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WHAT’s New? |

ﬂerging[Combining Two Word Documents \

Sometimes, you may find it hard to combine comments
and changes from multiple reviewers of a document.

Word provides the built-in COMBINE feature, which
- allows you to merge all the changes into a single
document even if the changes and comments come from

several document files. /

NOTE: Productivl.Ly is a regular email publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:

ict-process@pijlhvillier.com
<Back | | Next> l Missed an issue? Click here to visit the Productivl.T.y section
in Mylink for back issves.
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How To Combine Two Word Documents:

Let’s say you have two documents, as shown below, and you want to combine them in a new document:

D Mame Size Type Date Modified
| M oocument1 . doc 27 KB Microsoft Office Wa...  326/2011 2:33 PM
| Mpocumentz, doc S2KE  Microsaft Office Wa...  3/26/2011 2:41 PM

MS Word 2003 MS Word 2007

1. Open the revised document. The revised version may be the document with | 1. Open any of the documents.

the latest date modified. 2. In the Review Tab, select Compare in the right end of the ribbon and from
the list, choose Combine... [Combine revisions from multiple authors into a
Note: Order of the document is important here. Word will consider the single document.]

original document as a base to which the revised document (chosen/opened)
will be combined to.

documentl do

Develtper

2. In the Tools Menu, select Compare and Merge Documents...

3. The Combine Documents dialog box will open.
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E._5=4 Document?. doc - Microsoft Word

! Fle Edit iew Insert  Format Table ‘Window Help

Spelling and Grammar. .. F7
Research... Alk+Click,
Language [
Word Count, .,

Aukosunmmarize, ..

Shared Workspace. .,

Track Changes Zkrl+Shift+E

Compare and Merge Documents. . 2

Protect Document. ..

hii

Opline Collaboration 3

Letters and Mailings S
af

Macro 3
Templates and Add-Ins...
AukoCorrect Opkions. ..

Cuskarmize, ..

Qpkions. ..

The Compare and Merge Documents dialog box will open. Browse the file
which you will be combining with the open document. (Since the open
document is the revised document, browse the original document.)

Right click on the arrow in the Merge button and select an option of which

2%

WETTLY Y
Qrignal document Revised document
v = v =

Label unmarked changes with: Label urmarked changes with:
Comparison settings

(7] Moyes () tieaders and footers

[] Commeqts [¥] Footnotes and engnotes
[] Eormatting [¥] Textboxes

[V] Casa changes [] Fields

[¥] white space

Show changes

Show changes at: Show changes in:

O Character lavel © Original document

(® Word level O Revisad document

() New docyment

Navigate to and select the Original document and Revised document by

clicking on the = (Browse) icon.

»  For the Original document, browse the document into which you

want to combine the changes from multiple sources.

= For the Revised document, browse for the document that contains

the changes by one of the reviewers.

LomInEDoUmEnts:

Qrignal document Revised document
you want your combined document to/would be. v ll=;
Labal urenarked changes with: Label unmarked changes with:
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Compare and Merge Documents

Look i ,_)sm v‘@._‘ Q X i T3~ Tooks-
'éjou\nutl,doc
My Recent
Documents
Desktop
My Documents
My Compnter
2 ~ $. 1 ul °’
| Places | Flosof bype: | Al woed Documents (*.doc; *.dac®; *, ¥ End
Marge into gurrent document
Marge inko pew document

Qriginal document Revised docusnent

v =

Labgl unmarked changes with: Label unmarkad changes with:

'\Browu for Rewised

Note: If you're not sure which is the original or revised document, you may refer
to the Date Modified. The revised version may be the document with the latest
date modified.

5. If desired, you may choose to only combine some aspects of the document in
the Comparison Settings and set the Show changes in and at settings.

Note: You may select New document in the Show changes in area. The
original and revised documents remain unaltered and a new Combined
Document is created and shown automatically. However, you can also
choose to show changes in the original or revised document.

When done, click OK.

4. Click on Merge button. The new Combined document will be displayed, 'ﬁmm_ﬂl
showing the the merge/combined changes of the original and revised document. Orignal document Revised document
Save the document. Document 1. doc [Compatibiity Mode] b 5 Document2.doc 8 &
Label unmarked changes with: oty datan Label unenarked changes with: mgbuiatao
> ]
l <<leoss l I oK ] [ Cancel ]
[ORIGINAL DOCUMENT — (Compleison st
.
This is the orignal dotument, | guess If revised, pleaws co s (4] Tables
VErRVERETREIVOR PP P RO ORI Foe o e oo Y [#) Moyes [7] Headers and footers
If | had to revise this document, it would take me 10 minutes to 10 hours. What ‘.'?ﬁ..."".’_—._ [¥] Commeqts [¥] Foctnotes and engnees
happened if | was not able to track the changes? It would be a disaster! Hope not Lo IpE— [¥] Eormatting [¥] Textboxes
Reviewers should be ablg to show and track changes [¥] Case changes [¥] Pl
{Formatted: Foonilipt [V] white space
Show changes
Show changes at: Show changes n:
O Character level © Original document
@) word level O Revised docurment
(%) New docyment
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6. The following will be displayed:

= Left side of the pane: summary of revisions [Main document changes
and comments]

= Middle: (Combined Document) - The differences, comments and
revisions will be shown as strike of lines in red, making it easy for
viewing the merged/combined changes of the original and revised
document.

= Right side of the pane: It will display the view of source documents (both
original and revised document).

> § v — S » " | Cotendimemes e st e | Sx st o)
ORIGINAL DOCUMENT ORIGINAL DOCUMENT
— |
3 3 Thin is the ongaal document
| pemsn. If revised, pleanse oMt authot
L & would take me
et - 3 sened i 1 wan
Hwould be 2
et ———
10
Twed o~
] - Sl (ot J et n it
10 ORIGINAL DOCUMENT
e —p—
I guens i
Ieentnd -t 00
AOpe nOL Rerviewory W a i w0 11 hod 10 1y £ R would take
me 10 ma What happened #
———-

Note: The view on the right side of the pane can be changed by clicking the
Show Source Documents in the ribbon and selecting an option as shown
below.
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E E5

Compare |Show Source otect
w Documents = ||| Document

Hide Source Documents

nent {Docum show Criginal

Show Revised

AL DOCI

v || Show Both

7. Save the Combined document.

NOTE: To combine additional or more documents, combine the resulting Combined Document with another document containing the changes or from other
reviewers.
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