Using Microsoft Word’s Review Features

Use Microsoft Word’s review features to simplify the review process. Always download and

work from the document emailed to you by your reviewer.

Go to the Review tab, and identify the two categories of review features:

Changes (blue) and Comments (yellow).

: 2 > i
Review Tab Categories ® Q a M £ ~ O @ Q-search
N Design Layout References Mailinas @ View Developer Q Tell me LJ Comment:
b, 7 ] o pekte v 17 o B BR-r -
[‘% a A A % Resolve j L \/ >< @ -
Check Translate Language New 5 Tracking Reviewing Accept Reject [J ~ompare
Accessibility Zomment f:] Previous StowComments B

1 1 = 5 i = g 6 T

- ~Review Tab Categories:™ ~

'\ Changes and Comments

10

disciples a clear step is given by Jesus lo—bzﬁ)tﬁe.'ﬁe-saﬁ, Go, therefore, and make

disciples of all nations, baptizing them in the name of the Father and of the Son and of

Next, choose your mark-up option, starting with “All Markup.”
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Here’s what a page looks like in All Markup:
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church and certainly fitting to-the focus of this project. Within the mission-of making Use footnote form for
citations like those below. All
disciples-a clear step is given by Jesus to-baptize. ! bibliographic elements end
in periods; the period
He said, typically only occurs at the
i “Go, therefore, and make disciples of all nations, baptizing them in the name of the end of a footnote. See T8,
Figure 16.1 for more.
Father-and of the Son-and-of the -Holy Spirit, teaching them to observe everything i
commanded you. And remember, I am with you always, to the end of the ag e.” (Matt. hew Reply
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Baptism is‘a next step for-anyone within a discipleship environment or group to-consider. PG Phyllis Garrett
Only note the first instance
This project is geared to-discipling the next generation. A goal of any-church should be to of Scripture. Delete these
. . ) i other footnotes.
baptize as many people as possible and especially as'-many children and youth as
possible. | PG Phyllis Garrett
Identity-is a core issue-and concern-of the younger generations especially. This quote was too short to
block (less than five lines).
Baptism means identification. According to Rom.ans 6:4, wl en someone is baptized,
b they are identifying spiritually to be in Christ’s death, burial, and resurrection. Thereby Reply
identifying themselves publicly as a part of Christ and His body, the church, the ekklesia,
i the called-out ones. Baptizing children and youth-is a key theological doctrine, and part pa Phyllis Garrett o
of the discipleship plan to help them grow in their understanding and identity as being a Avoid ibid. as the first note
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First, review the changes made directly into your text, pressing Accept to incorporate each
change into your final copy. This action automatically advances you to the next change until you

reach the end. Use the backward and forward icons to toggle between changes.
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Next, change your markup view to Simple Markup to minimize previous editing marks and

better see the final product as you address review comments. Some comments are informational

while others provide revision instructions.

Here’s what a page looks like in Simple Markup:
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Baptism means identification. According to Rom.6:4, when someone is baptized, they I
Only note the first instance
are-identifying spiritually to-be in Christ’s death, burial, and resurrection. Thereby of Scripture. Delete these
other footnotes.
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the called-out ones. Baptizing children and youth is a key theological doctrine, and part
of the discipleship plan to-help them grow in their understanding and identity as being a PG Phyllis Garrett

part-of the church. ¢
The mission of the church is another foundational presupposition and included in
asound ecclesiology. Henry Thiessen asks the question, “what are the spiritual mandates

of the church?""He suggests there are seven, two of which are-educating and

evangelizing, § These two fit withing the scope of this project and should always be
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Do not delete the document’s comments. Your reviewer will delete resolved comments as part of

the review process. Use the next and previous icons to toggle between comments. You also can
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add to the existing comments to communicate questions or concerns.
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Save your revised document in a unique way. Then email the revised document back to the

reviewer, attaching the new file for transmission.

When the review process is complete, email the final document to your professor with no editing

marks or comments visible. Change your markup view to No Markup.

Here’s what a page looks like in No Markup:
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disciples a clear step is given by Jesus to baptize. He said, Go, therefore, and make
disciples of all nations, baptizing them in the name of the Father and of the Son and of
the Holy Spirit, teaching them to observe everything I have commanded you. And
remember, | am with you always, to the end of the age” (Matt. 28:19-20).% Baptism is a
next step for anyone within a discipleship environment or group to consider. This project
is geared to discipling the next generation. A goal of any church should be to baptize as
many people as possible and especially as many children and youth as possible.

Identity is a core issue and concern of the younger generations especially.
Baptism means identification. According to Rom. 6:4, when someone is baptized, they
are identifying spiritually to be in Christ’s death, burial, and resurrection. Thereby
8 identifying themselves publicly as a part of Christ and His body, the church, the ekkiesia,

the called-out ones. Baptizing children and youth is a key theological doctrine, and part
of the discipleship plan to help them grow in their understanding and identity as being a
part of the church.

The mission of the church is another foundational presupposition and included in
a sound ecclesiology. Henry Thiessen asks the question, “what are the spiritual mandates
of the church?” He suggests there are seven, two of which are educating and

evangelizing. 7 These two fit withing the scope of this project and should always be
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