
Using the Microsoft Word Compare Documents Function in Windows 

Step One:  From the Review Menu, select Compare .   

 

Step Two: Once you select Compare, choose the first option.  

 

Step Three: Select the early draft or original document file first; then select the revised draft 
file second. 

 

 

 

  



Step Four: Once you have selected the two documents, you should see a three-pane display of 
your paper that includes the following:  

• Left pane: a summary of the types of changes you’ve made (additions, deletions, moves, formatting, comments) 
• Middle pane: tracked changes comparing the two documents 
• Right pane: both the original and revised document without tracking.  

 

 

 

 

 

 

 

 

 

  



Using the Microsoft Word Compare Documents Function in Mac  

Step One: The Review Menu is a bit different on the Mac.  

 

 

Step Two: It’s probably easier to skip the Review Menu on the Mac, and instead, select Tools, 
then Track Changes, then Compare Documents.  

 

 

 



Step Three: The Compare Documents box looks about the same in either program. Simply 
browse for your original file first, and then browse for your revised file second. Click OK.  

 

Step Four: The compared document will show the tracked changes, but it will not have the three-pane layout of the 
Windows based program.  

 

 

  



Step Five: If you want to be able to summarize your changes, you can still see the insertions, 
deletions, comments, and formatting changes by clicking on Show Markup.  

 

Step Six: You can also fine tune the markup to make it easier to see the different kinds of 
changes in the Track Changes area of the Review Menu. Tracking Moves is also possible.  

 


