Instructions to Change the View of the Amendments made to the Finance Manual

1. Download the manual from the schools website and save on your local computer/network

2. If the ‘reviewing’ toolbar is not shown then go to View – Toolbars – tick reviewing and the toolbar will appear under the other toolbars at the top of the screen.

3. At present the format is ‘Final showing mark-up’ change this to ‘Final’

4. If you do not want to refer back to the changes at any point in the future these can be permanently deleted by accepting all the changes.  This can be done by clicking on the down arrow of the accept changes button (a blue tick) and clicking on accept all changes to the document.

5. Save the file 

6. This will no longer show any changes made in the past to this document

Please contact your School Financial Adviser for any assistance.

