Comparing copies of a document 
Microsoft Word (all versions) 
If you have ever asked a coworker to revise a document and forgot to enable the track changes feature or you've found another copy of the document and would like to know how it compares to the current copy, then the Compare Documents feature should fit the bill.

Using the Compare Documents feature is fairly simple once you get beyond step 1. Step 1 is the step that gives people the most trouble. 

1. Open the document you wish to use as your final or edited document. That is, you want to see what changes were made to the other document to produce the one you currently have open. 

2. In Word 97 and 2000, click the Tools menu; choose Track Changes, then Compare Documents. In 2002 and 2003, click Tools and choose Compare and Merge Documents. 

3. In the resulting dialog box browse to your original Word document; this is the file that contains the changes that were made to the file that you opened in Step 1. Click the Open button in Word 97 and 2000. In Word 2002 and 2003 you'll click on the Merge button. 

If neither version of the document contains tracked changes, Microsoft Word displays the final version of the document with revision marks indicating the changes.

If one of the versions did contain tracked changes, a dialog box will be displayed. Simply click Yes to compare the documents.

At this point, you will see a document with passages that are colored and possibly underlined for insertions or colored and struck through for deletions.
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