
Tracking toolbar (available options)

To show the reviewing toolbar

View/Toolbars/Reviewing

To show the reviewing options, click on the Toolbar Options down arrow on the reviewing toolbar and select the options that you want to show.
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Template
:  a file  that contains structure and tools for sharing such elements as the stile and page [image: image2.png]Templates
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layout of finished files. File/New/Templates/on my computer

�A template is a .dot document. Saved in the template folder.


�This option is accessible in the New Document panel on the right side of the screen.
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