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Integration: Collaborating in Workgroups with Word

Integration: Collaborating in Workgroups with Word
Overview

In this lesson, students will use Word to make collaborative review and editing of documents easier and more efficient. They will use Track Changes to record and mark edits to a document and accept and reject those edits as they choose. Students will send a document to multiple reviewers via email then merge the tracked changes with ease. Students will also learn how to protect a document from two specific types of alterations and how to further secure document with passwords. Attaching a digital signature to a document to authenticate documents is also addressed. Students will learn how to save different versions within the same document to better manage long, complex documents. So a project team member can easily access templates from a central location, students will learn to designate a workgroup templates folder.
Lesson Topics

	Tracking Changes to Documents

· Setting the User Name and Initials

· A Typical Editing and Reviewing Process with Change Tracking
	Setting Reviewer Ink Colors
· Specifying Colors for Reviewer Comments and Tracked Changes


	Reviewing Tracked Changes

· Display for Review Views

	Sending a Document for Review via Email

· Sending a Document to Reviewers
	Merging Tracked Changes

· A Typical Editing and Review Process

·  Displaying Tracked Changes by Specific Reviewers
· Displaying Tracked Changes by Type
	Protecting Documents
· Working with Passwords



	Attaching Digital Signatures to Documents

· Obtaining a Digital Signature

· Creating a Self-Signature

· Attaching a Signature to a Word Document


	Creating Multiple Versions of a Document

· The Versions Command

· Entering Comments on Versions
· Auto-Saving Versions on Close
· Opening Previous Versions
· Deleting Versions
	Setting the Location of Workgroup Templates

· Reasons to Use Workgroup Templates




	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	2 hrs 30 min
	15 min
	n/a
	n/a
	2 hrs 45 min


Preparing for this Lesson

A complete installation of Word 2003 is the only requirement for successful completion of this lesson.

Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Tracking Changes to Documents


	· Setting the User Name and Initials 
· A Typical Editing and Reviewing Process with Change Tracking 

	Notes
· Explain the Track Changes feature.
· Set the username and initials, and explain the importance and benefits of doing so.
· Switch on Track Changes.
· Discuss a typical editing and review process with change tracking.
· Edit and review a document.
Questions
· Ask: In what situations might you use Track Changes?

· Ask: Under what circumstances would you set the username and initials more than once in a document?
· Ask: Does tracking changes seem like something you will have use for in your work?

	Setting Reviewer Ink Colors
	· Specifying Colors for Reviewer Comments and Tracked Changes 
	Notes
· Explain that reviewers can specify colors for their comments and tracked changes. Explain the benefits of doing this.
· Set reviewer colors via Show(Options from the Reviewing toolbar.
Questions
· Ask: Why might a reviewer use an ink color for comments that is different from tracked changes?

	Reviewing Tracked Changes


	· Display for Review Views 

	Notes
· Explain how to review changes using the Reviewing toolbar.
· Cycle through the Reviewing views and explain the advantages of each.
· Demo accepting and rejecting changes.
· Finish the review by choosing Final Showing Markup.
· Switch off change tracking.
Questions

· Ask: Why would you choose one tracked changes view over another?

· Ask: Do you have a favorite tracked changes view? Give reason(s).

· Ask: What could you do if you wanted to reject a change and let the author know the reason?

· Ask: Does reviewing tracked changes seem easy? Explain.

	Sending a Document for Review via Email


	· Sending a Document to Reviewers 
	Notes
· Explain the FileSend ToMail Recipient (for Review) command.
· Send a document for review via email. (Start Outlook if you receive a There was a Problem Creating the Message prompt then try FileSend ToMail Recipient (for Review) again. If starting Outlook does not correct the problem, skip to the next topic.)
Questions

· Ask: What are the advantages of using Word to send a document for review via email?

· Ask: Under what circumstances might you want to use your email program to send files for review?

· Ask: Under what circumstances might you want to create new review copies?

	Merging Tracked Changes


	· A Typical Editing and Review Process

· Displaying Tracked Changes by Specific Reviewers 
· Displaying Tracked Changes by Type 


	Notes
· Discuss a typical editing and review process.
· Show the display of tracked changes by reviewers.
· Show the display of tracked changes by type.
· Merge tracked changes from the first reviewer.
· Merge tracked changes from other reviewers.
· Adjust the view of tracked changes.
· Navigate through the tracked changes.
Questions

· Ask: Why display only tracked changes by specific reviewers?

· Ask: Why display only tracked changes by specific type?

· Ask: Under what circumstances might you not want to merge the document from a reviewer into the original?

	Protecting Documents


	· Working with Passwords 


	Notes
· Explain that Word’s Protect Document command allows you to restrict users from performing various types of alterations.

· Explain protecting documents for formatting.

· Explain protecting documents for tracked changes.
· Explain protecting documents for comments. Note that you can protect a document for tracked changes or comments, but not for both simultaneously.
· Discuss password characteristics and tips for their use.
· Protect a document for tracked changes.
· Unprotect a document.
Questions

· Ask: Under what circumstances would you protect a document for tracked changes? For comments?

· Have students brainstorm situation in which it would not be useful to protect a document.
· Ask: In what other activities have you used passwords? How does using a password in those activities compare with using a password in a Word document?

	Attaching Digital Signatures to Documents


	· Obtaining a Digital Signature 
· Creating a Self-Signature

· Attaching a Signature to a Word Document 


	Notes
· Explain digital signatures.
· Discuss reasons for using digital signatures.
· Explain how to obtain a digital signature.
· Discuss creating a self-signature and its advantages and disadvantages.
· Create a self-signature using Microsoft Office 2003’s program.
· Attach a digital signature to a Word document. Refer students to the Quick Reference table for additional information.
· Remove the digital signature.
Questions

· Ask: When would you use a digital signature?

· Ask: Under what circumstances would a self-signature suffice?

· Ask: In what situations have you encountered the use of digital signatures?

	Creating Multiple Versions of a Documents
	· The Versions Command 
· Entering Comments on Versions 
· Auto-Saving Versions on Close 
· Opening Previous Versions

· Deleting Versions 

	Notes
· Explain the methods of saving and archiving previous versions of a Word document.
· Explain the Versions command. Refer students to the Quick Reference table for additional information.
· Manually create a new version of a document.
· Automatically create a new version of a document. Enter a comment.

· Open a previous version of a document.
· Save the version as a stand-alone document.

· Delete a version.
Questions

· Ask: Why might you save versions in separate document files rather than in one document?

· Ask: Why manually create a version instead of automating the procedure?

	Setting the Location of Workgroup Templates
	· Reasons to Use Workgroup Templates


	Notes
· Discuss the benefits of using workgroup templates.
· Review the location of templates.
· Designate a workgroup templates folder.
· Open a workgroup template.
· Remove the workgroup template designation.
Questions

· Ask: What workgroup templates would be useful in your work?
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