

ECO Comparison Tool Help Guide For Word 2007

Below are some helpful instructions for using the comparison tool to ensure your expanded course outline contains the required training and testing specifications as provided through the basic course exemplars.  







































**Material extracted from Microsoft Word Help button content.
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How to compare documents using the legal blackline option 
The legal blackline option compares two documents (e.g.:  The exemplar and your expanded course outline) and highlights the differences between them. The documents that are being compared are not changed. The legal blackline comparison is displayed by default in a new third document which uses strikethrough and underline font to reveal differences.  
1. Save the appropriate Exemplar to your desktop and open it.
2. On the Review tab, in the Compare group, click Compare. 
[image: Word Ribbon Image]
3. Click Compare two versions of a document (legal blackline). 
4. Under Original document, browse for the document that you want to use as the original document and select it.  (The exemplar for your course).  This is the source document which the other (:revised”) document will be compared against.  The document title will usually be in the drop down box.. 
5. Under Revised document, browse for the other document that you want to compare and select (e.g. Your ECO). 
6. Under” More”, you can adjust the settings for what you want to compare in the documents, if necessary.
IMPORTANT Any options that you select under More will be the default options for comparison the next time you compare documents.
7. Click OK. 






8. If either version of the document has tracked changes, Microsoft Office Word displays a message box.  Click Yes to accept the changes and compare the documents
[image: ]
9. If either version of the document has tracked changes, Microsoft Office Word displays a message box. Click Yes to accept the changes and compare the documents. 
10. Track Changes Options.  
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11. Below are the Track Change options POST uses during their comparison.
[image: ]
12. Microsoft Office Word displays a new third document in which tracked changes in the original document are accepted, and changes in the revised document are shown as tracked changes.   You can adjust the various windows shown to enhance your review.  (please see example below)
13. Review any strikethrough text since this may indicate the TTS required content is not in your ECO.  The underlined text indicates your added content.  Text moved in the document is shown by double underline and strikethrough font.  (please see Example showing mark ups)
14. Update your separately opened ECO with the missing content.  In comparison mode, the documents shown will not accept changes.
15. Your revised ECO should now contain the minimum required content, along with your presenter-specific information, and be ready for submission,  To verify, you can compare your new outline with the exemplar again and the pervious omissions should be corrected.  
· It is possible text shown as deleted (strikethrough) may be substantially moved elsewhere.  So the tool may not recognize it is present.  You should verify text identified as missing is not located elsewhere before adding it to your new ECO.
· Adjustments to headers, titles and format changes are permissible.  Focus on content.  
14.	Ensure affected instructors are aware of ECO content changes.  

EXAMPLES
Open your Expanded Course Outline.  Leave your Expanded Course Outline open so that you may switch between your comparison window and your Expanded Course Outline window when a correction is needed .
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Click on Review tab and then click on Compare in the toolbar.
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In Compare Documents box Original Document open your Expanded Course Outline.  In the Revised Document open POSTs Expanded Course Outline and click OK.
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This is your Compared Document reviewing pane.
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	Indicates your compared document.  This is the document you will scroll through to compare differences.


	


	Indicates your agency’s Expanded Course Outline


	


	Indicates POSTs Expanded Course Outline


	


	These are your scrolling buttons for each section


	


	These are section breaks that can be adjusted for sizing screen area.











Example showing markups
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