Giving Feedback on Word-Processed Text 
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Hello again. I’m writing to you early because a storm is expected soon and we might lose electricity.

Today, because of the possible storm, the university where I teach was closed. At home I provided feedback on some manuscripts, using the Track Changes feature of Microsoft Word.

Doing so reminded me that my AuthorAID colleague Julie Walker had recently asked me for resources on using Track Changes. (She wanted to share this information.) The resources I listed were

· Microsoft Word’s instructions for using Track Changes 

· a handout from the University of North Carolina at Chapel Hill 

· a handout, from the University of Wisconsin-Eau Claire, on using Track Changes in Word 2007

We thought I should also mention these resources in this blog.

Conveniently, Track Changes lets others see what revisions you made. It also lets you write comments. One comment I wrote today was “Perhaps this sentence could be deleted.” Another was “I found this introduction very well done.”

On part of one manuscript, I wanted to write a long comment. However, Track Changes is best suited for fairly short comments.

To have lots of space for the comment, I used an earlier approach: I inserted the comment into the manuscript text, but I wrote it in boldface and placed it in square brackets. Doing so helped show that the comment wasn’t part of the manuscript.

Either with Track Changes or by other means, providing electronic feedback on word-processed text is convenient. It’s a good way to give feedback if authors are far away.  If you review work by AuthorAID colleagues, I hope you'll at least consider this approach.

Wishing everyone a good week—

Barbara

在WORD文档中给出反馈意见
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微软公司WORD软件的使用说明（Microsoft Word’s instructions）中介绍了如何使用修订功能，北卡罗来纳大学教堂山分校的WORD软件使用手册（handout）和威斯康星大学欧克莱尔分校的WORD软件使用手册（handout），也介绍了如何使用WORD 2007中的修订功能。
修订功能便于让其他人看到你做的改动。而且，你还可以添加注释。但是，修订功能最适于那些比较短小的注释。如果注释较长，我会将它插在文章正文中，用黑体字并用方括号括上。这样做可以表明注释并不是文章的内容。
不管是使用修订功能还是通过其他方式，在WORD文档中给出电子反馈意见都很方便。如果是外地作者，这是一种很好的给出反馈意见的方法。
