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Have you ever experienced having two versions of the same
document on your disk and not sure whether the document
you're looking at is the updated version? Or did someone
edit your document without tracking the changes and you
need to easily see the changes?

If Yes, Word provides the built-in Compare feature, which
allows you to compare two documents and see the
differences.

NOTE: Productivli.Ly is a regular emaill publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:

ict-process(@pijlhvillier.com
(Quk I Next> Missed an issue? Click here to visit the Productivl.T.y section
in Mylink for back issues.
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How To Compare Two Word Documents:

Let’s say you have two documents, as shown below, and you want to compare them to track the changes and differences:

Mame Size  Twpe Drate Modified
@My Document]  docx 10KE  Microsoft Office Word Document 2/25)2011 11;48 AM
@My Document, doc 10KE  Microsoft Office Word Document  2/2202011 540 PM
MS Word 2003 MS Word 2007
1. Open the revised document. The revised version may be the document 1. Open any of the two documents.

with the latest date modified.
2. In the Review Tab, select Compare in the right end of the ribbon and from

Note: Order of the document is important here. Word will consider the the list, choose Compare... (Compare two versions of a document [legal
Second (original) document as a base to which the First blacklinel.).
(revised/chosen/open) document will be compared to.

e
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2. In the Tools Menu, select Compare and Merge Documents... 5 :

a2y S0g. The Quick Brown f0s [Umps Ove ¥

3. The Compare Documents dialog box will open.
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doc - Microsoft Word

3. The Compare and Merge Documents dialog box will open. Browse the
file to which you will be comparing the open document. (Since the open
document is the revised document, browse the original document.)

gompareliociments 0?2 %]
Qrigns document Revised document

M E | M
Label changes with | Label changes with [

'

4. Navigate to and select the Original document and Revised document by
clicking on the = (Browse) icon.

Qrignal document Revised document
ee— - - (v e
Beowie 1ot On

[ coxe ]
Compare Dociments s—? | X

Qrignal document Bevised document

e — ™ S v =]

Labei changes with Lakel changes with Em'
o ]

Note: If you're not sure which is the original or revised document, you may

refer to the Date Modified. The revised version may be the document with the
latest date modified.
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Compare and Merge Documents

Look n:

Ie)

My Recent
Documents
Desitop
cJ
My Documents

My Compnter

My Network
Places

) MeL
!)_]My Oocument | .doc

1 My Document. doc

Fie pame:

Flles of type: | a8 word Documents (*.doc; *.doc”; *. & Cancel

9 B|Q X g - Tooks~

v [liegsl blsckine
(] Eind formatting

4. Check on Legal blackline checkbox and notice that the button will
changed from Merge to Compare. Click on the Compare button.

Name «
)My Document1.docx
£4\My Document. docx

Seze Type
10KB  Microsoft Office Word Document
10KB Microsoft Office Word Document

Date Modified

2/25§2011 11:48 AM
2/22{2011 5:40 PM

B Y, TSR
r‘.wuy-.w: Dpcuments)

[?]x]
Revised document

bd &F | MyDocumentl.docx M &
Label changes with

Lo J[ come |

If desired, Click on the More >> button to show the Compare Documents
options (Comparison and Show changes settings).

- SRR E a7 PR PSR LR VS e
NOMpPAreocUments

ag

Qriginal document
My Document , docx
Label changes with

m
e ]

Revised document
ba 7 | My Document].docx v il
Label changes with

o ) [Coman

You can choose to only compare some aspects of the document in the
Comparison Settings and set the Show changes in and at settings.

Note: You may select New document in the Show changes in area. The
original and revised documents remain unaltered and a new Compared

Document is created and shown automatically. However, you can also choose
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Compare and Merge Documents

Look o L 28

' !]My Document 1 . doc

v @ @/Q X 3 Tedks-

My Recent
Documnents

g s came v [Zlepdtisdins]| ]
My Network ) Compare ‘
Places | Fles of type: | a8 word Documents (*.doc; *.doc®; *. W ,

5. The new document (Compared document) will be displayed, showing
the differences and changes made.
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The @Ack Baowm Tom pumgn Ownr The Ly 0g The ik Brawm fox Jumge sver 1he iy 85¢ The gl
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00 g et the Lty 80§ Tha gubch Beuwn fow Jumpt sver the Laly S5 The quid bedwm fox juamge
| et D0 Ly o T bh Brouans Pow juamgs oves T Loy $0¢ Thee quieh baou i Jy Jusmiong ved the et o

Oa "o s b b s
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to show changes in the original or revised document.

When done, click OK.
Couplyidr s Uz il il ﬂﬂl
Qriginal document Revised document
t Decamms e B4 &5  MyDocumentl.docx vl
Labal changes with Label changes with
- e —
T T
[Comportson sattons
: (7] Tables
(4] Moyes [7] Headers and footers
[¥] Commeqts [¥] Footnotes and engnotes
[¥] Earmatting [¥] Textboxes
(] Case changes (] Fields
[¥] whate space
Show changes
Show changes at: Show changes in:
O Character level O Original document
@ Word level O Revised document
(3 New document

The following will be displayed:

= Left side of the pane: summary of revisions and difference between the
documents

= Middle: (Compared Document) - The differences will be shown as strike
of lines, making it easy for viewing the differences.

» Right side of the pane: It will display the view of source documents (both
revised and original document).
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Note: The view on the right side of the pane can be changed by clicking the
Show Source Documents in the ribbon and selecting an option as shown
below.
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The quikk brown fox jJumps over the lazy dog. The quick brown fox jJumps over the lazy
I |°°¢ The quick brown fox jumps over the lazy dog. The quick brown foxes jemped over
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