Mac Instructions
How to make your comments in track changes Anonymous

1.This is a change in your save settings.
Select File and save as
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Deleted: affairs fold 2. At the bottom of the save as menu select

options

Learn more about file formats

™ Append file extension

( Options... ) ( Compatibility Report... ) Compatibility check recommended

New Folder )
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3. Click show all in the options menu i \l\
Show All

4. Under Personal Settings select Security

Personal Settings

User Security Feedback File Locations Gallery
nformation -
E Controls the behavior and appearance of the

Flamante Callare

5. In Security options check Remove personal information from the file on save

Privacy options

@ Remove personal information from this file on save
"] Warn before printing, saving or sending a file that contains tracked changes or comments

6. Save file and your comments
should now appear anonymously
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Info

NJAWHE Test Document

L » Professional Development » NJAWHE

Save Protect Document
) Control what types of changes people can make to this document.
Save As Protect
Document ~

Save as Adobe
PDF

@ Inspect Document
Print

& Before publishing this file, be aware that it contains:
sh Check for Comments and revisions
are = Document properties and author's name

\ves properties and personal information when

Export @ Inspect Document
Check the document for hidden properties

or personal information. dinyourfile

[\—\ Check Accessibility
@ Check the document for content that people
with disabilities might find difficult to read.

@ Check Compatibility
Check for features not supported by earlier

versions of Word.
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Info

New
NJAWHE Test Document

Open L » Professional Development » NJAWHE
Save Protect Document Properties ~

» Control what types of changes people can make to this document. Size 1208
Save As Protect

Document ~ - bages )

Smesviafin Document Inspector »
PDF To check the document for the selected content, click Inspect.

N Inspect Document "
Print (El L s ) . [7] Comments, Revisions, Versions, and Annotations ol

Before publishing this file, be aware that it contains: A L . .
Check for o Inspects the document for comments, versions, revision marks, and ink annotations.
Comments and revisions

Share Issues ~

A setting that automatically removes properties ar § i
o Vi
the file is saved Document Properties and Personal Information

i i P Inspects for hidden metadata or personal information saved with the document.
st Allow this information to be saved in your file . ! P i i i

Close [T] Task Pane Apps
. Inspects for Task Pane apps saved in the document. -
*ﬁ Versions
Q @5 Today, 1:14 PM (autosave) [T] Embedded Documents
Account Manage
5 Inspects for embedded documents, which may include information that's not visible in
Versions ~ the file.

Options

[T] Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX controls.

[] Collapsed Headings
Inspects the document for text that has been collapsed under a heading.

[7] Custom XML Data
Inspects for custom XML data stored with this document.
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