
Click Edit, Replace to find some text and replace it with text you 
have entered into the dialog box.

Dialog Box:

Enter the text you wish to replace and the text you want to replace 
it with. 

When you've found the word(s) you were searching for, you can: 

· Replace them one by one. 

· Have Word automatically make the change for you each time it 
finds the selection. 

Make sure you select Match Case and Find Whole Words Only if 
applicable, otherwise you'll end up with unintended replacements. 

Accessing Alternatives: 

Menu: Edit, Replace. 
Keyboard: <Alt + E,E> or <CTRL+H> 


