Saving multiple versions within a file 
Microsoft Word (all versions) 
In a previous tip, we told you how to compare different copies of a document. These different copies are separate files. In this tip, we will discuss saving multiple versions of a document within one Word file. In essence, this feature keeps multiple drafts of a document within a file. So, one way to utilize this feature would be if one person is working on a document and wants to keep track of different versions of the document, such as a first draft and later drafts.

To save the document in its current state by using versioning: 

1. Click on the File menu and choose Versions. 

2. Click the Save Now button. The Save Version dialog box is displayed. 

3. A large part of the Save Version dialog box is devoted to the Comments on version: textbox. Type some descriptive information about the version you are saving. You do not need to add comments but if you do not, you will only have the Date and Time and Saved By information to remind you what is different about this version of the file. 

4. Click OK. 

The Saved By information comes from the Name value stored on the User Information tab of Word's Options dialog box.

To revert to an earlier version of a file, you will need to open that earlier version and save it as a separate file. By the way, the new file does not retain any information about versions.

To open and save an earlier version: 

1. Click on the File menu and choose Versions. 

2. In the list of Existing Versions, click the version you wish to open and then click Open. Also you can simply double-click the version to open it. 

3. Microsoft Word will arrange your windows so you can see both copies of the file. It will make the version you just opened the active document. Simply save this file using Save or Save As, and both will prompt you for a file name. 

That is all there is to creating a new document from a previous version. 

When editing a document, you may not remember to create a new version of a file. If you want versions saved automatically when you close a file: 

1. Click the File menu and choose Versions. 

2. Click the Automatically save a version on close checkbox to check it. 

3. Click the Close button. 

Now, whenever you make changes to the document and save them, when you close the file a new version is created. If you do not make changes or do not save them, a version will not be created.

Note: The Versions dialog box also allows you to delete versions by selecting the version to delete and clicking the Delete button. In addition, if you entered a lengthy comment for a version, you can click the View Comments... button to read it.
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