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Editing Text

Why Edit?

· Miftakes happen.

· Always room for improvement.

· Things change.

Proofreading

· Spelling checker

· Custom Dictionary

· Grammar checker

· Always proofread with your eyes

Making Changes – 2 Steps:

1. Always select first

2. Then change

Selecting Text

· Characters:

· Click and Drag

· Shift and Arrow Keys

· Words:

· Double-Click

· Sentences:

· Ctrl + Click

Selecting More Text

· To Select Lines:

· Click at Left of Line

· Home, Shift + ↓ key

· Paragraphs:

· Double-click at left

· Entire Document:

· Triple-click at left

· Ctrl + A

Select Nonadjacent Text

· To Select Adjacent Items:

· Shift

· To Select Nonadjacent Items:

· Ctrl

4 Ways to Change Things:

· Right-Click

· Ribbon Button
· Ctrl Key (e.g., Ctrl + C)

· Alt Key (e.g., Alt, H, C)

Move Text (Cut & Paste)

· Right-click Cut, right-click Paste

· Ribbon: (Scissors) & Paste
· Keybd:  Ctrl+X & Ctrl+V

· Keybd:  Alt, H, X & Alt, H, V, P
· Drag with left mouse button

· (Or, drag w/ rt button, Move)

Copy Text (Copy & Paste)

· Right-click Copy, rt-click Paste

· Ribbon: (Sheets) & Paste
· Keybd:  Ctrl+C & Ctrl+V

· Keybd:  Alt, H, C & Alt, H, V, P
· Ctrl + drag w/ left mouse button

· Or, drag w/ rt mouse button, choose Copy

The Clipboard

· For moving multiple items

· Click Home > Clipboard
· Stores items you Cut / Copy
· Clipboard can hold 24 items

· Click any item to Paste it
Find & Replace

· Finds certain text ...

· Can also replace text

· Can also find special characters:

· Paragraph marks

· Can make hundreds of changes

· Or, hundreds of mistakes

Formatting Text

Why Format?

· More attractive to reader

· Easier to read

· Easier to find important info

You Can Format ...

· Characters

· Paragraphs

· Documents

Document Formats

· Margins: Left, Rt, Top & Bottom

· Orientation: Portrait/Landscape

Paragraph Properties

· Paragraph spacing (before/after)

· Line spacing (single, double)

· Alignment: Left, Centered, Right

· Justified: Left & Rt Aligned

· Indenting

· Bullets

· Borders

· Shading

What’s a Paragraph?

· Any text that ends in ¶

· A blank line can be a paragraph

· Selecting paragraphs

· No need to select whole thing

· Just put insertion point inside

Special Indenting

First Line:

Here only the first line of text is indented, not the rest.

Hanging Indent:

Here the first line of text is not indented, but the rest are.

Indenting Vs. Margins

Indenting

· Affects certain paragraphs

· Left & right

· First line may be different

· Click Home | Paragraph
· Or move slider in ruler

Margins

· Usually affects whole pages

· Left, right, top & bottom

· Click Page Layout > Margins
Format Painter

· Great tool for copying formats

· Use button in Home ribbon
Bullets & Numbering

· To make lists clearer

· Can use “bullets”

· Or numbers

· Can have different levels

· And sublevels

· Click Home > Bullets button

Character Formatting

· Font size

· Font (Times New Roman, Arial)

· Style (Bold, Italic, Underlined)

· Color

· Change Case (Aa)

Special Properties

· Click Home > Font
· Small Caps, Hidden, Spacing
Styles
· Instead of “direct” formatting

· Easy, quick formatting

· Ensures consistency

· Easy to change whole document

· Many styles available

· Many themes available
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