HOW TO COMPARE TWO DOCUMENTS

IN MILROSOFT WORD 365

il Tormen Wl
e

hedvg
R erwEs DG
B revisbem

im ] el
Third, yo we s for
=l hrg

1 s

-l £ SearchBene

Sk

_h\__ Gy e it . I-"'hl [T [HPaeaa
Ll [P St i L

b
:,W.-Hh-—-ql.u--

Loy T [T A [ i |

% ekt
Syl Frpd

How to compare two documents in Microsoft Word 365

Tisghay, will b demanstrating bow (o compare I Micrescds ward dotuments,

The reason why you would need to perform such operation, i to compare the differences betwoesn 2
documents which are the same, But at a different version. This will provide the ability to view the
thanges between them.

The fiirst thing you need to do, is to open Microsaft Word. While | am using Microsoft Word 365, the
process should be the same for previous versions of ward, maybe with the sections slightly moved
within the tabs.

{hck on the top pane, and select the “Review”™ tab. Then under the Compare section, click the
“compare” buttan, and click an “compare™.

A nesw windos will open called “Compane Documents”, Hene you need Lo select the arigingl dooument,
arsl Th revised dosument, inarder Lo view [he chanpes beElween tham,

Once you have added the documents, under the revised dotument sectian, you get the option to label
the changes with your rame or the persea that has perlarmed them. This is to make it eazier to identily
wh has made thede changes,

fou are also provided with a number of other settings, regarding to the comparisan. By enatbling or
dizabling any of these items, word will display the changes made accordngly.

Blsn, the comparison can be set to showdsplay changes at either character bevel, which means each
individual letter, number or ather character, or ward bevel, which means the chamges will be displayed
far the entire word, instead of the specific character,
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