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1.0 Introduction
Preparing large sets of documents for hearings and other legal proceedings calls for revision and 
comparison at every stage. Whether the documents are in different formats or incredibly complex, 
every practicing lawyer will have to compare seemingly similar documents to find subtle differences 
or changes.

The process of revising, comparing, and proofing, as the majority of lawyers would agree, is one of the 
most frustrating tasks they have to undertake. Time pressure and ever-lower tolerance for errors drive 
meticulousness; the smallest change gone unnoticed can dramatically impact a case or a negotiation. 

Reviewing different versions of documents and circulating them is still unfortunately a manual 
process for some law firms. Tracking changes manually, as well as ensuring security and compliance, 
is time-consuming, error prone, and extremely difficult, if not often borderline impossible especially in 
today’s usual time pressures. 

The emergence of new working methods, including mobility and BYOD (Bring Your Own Device), are 
challenging how legal professionals review and compare documents. This poses the question: what are now  
the best methods of carrying out document comparison and revision accurately, quickly, and securely?

This guide aims to inform legal professionals of current best practice tools and methods, looking 
at the pitfalls of current practice and how new specialist-comparison technologies are simplifying 
the end-to-end process.  
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2.0 Trusting ‘Track Changes’: Right or Wrong?
The manual error-prone days of circulating a paper copy for review and using a red pen to check 
individual lines are pretty much over.

Today you are more likely to find legal professionals, senior partners included, using the ‘Track 
Changes’ feature in Microsoft Word to review drafts electronically and mark changes as documents 
are revised. It’s a very popular tool, but it’s definitely not without its pitfalls.

Consider this scenario: a lawyer spends hours reviewing a lengthy contract and uses ‘Track Changes’ 
to note all changes, additions, and deletions made by others. A non-redlined version or ‘clean copy’ is 
then shared with the opposing lawyer – someone who has not been part of the collaboration process. 

But what happens when the lawyer mistakenly does not accept the changes that were tracked in the 
document? The consequences: hidden text (metadata) remain, leading to confidential and sensitive 
information being disclosed to the opposing lawyer if he or she is savvy enough to look into the 
metadata. Disaster. While the above is just an example scenario, it does happen. Can a sector based 
on client confidentiality and best possible representation afford to rely on a tool that is so open to 
accidental disclosure of what should be privileged/internal information?
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Figure 1: Manually looking for detail in documents
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3.0 Eight Considerations to Keep in Mind
With extensive experience in working with the legal sector to manage, share, and compare 
documents, Workshare recommends taking the eight key considerations below into account before 
comparing documents.

1. Accuracy is everything 
You don’t need reminding of how critical accuracy is when comparing different versions of a 
document. With sensitive documents like contracts, proposals, and statements of work, mistakes 
can lead to misstatements, negotiation issues, and regulatory problems. Word 2013 isn’t as 
thoroughly accurate as you may assume, it fails to identify or represent changes in documents 
particularly in tables, numbering, headers/footers, footnotes, and table of contents.  

2. Version, versions, and more versions  
Juggling documents is part and parcel of building a case, but checking the changes that have 
been made between versions can be tricky. ‘Track Changes’ doesn’t solve version-control issues, 
which leaves you open to missing something. For example, when sending documents via email for 
review to multiple parties, reviewers may not use ‘Track Changes’ or make their edits to the latest 
version of a document. You may not even be aware that some other reviewer sent someone else 
a copy of the document. This results in frequent modifications of old versions and extra work in 
reconciling multiple, edited versions. No one wants that kind of extra work.  

3. Word, Excel, PowerPoint, PDFs... others? 
Documents are increasingly becoming more complex, and document types will proliferate, 
which represents a huge challenge. Any comparison tool needs to have the flexibility to support 
multiple document formats and compare across formats. PDFs are now widely used for electronic 
filing and are commonplace in courts and government agencies. While it has introduced PDF 
comparison support, Word 2013 falls short in supporting scanned PDFs.

4. Size really does matter 
Unsurprisingly, email is often the tool of choice for sharing revised versions of documents, but how 
many times has the large size of the document meant you were unable to send it? We’re guessing 
quite a few. Multiple attachments compound the size issue and sometimes forces sending different 
components of a document separately. The frustration of not being able to send a contract before 
an urgent deadline because it is too large is real for many lawyers. ‘Track Changes’ is just a 
document review tool and offers no solution to size issues.

5. Single report view 
It is important to provide reports on the summary of changes to be able to easily read and navigate 
documents with many changes. Printing pages that only contain changes also helps to decipher 
important changes quickly. Word 2013 doesn’t provide these features.

6. Documents vs documents 
It is often necessary to compare multiple documents against each other particularly when 
reviewing them with many parties. Word 2013 does not enable you to compare one document 
against many other versions, so you’re unable to review changes from other contributors, except 
on a 1:1 basis, possibly forcing you to “re-compare” with earlier compared documents. 
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7. Accessing documents from DMS
A large majority of document owners, reviewers, and consumers expect to move between desktop
computers and work “on the go” via mobile devices today. Along the way, versions will naturally
be created and will have to be tracked and stored, normally in a DMS (Document Management
System) such as HP Autonomy, WorldDox, or SharePoint. The integration of a document
comparison, review, and metadata removal tool with email and a selected DMS is critical for
improving workflow and increase efficiency, but Word 2013 does not offer integration with a DMS
or email systems.

8. Plugging the ‘metadata’ leak
Often the metadata associated with electronic documents is just as proprietary as the data itself 
and so must be managed and secured along with the content. Many lawyers today are very aware
of metadata and are becoming increasingly concerned about accidently transmitting it to another
lawyer or even to their own client when they electronically send a document. To avoid sensitive
data leaks, legal professionals need solutions that remove, preserve and manage metadata.

4.0 The Specialist Tools of the Trade
While physically staring at versions on paper and ‘Track Changes’ are both options for tackling 
document comparison, they are flawed options. Measurably better solutions for the problems raised 
have emerged in recent years.

A dedicated comparison tool is a lawyer’s ultimate partner in effectively managing all parts of the 
process – creation, collaboration, revision, and comparison. One such tool that is used by 90% of law 
firms internationally as their preferred solution is Workshare Professional 8. Delivering a far greater 
level of accuracy and reliability, Workshare is designed to make the complex process of comparing 
documents simple.

4.1 Why Workshare Professional 8?
Workshare Professional 8 delivers the simplest document comparison experience that lawyers, like 
yourself, need and look for:

• No More Email Chains
Long, confusing email chains are annoying. They’re certainly no fun late at night when you need to
send the final document before midnight. With Workshare, the constant sending documents back 
and forth via email is replaced by a simple, secure, central online space where different document
versions, comments, and feedback about the same document all live.

• Review Only What Matters To You
Makes sense. Why would you want to see changes you have no interest in? Workshare’s ‘category
view’ enables easy, fast access to the changes that are most relevant to you while bypassing those
that aren’t. The efficiency of your review cycle improves. You save time and cut the cost. ‘Category 
view’ separates text moves, insertions or deletions, formatting, numbering, punctuation changes,
and more so you can choose what to focus on and what to ignore.
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• Simple Document Redlining
Take charge of document reviews by customizing and controlling the changes shown to you and
how they’re displayed in the redline document. This makes seeing and understanding changes
much easier.

• 24/7 Access
It’s not at all unusual for those involved in the revision and comparison process to either work
remotely or from other offices. Anywhere, any-device access to documents are therefore necessary,
and Workshare enables this, via desktop, online, and mobile. The most recent version of a
document is within reach at any time with a single click.

• Lengthy and Complex is No Problem
Even the longest, most-complex, intricate documents are no match for Workshare Professional 8. It
was created and designed to tackle them quickly, with ease and with the highest degree of accuracy.

• Save Comparisons
Want to save the comparison to review another time? With Workshare, you can keep your review
in a document containing the original and modified documents and redline. You can also save the
redline document as a DOC/DOCX, RTF, HTML, TXT, PDF or PDF/A file.
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Figure 2: Accurate comparison between Word documents, text-based and scanned PDFs, and 
a simple view combine to help you see at-a-glance what’s changed between versions, 
even working between formats.
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5.0 Quick Comparison: Workshare vs MS Word
The table below shows how MS Word ‘Track Changes’ stacks up against Workshare Professional 8 
across three key areas: supported formats, accuracy, and ease of use. 

• Fully supported          • Partially supported          • Not supported

Document Comparison Requirements for 
the Modern Lawyer

Workshare 
Professional 8

MS Word Track 
Changes

Supported Formats

Compare Word to Word documents • •
Compare Word to PDF • •
Compare PDF to PDF • •
Compare image-based PDFs • •
Compare Excel spreadsheets embedded in 
Word documents • •
Compare images embedded in Word 
documents • •
Accuracy

Compare simple text in paragraphs • •
Compare inserted/deleted rows in simple and 
complex tables • •
Compare content changed in textboxes • •
Compare content in headers and footers of a 
document • •
Compare merged/split table cells • •
Ease of Use

Customizable rendering sets to allow flexible 
comparison outputs (colors, styles, and formats 
of displayed changes)

• •
Ability to ignore content – for example, 
in textboxes, headers/footers, tables, or 
comments

• •
Compare documents from Document 
Management Systems • •
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Document Comparison Requirements for 
the Modern Lawyer

Workshare 
Professional 8

MS Word Track 
Changes

Ease of Use

Automatic versioning of comparisons in your 
Document Management System • •
Automatic comparison summary and statistics 
report • •
Email comparisons as Word ‘Track Changes’ 
document • •
Edit comparison name when emailing • •
Compare attachments from within Outlook • •
Automatic alert if an inbound email attachment 
is different from the version sent • •
View changes by category • •
Suggest potential missed changes • •
Search for changes • •
Compare more than two documents at once • •
Easily view and manage changes from multiple 
reviewers • •



6.0 Conclusion & Key Takeaways
The ability to accurately compare different versions of heavily formatted documents is critical. It is 
a process that can take up a formidable chunk of a legal professional’s day, and sometimes night, 
but it cannot be avoided. Alongside the significant impact missing the slightest change can have, 
client confidentiality and preventing unauthorized use of legal documents must also be taken into 
consideration throughout the revision process.

Workshare recommends considering the following when looking at comparison tools:

• Don’t fall behind your industry’s standard 
The accuracy of any tool you use for document comparison should match your industry’s own high 
standards. Using tools that miss details like complicated formatting, embedded Excel spreadsheets, 
or textbox changes is risky and can lead to complications.

• Security must be front of mind 
Security aspects of the review process – including email communications and online file sharing 
– should fall under the protection of a policy-based scheme that can manage hidden sensitive 
information within documents, otherwise known as metadata. It is a highly necessary protective 
measure in today’s legal environment.

• Flexibility and ease of use are key 
A rigid solution that cannot cope with highly complex documents is not one any lawyer should be 
using to compare documents. An easy-to-use solution that can take on any document, regardless of 
length, complexity, or format, is the way to go.

• More lawyers than ever are mobile 
Choose a tool that works in line with the realities of today’s legal industry and enables anytime, 
anywhere access to documents needed to have the ability to review, comment, and collaborate on 
documents across multiple devices.

• Don’t be restricted by file sizes 
There is a world beyond manually attaching files to emails. Workshare replaces attachments with 
secure, end-to-end encrypted links that provide recipients with immediate access to the document. 
Never miss a deadline again because of email file-size limits. 

Why not try Workshare Professional 8 for yourself to experience the benefits of a specialist 
comparison tool? Download a free 30-day trial version today.
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