5. Optionally, you can click More and customize the settings for your file comparison by choosing exactly
what kind of changes you want to see. Also make sure that under Show changes in, New document is
selected.

6. Click OK.
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You should now see a three-pane Word document. Here's how to use it:

The center pane displays the compared document. It incorporates all the changes in the revised
document, and you can edit it as needed.

The right pane shows the original and revised documents on top of one another. You cannot make
changes to these documents; they are visible for reference only. As you scroll through the document,
though, the center and right panes stay in sync and scroll together.

The left page summarizes every change in the revised document in list form. You can click any change
and the center (and right) pane will immediately scroll to that part of the document.

You can accept, reject, and make additional changes. When you are satisfied with the document, be sure
to save this new file.



O Autesee @) [ Compare Rk - Word

P Sparch (AR+Q

Oeihrcn ff ¥ F - O

File  Home Insert Draw  Design  layout  References  Mailings. Review  View  Help  Acrobat
fr N G 8O > Be F 0 Z B G
Edor =\ Riead Check Language Hew Tradking Mm,.ﬂ' Compise  PrO1Sl Mide  Reluree | Linked
o Aloud Accessibliny « b Comment = “ - bl - - nk = Aririland FMotes
Proaf rdy Speech Acoeswbilty Commants Changes Compale i Resume | OneMoie
= Word Coant 7
o Compared Document x| Diriginall Pecument {ebectrc car enginal - Dawe fohnson)
Revisions s o
A 15 revisdons o
Oy, B far we'v come in just & decade, A1 one Dime, eleclnne cars wire all o e e W' vee coma (n just & decade,
- ut urheard of- at pretty much any price point. In 2008, the automotie Unlike today, electric cars weere all but unheard
D”L:“E"“ sty wans SEaTIng donwn thee peak of & withesing fuel crisis, with the pump af Irs 2008 = at pretty much sny price point,
price of gascline hiting a naticnal average of 54,11 that summer. Even The autcmotive industry, awash almost
e tmipied compared 10 th gas crisis of the 19704, this wat staggering. Gas peices. entinely in iftermal combuastion powened cars,
O, would evertually come down, but that histaric high was something of a 'was stasing down the peak of a withering fuel
[iave Dieleted motivatian to both auto designers and consumers alike in search of better crists, with the pumg price of gasclire hitting &
Undike today transportation options. national average of $4.11 that summer. Gas
Dave bsnerted | Of course, electric cars waren't entirely unheard of. You could cartainly buy mﬂ“”m" w: :lmm':n
At ong time: a0 electric car in 2006 - the Tesla Aoadster, the Tirst street-legal, mass Both ek i wﬂs akkain
B Dhiissis produced si-slctric car sporting lithium jon balteries, cost roughty mun“m’:ﬁ'm’ e :
in 2008 5100,000. It had a range of about 200 mides on a single charge, and had the
——— high performance styling of 4 Lotus Elise, OF courss, being on the bleeding Of course, slectric cars wenen't entirely
The wdge came at a cost; Roadster pricing started at $80,000 and topped out wnkward of, even back then, If monsy was na
around £120,000 with options. It was dearly not a consumer cas for the object, you could buy en electric car in 2008 =
Dl Ienteited masses. the Tesla Roadster, the first street begal, mass
In 2008, the
| Aorsstse recutc cors raensin Exntre ool it o iitiag ks o
Do Dairias Revined Dodoment (slectric car Jaie - Dave)
o dreviesh almaost entinely in imtemal Corsumers without the ability to wiite a six-figure chisck would need to wait
coambustion powered cars, sveral years for an affordable electric car. Missan came close with the
s kmcathad Introdisction of the all-electric Leaf in 2010, With a total range of less than O, Bt 146 wit've Come in just & decade, A1
Even compaied 1o the gas crisks of the half of the Teska and a price tag of about 535,000, the Leaf proved it was one Eime, electric cars wene all but unheard
1970, this was staggenng posaible to sell an electic car that had a practical range at a price that was, if of- at pretty much any price point. In 2008,
- nok inguparshie, 31 |east competitive with mainstraam internal combustion the automotive industry was staring down the
e back ¥, if PP cars, The Leal his evoalved since that ficst iveastion; the 2018 Leaf now cosls peak of a withering fuel criss, with the pump
You could ! 530,000 while offering a range of about 150 e, price of gasoline hitting a national average of
| Testa rtuedf sefls a handful of models at & pumber of price points. The 4,11 that summer. Even campaned to the gas
Durvlnparic crisis of the L70x, this wat staggering. Gas
. You coudd certainly compary's "affordable™ moded, for sxamgle, i the Moded 2,2 sedan with a
- range of 220 milles. But starting at $35,000, i#'s sbll priced out of reach of prices would sventusly come down, but that
o g e a consumurs looking for an ineapensive car that dossn't gzl gasoling. higtorie bigh it somattiing f 2 methaiion te
: DPROALIGRISN il Chvroiet offers the Bolt, a similar gntry into the all-sbectric market witha Dok auto designers nd consumers sike in
seriously hobbled compromise abiis and peice tag. seanch of better transportation opticns.
wehiche, sither; it e "
Dinve 49 there's nothing truly nevolutionary sbout cwning an electric car anymare, OF Cch M SacHi: SRt Wi iy
et g i e e And yet, truby affordable electric cars - ones that elock in comfartably under sunigaiid.of- vious coild partaioly biyah titrk:
" car in 2008 = the Tesla Aoadster, the Tt
530,000, are st few and far between, What is taking o long? Where are all
Diave Dieleted - the sffordable EV? strewt-logal, mass produced all-slectric car
v sporting lithium ion batteries, cost roughly
iiwaeds [ TextPredictions: On  ThAseniang Cosdis go I Feun ] -——

4

- "

%



