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Word Tools for Your Writing Classroom 
Microsoft Word has a number of built-in tools to facilitate a writing workshop approach and to 
make revisions and comments easier on you and your students. Four tools are highlighted in this 
handout: 
 
• Highlighter tool 
• Tracking changes 
• Adding comments 
• Modifying grammar and spell check settings 

 
Highlighter Tool: 
Pens can be a form of technology too. If you don’t have a pen, you may also use Word features: 
 
 
 
 
 
The highlighter tool circled in the sample is part of your “formatting” toolbar. You can click it once 
to use it much like you would a regular highlighter. OR highlight your text first (as if to alter its 
font or delete it) and then click the highlighter. Either way will allow you to do a number of 
things: 
 

1. Highlight areas of success and improvement 

2. Highlight ideas you wish to go back to  

3. Highlight words that may need replacing 

4. Highlight the segments or ideas of your essay--especially helpful in longer pieces 
 
The highlighter also works well in peer editing activities. Ask students to highlight all the great 
words in a piece. Or highlight all the “to be” verbs. 
 
HINT: Regie Routman suggests sharing your strategies for writing with students—how do you 
tackle revision? What do you do if you want to change a word, but can’t think of one at the 
moment? She shares her use of a dash when she can’t think of a word. The highlighter is a great 
way to mark areas of your text for future revision. It frees you up to move on, but ensures that 
you’ll return to make things right. (Think of how much your students may fret over the choice of a 
word . . . a strategy such as this one can free them up to go on with the story.) 
 
Tracking Changes: 
Another neat feature of Word is the ability to track changes. If you’ve ever seen a wounded look 
on a student’s face after returning a paper, this idea may soften the blow. 
 

1. Go to Tools. 

2. Go to Track Changes. 

3. Go to Highlight Changes. A new window appears. 

4. Click on Track Changes while Editing. You may click Options if you wish to change the 

color that will mark your changes. 

5. Click OK. 

6. Go to Tools. 

7. Go to Preferences. 
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8. Go to User Information. Enter your name and initials. 

9. Click OK. 

10. Now you may delete and revise the work, but all of your work will be marked by your color 

and your initials. The student may go through the piece and accept or reject the changes. 

11. Return to Tools Track Changes to turn off the feature when your editing or revision is 
complete. 

 
This technique may be used with peer editing activities. Not only does it offer students 
an appropriate tool, it engages their brains through kinesthetic activity and color. 
 
To Accept or Reject Changes: 
 

1. Go to Tools. 

2. Go to Track Changes. 

3. Go to Accept or Reject Changes. A new window appears. 

4. Click the Find arrow to begin searching for Tracked Changes. Word will find them; it’s up 

to you to click Accept or Reject. (This step should remove any colored text.) 

 
Adding Comments: 
Word has another feature than can help with painless revision. Adding comments electronically is 
easy and efficient. What’s even better, the original piece of writing stays untouched once the 
comments are deleted. 
 

1. Highlight the text you wish to 

comment on. 

2. Go to Insert. 

3. Go to Comment. Your screen will split 

and you’ll notice that your highlighted 

text is yellow. 

4. Type in your comment.  
5. Click the Close button. 

6 .  Take your mouse back to your highlighted text. Pause for a moment and you’ll see your 
comment appear along with the initials of the reviewer. 

 
When you wish to delete the comments (after you’ve addressed the issue, of course), use your 
right click (or on a Mac, CTRL + click). Go to Delete Comment. 
 
HINT: If you are going through multiple comment rounds with kids, make sure that each new 
user changes his/her initials. 
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Using Spelling and 

Grammar Check: 

1. To modify spelling 

and grammar 

checking, go to 

TOOLS. 

2. Go to OPTIONS. A new 

window will appear. 

3. You can check and 

uncheck items 

depending upon the 

assignment. 

4. If you wish to change 

the writing style, click 

on the arrow to the right of the Writing Style window. Select from the list (technical, 

standard, casual, etc.) 

5. Click OK or continue to change GRAMMAR settings (read on). 

 

TIP: This window is also the place where you can make other changes in your Word options, like 

creating backup files, etc. 

 
Change the Grammar Settings: 

1. Click once on the SETTINGS button. (You’ll 

see it on the right-hand side in the sample 

above.) 

2. Your new window will look similar to the 

sample above. 

3. CHECK the grammar items you would like 

Word to monitor. 

4. UNCHECK the grammar items you want the 

students to check on their own. 

5. In the three REQUIRE boxes, select the level 

of checking you would like. 

6. Click OK. 

 

You don't want 
grammar checked?  
Turn it off. 

Turn these features 
on and off as 
appropriate. 
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Saving Versions: 
You may wish to save different versions of a document as you revise. This feature is especially 
helpful if you are sharing documents with others. 
 

1. Open your document as usual. 

2. Make changes. (You may insert 

Comments or use the Track 

Changes features.)  

3. Go to File. 

4. Go to Versions. A new window 

appears. 

5. Click Save Now. A new window 

appears asking for comments. (It’s 

a good idea to enter comments 

here as a means for marking the various drafts or changes.) 

6. Click OK. 

7. Now if you return to Versions, 

you’ll see that there is one version 

of the file you saved. (See sample 

at right.) 

 

NOTE: You may access any of these tools/processes by using the Reviewing toolbar. Go to 

View. Go to Toolbars. Click on Reviewing.  

 


