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Ann Arbor District Library Computer Classes 

AADL offers hands-on computer classes on a variety of topics at all Library locations. 
AADL also provides access to a variety of online learning and research resources. 
For more information, check out the following links:  
 
Schedule of computer classes: aadl.org/classes 

Review online skills-building resources: aadl.org/services 

Review online research resources: aadl.org/research  

 
Word Basics 

Learn how to track changes, add comments, compare two versions of a document, 
and restrict editing. Knowledge of Microsoft Word basics is required. 
 

Learning Goals 

Go to aadl.org/handouts, choose a class, and click on a learning goal for step-by-step 
instructions: 
 
Insert & Delete Comments  
Review, Accept, Reject and Hide Tracked Changes 
Remove Tracked Changes from a Document 
Merge Comments and Changes from Several Documents into One 
Restrict Changes 
Video: Using Word 2010 with Sharepoint (collaborating on a document online) 
 
 

Books 

Easy Microsoft Word 2010, by Sherry Kinkoph Gunter, Call number: 005.36 Wo 

Word 2010, by Elaine J. Marmel, Call number: 005.36 Wo 

Microsoft Word 2010 Bible, by Herbert L. Tyson, Call number: 005.36 Wo 

http://www.aadl.org/handouts
http://www.aadl.org/classes
http://www.aadl.org/services
http://www.aadl.org/research
www.aadl.org/handouts
http://office.microsoft.com/en-gb/word-help/insert-or-delete-a-comment-HA102011554.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/review-accept-reject-and-hide-tracked-changes-HA010370562.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/remove-tracked-changes-and-comments-from-a-document-HA101822263.aspx?CTT=1
http://office.microsoft.com/en-gb/help/merge-comments-and-changes-from-several-documents-into-1-document-HP001221654.aspx?CTT=1
http://office.microsoft.com/en-gb/word-help/restrict-changes-to-files-in-word-and-excel-HA010354323.aspx?CTT=1
http://office.microsoft.com/en-gb/videos/video-use-microsoft-word-2010-with-sharepoint-VA101863480.aspx?CTT=1
http://www.aadl.org/catalog/record/1365758
http://www.aadl.org/catalog/search/callnum/%22005.36%2BWo%22
http://www.aadl.org/catalog/record/1364274
http://www.aadl.org/catalog/search/callnum/%22005.36%2BWo%22
http://www.aadl.org/catalog/record/1364269
http://www.aadl.org/catalog/search/callnum/%22005.36%2BWo%22

