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Click on "Accept” to open the move to the next proposed
menu. This is where you will Accep{ change.
work with each of the T _
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your editor that you wish to changes at once.
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At this point, you can choose to accept :
each change individually and move to Accept All Changes in Document
the next change and review it. You can hy

also choose to accept all of the changes
at once by clickihng on "Accept All
Changes”. When this option is chosen,
all of the changes made by your editor
will be implemented into your document.
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While you are reviewing your edited
document, you may find that there are
editing suggestions from your editor
that you would rather not accept. In
this case, click on "Reject”. Another
menu will drop down and you can
choose to reject that particular
change.
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Once you have accepted or rejected
the changes in the document and are
ready to print a final copy of your
document without the markup, click on
the down arrow to the right of "Final
Showing Markup”. This will cause a
drop down menu to appear. Click on
"Final” in this menu.
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To remove all of the editor's
comments and any balloons that may
remain on the side of the document,
click on the word "Delete”. This will
cause a drop down menu to appear.
From this menu, select "Delete All
Comments in Document”. This will
remove all of the comment balloons.
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