	Using Microsoft Word to automatically underline insertions, strike-out deletions, and produce a clean copy.


Any time you want to revise part of the paperwork associated with your research project you MUST submit a revision to the IRB for approval BEFORE implementing your change.  This includes revisions to the Introductory Questionnaire, Protocol, Informed Consent Form, Continuing Review/Study Closures, etc.  In order for the Board to see what is being changed, you must submit the following:

A copy of any altered pages with insertions (new text that is being added to the document) underlined and with deletions (any text that is being removed from the document) struck-out.

A “clean” copy of the entire document with the changes implemented – for revisions made to the Informed Consent or Protocol.

or

A “clean” copy of only the affected pages with the changes implemented – for revisions made to all other documents.

For example, let’s suppose we needed to make a change to the following paragraph:

The IRB now offers liaison support. IRB support is available for novice researchers as well as the more experienced investigators on campus. Upon your request, a representative of the IRB is available to visit your department and work directly with the research team. Liaison support can assist investigators in the preparation of their research project for IRB review. IRB information and procedures can be very complex and also intimidating as human subject protection is regulated by the federal government. Call the IRB today and request liaison support

Let’s say that we want to remove part of the second to last sentence, indicating the deletion with strike-out:

The IRB now offers liaison support. IRB support is available for novice researchers as well as the more experienced investigators on campus. Upon your request, a representative of the IRB is available to visit your department and work directly with the research team. Liaison support can assist investigators in the preparation of their research project for IRB review. IRB information and procedures can be very complex and also intimidating as human subject protection is regulated by the federal government. Call the IRB today and request liaison support.

We would need to submit this page, along with a clean copy that read as follows, with the deletion removed:

The IRB now offers liaison support. IRB support is available for novice researchers as well as the more experienced investigators on campus. Upon your request, a representative of the IRB is available to visit your department and work directly with the research team. Liaison support can assist investigators in the preparation of their research project for IRB review. IRB information and procedures can be very complex. Call the IRB today and request liaison support.

You may perform as many insertions/deletions as needed on the same page:

The IRB now offers liaison support. IRB support is available for both experienced and  novice researchers as well as the more experienced investigators on campus. Upon your request, A representative of the IRB is available upon request to visit your department and work directly with the research team. Liaison support can assist investigators in the preparation of their research project for IRB review. IRB information and procedures can be very complex and also intimidating as human subject protection is regulated by the federal government. Call the IRB today and request liaison support – we are here to help the university research community comply with the federal regulations governing human research.
Anyone who has had a substantial revision to their project can tell you that executing these changes to all the affected documents can be extremely time consuming.  First you have to type in your new information, making sure it is underlined.  You also have to strike out everything that you want to delete.  You have to print the affected pages and then manually go back and (1) remove the underlining from your additions and (2) delete all the items you want to remove.

Microsoft Word offers a little known short cut for AUTOMATICALLY underlining what you want to insert, AUTOMATICALLY striking out what you want to delete, and AUTOMATICALLY producing your clean copy when you are ready.  Best of all, Word tracks who has made any changes, so it is possible to circulate a document to multiple reviewers and know who suggested each of the changes!

Let’s return the example used above and show how to use this feature.
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The feature which automatically tracks and implements changes is called… Track Changes!  Go to the Tools menu on the top tool bar:
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Move the mouse to Track Changes and select “Highlight Changes”:
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Click the “Track Changes while editing” feature such that the check mark appears to the left.
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Click the “OK” button and begin making changes.  You may use Microsoft Word as you normally do:  type, cut, paste, format, etc.  Word will track all of the changes:
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If you hold the mouse over a change Word will show a little window that indicates who made the change, when the change was made, and what type of change it is.

NOTE: Word not only underlines insertions and strikes-out the deletions, but it also makes changes in a different color AND puts a bar in the border to help readers see where the changes have occurred.  You can decide what color to use for insertions and deletions as well as which border the bar appears in.  Go to the “Tools” menu and selection “Options”:
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This will bring up the screen below.  Select the “Track Changes” tab at the top of the window in order to set your preferences:
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Make sure the colors that you select print darkly.  It is criticial that altered words are dark enough to be legible not only when you print them but also after being photocopied!!!!!

Once your changes are completed you need to print a copy of each page that has been changed.  In order to actually “execute” the changes and produce your new, “clean” document, go to the “Tools” menu again, selecting “Track Changes”, and this time selecting “Accept or Reject Changes”
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This will bring up the following screen, where you have several options on how to process the changes:
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If you are confident that all of the changes are accurate you can simply click the “Accept All” button.  If you want to verify changes before accepting them, click one of the “Find” buttons to search for changes in the document.  If each change is acceptable simply press the “Accept” button on the far left in order to accept that single change.

This document will continue to “Track Changes” until you turn the feature off.  

You may also add shortcut buttons to your tool bar so that you do not have to go through the menus in order to turn the “Track Changes” on and off.  You do this through the “Customize…” feature under the “Tools” menu.  For additional help with this short-cut please see your computer support staff.

