
Click on “Tools”



Locate the option “Track Changes” 

and click on it



Start working on the text. 

All changes will appear on the screen. 

In this example the word “chnges” was deleted…



…and the word “changes” was typed.



If you wish to add a comment to explain your suggested 

changes, you may do so by highlighting the text on which 

you wish to comment…



Under the “Insert” option, click on “Comment”Under the “Insert” option, click on “Comment”



A balloon will appear where you can 

type your comment.



Once you have finished making your suggested 

changes and, if needed, comments you may 

proceed to save the file as usual.proceed to save the file as usual.

After that, please go to the online discussion 

(http://bch.cbd.int/onlineconferences/discussio

ngroups_ra.shtml?threadid=2485)…



… and click on the “Reply” button of a 

message…



… a new window will open.

To upload your Word file with track changes, 

please click on “Choose file”… 



Locate where your file with track changes 

was saved and click on it…



…then press on the “Open” button



Once your file has been uploaded, you 

should see it as an attachment.should see it as an attachment.



You may type a message to accompany your 

file.

When you are finished, click on “Continue” 

to post the message containing your file with 

track changes.


