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You might also like Youve successfully subscribed to All Things How Welcome back! Youve successfully signed in. Great! Youve successfully signed up. Success! Your email is updated. Your link has expired Success! Check your email for magic link to sign-in. Tips for Effective Collaboration on Word Documents. In an age where collaboration and
teamwork are crucial to achieving project goals, sharing and working on documents together has become inevitable. Microsoft Word stands as one of the most widely used word-processing programs that allows for effective collaboration. In this comprehensive guide, we will explore how to share Word documents and collaborate with others
efficiently, regardless of whether you are using the desktop application or online versions like Word for Microsoft 365 (formerly known as Office 365).Understanding the BasicsBefore diving into the specific methods for sharing and collaborating on Word documents, its essential to grasp some foundational concepts related to document sharing and
collaboration. Collaboration can take many forms, from simple document sharing to real-time co-authoring. Here are some key concepts:Document Sharing: This refers to the process of making a Word document accessible to others. This can be accomplished via various channels, such as email, cloud storage, or organizational networks.Co-Authoring:
This enables multiple users to work on the same document simultaneously, making real-time changes that are saved and updated as they work.Version Control: Managing and keeping track of different versions of a document is vital in collaborative settings. Tools that provide version history allow users to revert changes or refer back to previous
content.Commenting and Reviewing: Tools such as comments and tracked changes allow collaborators to provide feedback, suggestions, or alterations without directly altering the original document.Sharing a Word DocumentUsing OneDrive or SharePointOneDrive and SharePoint are cloud storage solutions provided by Microsoft, making them
perfect for sharing and collaborating on Word documents.Upload Document to OneDrive or SharePoint:Open Microsoft Word and create or open a document.Click on File in the upper-left corner.Select Save As and choose the OneDrive or SharePoint location to save your document.Share the Document:Once the document is saved, click Share located
in the upper right corner.In the sharing panel, you can specify if you want to invite people by typing their email addresses or by copying a link to share.Before sending, choose permission settings: Anyone with the link, People in your organization, or Specific people. Selecting Edit or View will dictate whether collaborators can change the document or
just view it.Click Send or Copy link to share it.Sharing via Emaillf you prefer traditional means of sharing documents, sending it through email is as straightforward as:Open the Document:Open the Word document that you wish to share.Send as Email Attachment:Click on File, then navigate to Share.Select Email.You can choose to send the document
as an attachment or using the link functionality.Draft the Email:Once you select one of the email options, an email template will pop up. Fill in the recipients email address, subject, and message.Click Send.Collaborating in Real TimeUpdate Drivers Fix Your PC One of the standout features of Word for Microsoft 365 is the ability to collaborate in real-
time. Heres how to enable and make the most of this function:Open Document in Word for Microsoft 365:Ensure the document is saved in OneDrive or SharePoint for co-authoring capabilities.Invite Collaborators:Click the Share button in the upper right corner.Invite others as discussed previously.Start Collaborating:Once collaborators receive the
link and open the document, you will see their presence marked with colored cursors. As they make changes, you will see their edits in real-time.Commenting and ReviewingEffective communication is the backbone of collaboration, and Microsoft Word offers robust features for this.Adding Comments:Highlight the text or section you want to comment
on and right-click to select New Comment, or go to the Review tab and click on New Comment.Type your input or feedback into the comment box that appears on the side.Replying to Comments:To respond to comments made by others, click on their comment and select Reply. This maintains the dialogue related to specific sections of the
text.Managing Comments:As you review comments, you can mark them as Resolved or delete them. Resolving a comment will remove it from view but keep it saved in the documents comment history.Using Track Changes:Besides commenting, you can enable Track Changes under the Review tab for detailed edits.Any changes made will appear
highlighted, and you can review edits, accept or reject them systematically.Handling Version ControlManaging different versions of a document is essential in collaborative projects. Microsoft Word assists in this through:Version History:Open the document and click File, then Info.Under the Version History section, you can see prior versions of your
document, with timestamps indicating when they were saved.Restoring Previous Versions:Click on any version to view it. If you want to restore a previous version, click Restore.Manual Versioning:As a best practice, you can also save copies of significant changes or milestones as separate documents, using version naming conventions (e.g.,

Project Document V1, Project Document V2).Offline CollaborationWhile online tools enhance collaboration speed, there are instances where offline collaboration may be necessary. Heres a guide on how to collaborate even without an internet connection.Email Document for Feedback:Driver Updater - Update Drivers Automatically After making your
changes, email the document to your collaborator as an attachment and invite them to review or make modifications.Use a USB Drive:Save a copy of the Word document on a USB drive if working in a physical space together or transferring to different systems.Facilitating Notes or Changes:Collaborators can write comments or make edits directly on
printed copies, which can then be transferred back into the digital version.Best Practices for Collaborative WritingTo ensure that your collaborative experience is smooth and effective, consider the following best practices:Set Clear Goals:At the outset of collaboration, clarify the documents purpose, deadlines, and roles of each collaborator.Establish
Communication Norms:Decide how youll communicate throughout the processwhether via email, instant messaging, or dedicated online collaboration tools.Organize Content Efficiently:Use headings, subheadings, bullet points, and numbering to structure your document, making it easier for collaborators to follow and contribute.Regular
Updates:Schedule regular check-ins or updates, allowing collaborators to sync on progress, provide feedback, and make necessary adjustments.Acknowledge Contributions:Be sure to recognize your collaborators efforts in the document or in subsequent meetings; acknowledging contributions promotes positive working
relationships.ConclusionUpdate Drivers Fix Your PC As organizations embrace remote work and geographically diverse teams, understanding how to share and collaborate on Word documents becomes a vital skill. Mastering the techniques for effective collaboration not only enhances productivity but also fosters innovation and teamwork. From using
cloud services like OneDrive and SharePoint to real-time co-authoring, Microsoft Word provides numerous tools that simplify collaborative efforts. Embrace the technology available to streamline the process, follow best practices to make the most out of your collaborative experiences, and remember that effective communication and organization are
at the heart of successful document collaboration. Whether youre drafting a quick report or a substantive proposal, the principles of sharing and collaboration apply and will ultimately lead to more polished and successful outcomes. Sharing a Word document is a breeze, whether youre sending it to a colleague, friend, or family member. All you need
is the document itself and a way to send it like email or a file-sharing service. In just a few clicks, youll have your document on its way to its recipient.Before diving into the steps, lets understand what were aiming to achieve. Sharing a Word document allows others to view, edit, or collaborate on the document youve created. Its a great way to work
on projects together or simply share information.Step 1: Open the document you want to shareOpen the Word document you wish to share on your computer.Opening the document is the first step in the process. Make sure youve saved any recent changes before you start sharing.Step 2: Click on File in the top-left cornerAfter opening the document,
click on the File tab in the top-left corner of the window.The File tab is where youll find all the options for saving, opening, and sharing Word documents.Step 3: Select Share in the sidebarln the File menu, look for the Share option in the sidebar and click on it.The Share option will give you different ways to share your document, like emailing as an
attachment or sharing a link.Step 4: Choose how you want to share the documentDecide whether you want to send the document as an email attachment, a link, or use a file-sharing service.Each option has its benefits, depending on what you need. Email is straightforward, while a link can be useful for collaborating.Step 5: Follow the prompts to
complete the sharing processDepending on your choice, follow the on-screen prompts to complete the sharing process.If youre emailing the document, youll need to enter the recipients email address. If youre sharing a link, you may need to set permissions for who can view or edit the document.After youve shared the document, the recipient will
receive a notification, and theyll be able to access the document using the method you chose. If you sent an email, they would find the document in their inbox. If you shared a link, they could click on it to access the document.Tips: Sharing a Word DocumentAlways save your document before sharing it to ensure all your changes are included.If youre
sending the document for collaboration, consider using the Track Changes feature in Word.When sharing a link, make sure to set the proper permissions to control who can view or edit the document.If youre sharing a sensitive document, consider password-protecting it before sending.Keep a copy of the document for yourself, especially if youre
allowing others to edit the original.Frequently Asked QuestionsCan I share a Word document with someone who doesnt have Word?Yes, you can share a Word document with someone who doesnt have Word by saving it as a PDF or sharing it via a service like Google Docs, which allows them to view it in their web browser.How do I stop sharing a
Word document?To stop sharing a Word document, you can change the permissions on the file-sharing service you used, or if you emailed it, you cant retract the email, but you can let the person know that they should disregard the document.Can I see who has viewed my shared Word document?Some file-sharing services like OneDrive and Google
Drive offer the ability to see who has viewed your document.Is it safe to share Word documents online?It is generally safe to share Word documents online, but ensure that you trust the recipient and consider password-protecting sensitive documents.Can I share a Word document with a large group of people?Yes, you can share a Word document with
a large group by sending it to a mailing list or sharing a link that anyone with the link can access.SummaryOpen the Word document you want to share.Click on File in the top-left corner.Select Share in the sidebar.Choose how you want to share the document.Follow the prompts to complete the sharing process.ConclusionSharing a Word document is
a simple and effective way to collaborate and communicate with others. With the rise of remote work and online education, knowing how to share documents is an essential skill. Whether youre working on a group project, sharing important information, or just passing along a fun read, the process is straightforward. Always remember to save your
changes and choose the right sharing method for your needs. With a little practice, youll be a pro at sharing Word documents, making your digital life just a little bit easier. Happy sharing!Matt Jacobs has been working as an IT consultant for small businesses since receiving his Masters degree in 2003. While he still does some consulting work, his
primary focus now is on creating technology support content for SupportYourTech.com.His work can be found on many websites and focuses on topics such as Microsoft Office, Apple devices, Android devices, Photoshop, and more. Tecnobits - Campus Guides - How to Make a Shared Document in Word In today's collaborative environment, the ability
to jointly share and edit documents has become essential to optimize teamwork. In this article, we will explore in detail how to make a shared document in Word, the leading word processing tool on the market. Whether you're collaborating with coworkers on a project or sharing information with colleagues in different geographic locations, knowing
the proper steps to create and manage shared documents in Word will help you maximize efficiency and boost the productivity of your work team. From setting up collaboration in real time to setting editing permissions, discover the different capabilities that Word has to offer in the area of document collaboration. Read on for a guide Step by Step
and take full advantage of the options available in this powerful teamwork tool. Your project success is just a few clicks away!1. Introduction to creating a shared document in WordCreating a shared document in Word is a efficient way and practice of collaborating with other users on a project. Thanks to Word's collaboration feature, multiple users
can work simultaneously on the same document, make edits, and share ideas in real time. To start, you need to have access to Microsoft Word and an Internet connection. Once you have these tools, follow these steps:Open Microsoft Word and create a new blank document. Make sure you save the document in a location where all users can access
it.Go to the Review tab in the toolbar and click Share. A drop-down menu will appear with different sharing options.Choose the Invite people option to allow access to other users. You can enter collaborators' email addresses or select them from your contact list.Once you've invited collaborators, they can access the shared document and make
changes to it. You can see edits in real time and communicate with other users through the chat function included in Word. Additionally, you can assign edit or view-only permissions to each collaborator depending on your needs. 2. Initial setup to enable document sharing in WordTo enable document sharing on Become, it is necessary to perform an
initial configuration. Below are the steps to follow: 1. Open the program Become and select the file you want to share. Click the File tab at the top left of the screen.2. From the drop-down menu, choose Share. Next, select the Add people option. This will allow other people to access and edit the document. 3. A pop-up window will appear where you
can enter the email addresses of the people you want to share the document with. You can add multiple addresses separated by commas. Additionally, you can set specific permissions for each person, such as author or read-only.3. Step by step: how to invite collaborators in a shared document in WordBefore inviting collaborators in a shared
document in Word, it is important to keep a few considerations in mind to ensure the process is successful. First, the document needs to be stored on a platform that allows real-time collaboration, such as OneDrive or SharePoint. Once the document is in the cloud, we can start inviting collaborators. To invite collaborators in a shared document in
Word, follow these steps:Open the document in Word and go to the File tab.Click Share and select Invite People.In the dialog box that appears, you can enter the email addresses of the collaborators you want to invite. You can also adjust the permissions you give them, such as the ability to edit the document or only view it.Once you've entered email
addresses and set permissions, you can add an optional message for collaborators. This can be useful to provide them with additional information or tell them specifically which sections of the document they should review or edit. 4. Real-time collaboration tools on shared documents in WordThere are several real-time collaboration tools you can use
when working with shared documents in Word. These tools allow you to collaborate with other users on the same document simultaneously, which facilitates teamwork and communication.One of the most popular tools for real-time collaboration in Word is the collaborative editing feature. With this feature, multiple users can access the same
document at the same time and make changes to it. You can see who else is editing the document in real time and you can also communicate with them through a chat built into Word.Another useful tool for real-time collaboration in Word is the use of comments. You can add comments to different parts of the document to give suggestions or make
observations. Other users can respond to your comments and discuss them. This facilitates communication and allows for a more efficient workflow. To make simultaneous changes and revisions to a shared document in Word, you can use the real-time collaboration feature offered by this tool. Next, I will explain how to do it: 1. Open the document in
Word and go to the Review tab on the toolbar. There you will find the "Share document" option that will allow you to add collaborators.Click on Share document.Select the Invite people option.Enter collaborator email addresses and customize access permissions.Click on "Share" to send the invitations.2. Once collaborators have accepted the
invitation and have access to the document, everyone can make changes simultaneously. Each one will have an assigned color for identification and you will be able to see the edits in real time.3. During real-time collaboration, it is important to remember to save the document periodically to ensure that changes are saved correctly. Additionally,
please note that certain advanced features, such as the use of macros, will not be available during this collaboration.6. Managing permissions and restrictions in a shared document in WordIf you need to collaborate on a word document With other users, it is important to establish permissions and restrictions to maintain the integrity of the content.
Below are the steps to properly manage these permissions in a shared document in Word:Step 1: Open the Word document you want to share and click the Review tab in the toolbar.Step 2: In the Protect section, select Restrict editing. A side panel will appear in the document that will allow you to set restrictions.Step 3: In the restrictions panel, you
can choose whether or not to allow editing of the document. You will also be able to define who are the authorized users to make changes and who can only read the document. Additionally, you can set passwords to ensure the security of permissions.7. How to Track Modifications to a Shared Document in WordTracking edits to a shared document in
Word is a useful feature for collaborating with other users to edit and review documents. Through this function, it is possible to see who made each change, when it was made, and accept or reject the proposed modifications.To track edits to a shared document in Word, follow these steps:Open the document in Word and go to the Review tab in the
toolbar.Activate the "Track Changes" function by clicking on the corresponding button. This will allow Word to record all modifications made to the document.Now, whenever a change is made to the document, Word will highlight the changes with a color and display a vertical line in the margin to indicate the location of the change.To keep track of
who made each change, make sure you have a username assigned to you in Word. This Can be done in the Options section of the program.Once editing the document is complete, you can review the changes you made. You can navigate through the changes using the Next and Previous options in the Review tab.To accept or reject a proposed change,
simply select the change and use the Accept or Reject options in the Review tab.With these simple steps, you can track changes to a shared document in Word and collaborate efficiently with other users on editing and reviewing documents. This feature is especially useful in environments collaborative work, where multiple people are working on the
same file.8. Automatic synchronization and updating of a shared document in WordIt can be a fundamental task to work collaboratively. efficiently. Fortunately, Word offers several options and tools to achieve this hassle-free synchronization.One way to achieve this is by using Word's built-in sync feature. To activate it, you simply have to open the
shared document in Word and select the "Review" tab in the toolbar. Then click Sync and the document will automatically update with changes made by other collaborators.Another option is to use cloud storage services, like OneDrive or Google Drive, which allow you to easily share and synchronize Word documents. These services give you the
advantage of being able to access and edit the document from any device, ensuring that you are always working with the most up-to-date version.In addition to these options, it is important to use good practices to avoid synchronization conflicts. Always remember save your changes before closing the document and ensure that all collaborators are
working with the same version of the document. If synchronization conflicts occur, Word gives you tools to compare versions and decide which changes to keep. With these tips and tools, you will be able to maintain an efficient collaborative workflow and ensure that your document is always up to date.9. How to recover previous versions in a shared
document in WordIn Microsoft Word, you can easily recover previous versions of shared documents using the Track Changes feature. This feature records all changes made to the document and allows you to view and restore previous versions. Here we'll explain to you how to do it:1. To enable track changes, go to the Review tab on the Word toolbar
and click Track Changes in the Tracking group. This will enable tracking of changes to the document.2. Once you've made changes to the document, Word will display the changes with special formatting, such as strikethrough text for deletions and underlined text for insertions. To review previous versions, simply click the arrow next to Track
Changes and select Show Original to view the original version of the document.3. If you want to restore a previous version of the document, click the arrow next to "Track Changes" and select "Accept or reject changes." A window will open showing all the modifications made to the document. You can select the modifications you want to revert and
click "OK" to restore the previous version. You can also click Reject to delete the selected changes.Remember that track changes are only enabled if you enable this feature in your document. You can find more information and detailed tutorials on how to recover previous versions of shared documents in Word on the Microsoft support page. With this
feature, you can collaborate efficient way in the creation and modification of shared documents, maintaining a complete record of previous versions and facilitating the review and restoration process.10. Solving conflicts and common problems in shared documents in WordSometimes sharing documents in Word can generate conflicts and common
problems that make collaboration and joint editing difficult. Fortunately, there are various solutions that will help you solve these problems quickly and easily. Here are some useful strategies and tools:1. Use the Track Changes tool: If you are working on a shared document and need to make changes, it is recommended to activate the Track Changes
function. This option will allow you to see all the changes that are made to the document, including additions, deletions, and comments. In addition, you can accept or reject each modification individually. To activate this feature, go to the "Review" tab in the Word toolbar and select "Track Changes."2. Correctly organize the document: It is essential to
organize the content of the document in a clear and orderly manner, especially when working as a team. Use titles and subtitles to structure the text and facilitate navigation. Likewise, you can use bullets and numbering to list ideas or steps to follow. Remember that a well-organized document will help avoid confusion and misunderstandings among
collaborators.3. Make regular backups: No matter how much care is taken when editing and collaborating a document, there is always the risk of losing information or unexpected errors. Therefore, it is advisable to make regular backup copies of the shared document. You can save a copy to the cloud, an external device, or an online storage service.
This way, you will have an updated and secure version of the document in case of any problem.11. Customizing Shared Document Settings in WordOne of the most useful features of Word is the ability to collaboratively share documents. However, sometimes it is necessary to customize the settings of a shared document to suit the specific needs of the
team. Fortunately, Word offers a number of customization options that allow you to adjust settings at the user and document level.One way to customize the settings of a shared document in Word is to adjust the privacy options. Word offers different levels of privacy that allow you to control who can view and edit the document. You can limit access to
only team members or allow anyone with the link to access the document. Additionally, you can also set specific permissions for each user, giving you greater control over who can make changes to the document.Another way to customize the settings of a shared document is through formatting options. You can customize the appearance of the
document by modifying the font, size, and color of the text. You can also incorporate visual elements such as images, tables, and graphs to make the document more visually appealing. Additionally, Word offers layout options that let you adjust the page layout, text orientation, and margins to fit your needs.12. How to protect privacy and security in a
shared document in WordProtecting the privacy and security in a shared document in Word is crucial to guarantee the confidentiality of the information. Here are some key steps you should follow to keep your documents secure:1. Set access permissions: Firstly, it is important to establish who can access the document and what type of permissions
they have, such as being able to edit, comment or just read the document. To do this, go to the Review tab and select the Permissions option.2. Use a password: To provide an additional level of security, you can apply a password to the document. Go to File, select Protect Document, and then choose Encrypt with Password. Remember to use a strong
password and share it only with authorized people.3. Write confidential parts: If you have parts of your document that contain especially sensitive information, you can use the Watermark or Restrict Editing feature to protect that specific section. This will prevent other users from editing or copying the restricted content without the necessary
authorization.Follow these steps to ensure the privacy and security of your shared Word documents. By setting access permissions, using a password, and restricting editing, you can safeguard sensitive information and control who can make changes to your document. Remember to regularly update your security measures to stay protected against
any potential threats.13. Using comments and notes in a shared document in Wordlt is a very useful tool to improve collaboration and communication between members of a work team. Comments allow you to add observations, clarifications, or suggestions at specific points in the document, while notes can be used to add additional information or
reminders for the author or team.To add a comment in Word, simply select the text or location where you want to make the annotation and right-click. Then, select the New Comment option from the drop-down menu. This will open a side panel where you can enter your comment. Remember that comments can be associated with a username, so it is
important to identify yourself correctly so that other team members know who made the annotation.If you want to add a note to a shared document, go to the Review tab in the Word toolbar and click the New Comment option. This will open a dialog box where you can enter the note. Unlike comments, notes are not associated with a specific location
in the document, but rather are displayed in a separate list in the navigation pane. You can add as many notes as you want and edit them at any time.In short, it is an efficient way to communicate and collaborate on a project. Comments allow you to add observations or suggestions at specific points in the text, while notes are useful for adding
additional information or reminders. Take advantage of these tools to improve communication and teamwork.14. Conclusions and final recommendations for creating shared documents in WordIn conclusion, creating shared documents in Word can be a simple task if you follow the proper steps and use the tools and features available. It's important to
familiarize yourself with Word's collaboration options, such as using OneDrive to share your files and allow other people to edit in real time.Furthermore, It is advisable to establish some rules and practices to facilitate collaboration. This includes assigning appropriate roles and permissions to collaborators, establishing a versioning system to avoid
conflicts, and using comments and reviews to exchange feedback efficiently.Lastly, It is essential to take into account the security of shared documents. Strong passwords should be used to protect files and avoid sharing sensitive information with unauthorized people. Additionally, it is useful to know the change control and protection options for
Word documents to ensure the integrity of the information.In conclusion, learning how to make a shared document in Word can be a very useful skill to speed up collaborative work on shared projects and tasks. Through the tools and features provided by Word, users can create, edit and comment on documents in real time, enabling efficient
communication and greater productivity in online collaboration.By following the steps mentioned in this article, users can easily set up a shared document in Word, either by using OneDrive or SharePoint. Additionally, the importance of setting appropriate permissions and tracking changes made by collaborators using review and version control
features has been highlighted.It is essential to consider best practices to ensure the security and privacy of shared information, such as using strong passwords and restricting access to authorized people. Additionally, it is recommended to optimize collaboration by assigning specific roles and tasks, making it easier to organize and track project
progress.In short, the ability to create shared documents in Word is a valuable tool for teamwork and efficient collaboration. By mastering this skill, users can improve productivity and maximize results in professional and academic settings. Word offers numerous features that facilitate real-time editing and collaboration, allowing users to share and
work on documents seamlessly. Thus, effective communication and the flow of ideas are encouraged, promoting a collaborative and efficient work environment. I am Sebastin Vidal, a computer engineer passionate about technology and DIY. Furthermore, I am the creator of tecnobits.com, where I share tutorials to make technology more accessible
and understandable for everyone. Looking for a way to collaborate with others on a Word doc? If so, you can do it very easily in Word itself. The feature has been around for a couple of versions of Office and it works even if the receiving party does not have Word installed on their system. Note that in order to get started with document sharing in
Word, you have to save your documents to the cloud. Not all your documents, but at least the one that is going to be shared. That means you need to setup a OneDrive account first and then log into your Microsoft account from within Word. Once you have OneDrive setup properly in Word, go ahead and click on the Share button at the top right of the
screen. This will bring up a pane on the right hand side of the screen. If the document has not been saved to the cloud yet, youll have to click the Save to Cloud button. This will bring up the Save As dialog, which should already be set to OneDrive. Give your file a name and save it. Once it has been saved and uploaded to the cloud, go back to the
Share dialog and youll now be able to invite people to join. Type in an email address, choose whether they can edit it or just view it and then include an optional message. On the receiving end, an email will arrive that includes a link to the document stored in the sending partys OneDrive account: When the user clicks on the link, it will take them to a
browser version of Word called Word Online, where the document can be edited. Click the Edit in Browser button and youll get the familiar ribbon interface of the desktop Word program. The user can edit the document without needing Word installed or needing to have a OneDrive account. The document automatically saves, so the user doesnt have
to worry about trying to save the document themselves. On your end, youll see a message pop up saying that other people are editing the document and asking if you want to automatically share changes as they happen. I recommend clicking Yes here. Note that you wont see the changes from other users until you save the document. If you click on
File, youll see a new message on the Info tab that says Document Updates Available. Go ahead and save your document and youll get another message explaining that new changes made by others will be shown with a green overlay. Click OK and browse through your document. Anything in green is what has been changed or added by someone else.
In my testing, if someone deleted something from the document, it didnt show anything in green. Note that once you save the document, the green highlight will disappear until new changes are made. If you want to keep track of what changes are being made, you should enable Track Changes on the document before you share it, otherwise its kind
of hard to tell whats going on, especially if multiple people are editing the document. Above, I have enabled Track Changeson the Review tab and now in addition to the green highlighted text, I also have the red vertical bars in the left hand column. Since deletions dont show in green, you can only see them by tracking changes. Click on the red line
and itll show you the deleted content in strike-through. Overall, Word is a great tool to collaborate in real-time with multiple authors or editors and the syncing aspect works very well. One feature I noticed is that when someone else is editing a certain paragraph, it prevents others from editing that section until the first person is finished. This
ensures that people arent overwriting the same sections at the same time. If you have any questions, feel free to comment. Enjoy!
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