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Microsoft Word Exercise #5: Replacing Text
After completing this exercise, you will be able to replace text in a Word document.  Word corrects commonly misspelled words as you type so that you don’t have to.  For example, if you type “teh”, Word changes it to “the” as soon as you press <SPACE>.  Changing the text like this is called AutoCorrect.  If you don’t want Word to automatically change text, you can undo the change or turn off the AutoCorrect feature by clicking the AutoCorrect options button that appears after the change.  It looks like a lightning bolt with a drop down arrow immediately to the right of it.  It first appears as a small blue box near the changed text and then changes to a button icon.
Besides replacing misspellings, you can also find and replace other text of your choosing.  If you know that you want to substitute one word for another, for example, you can use the Find and Replace dialog box to find each instance of the word or phrase you want to change and replace it with another.  Throughout this exercise, we will be working with the AutoCorrect control, the Find and Replace dialog as well as its components.  The AutoCorrect options can be accessed from the Tools menu by selecting the AutoCorrect options command.  Similarly, the Find and Replace commands can be accessed from the Edit menu by selecting the Replace command or by typing <CTRL> - <H>.  Here is a list and a brief description of the Find and Replace commands:

· Find tab: locates the next instance of the word you enter in the find field.
· Replace tab: allows you to specify the texts you want to find and replace
· Find Next button: executes the find command (and ONLY the find command) after you specify the text in the Find what field.  Please note that it doesn’t replace anything by itself.
· Replace button: executes the actual replacement operation; replaces the text that you found in the Find what field with the text you specified in the Replace with field.
· Replace All button: replaces all of the occurrences of the text you typed in the Find what field with that you typed in the Replace with field all in one shot.  Be careful of this command as you may later decide that this is not something you wanted to have happen.
A. System Startup (as in previous lessons)
B. Starting Word (as in previous lessons)
C. Replacing Text in a Document

1. Begin by typing in the draft of your resume in a new document.  Include only the header with your name, address and phone number.  Do not use Philadelphia as a city.  Do not type the education subheading just now.
2. At the last line of the header, type <ENTER> twice.

3. Select the header text as we did in the previous lesson and execute the Copy command in the Edit menu.

4. Type <CTRL> - <END> to place the cursor at the end of the document.

5. Execute the Paste command from the Edit menu.  You should now have two main headers with a blank line in between.

6. Type <ENTER> again to insert another blank line.

7. On the Tools menu, click AutoCorrect Options.  The AutoCorrect dialog box appears.
8. Clear the Capitalize first letter of sentences check box.  Word will no longer capitalize the first letter or word that immediately follows a period.

9. Click the Replace field and then type EDU (all in capitals).

10. Press the <TAB> key to move over to the With field.

11. Type EDUCATION (all in capitals).

12. Click the Add button to add the entry to the correction list.  The text for the new AutoCorrect entry will be displayed each time you type its abbreviation (all in capitals) and press <SPACE>.  If the entry has already been added, click the Replace button and then click the Yes button.
13. Click <OK> to close the AutoCorrect dialog box.

14. Type <CTRL> - <END> to place the cursor at the end of the document.

15. Type EDU and press <SPACE>.  The text changes to EDUCATION.

16. On the Edit menu, click Replace.  The Find and Replace dialog appears.

17. Click the Replace tab.

18. In the Find what field, type the name of the city you typed in the main headers and then press <TAB> to move the cursor to the Replace with field.

19. In the replace with field, type Philadelphia.
20. Click the Find Next button.  Word finds the first instance of the city you typed.

21. Click the Replace button.  The selection is replaced with the text Philadelphia and the next occurrence is selected.

22. Click the Replace button again so that the next instance of the selection is replaced.
23. On the standard toolbar, click the Undo button twice.  Notice how each time Philadelphia reverts to the name of the city you typed originally.  The first instance of the city should be highlighted.

24. Bring up the Find and Replace dialog as in step #16.  Both fields should still contain your selections.

25. Click the Replace All button this time.  A dialog indicating that Word completed the search with two replacements made.

26. When you have reached this point, ask your teacher to check your work for a grade!
27. Power the system down.
