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How to Stop Your PC from Forward Deleting Text
asYou Type

Isn't it frustrating when you're typing and your new words start deleting the words already on the page? Y ou
might be thinking your PC's been hacked, but the issue is usually that you've pressed the Ins (Insert) key on the
keyboard. This...

Method 1 of 2:
Toggling Off Overtype Mode with the lnsert Key

1. Press Insert! or Ins| once. Thekey isusually near the top-right corner of the keyboard. Pressing this key
toggles the Insert function on or off in any app on your PC.

Press Ctrl + zZ| torestore accidentally-deleted text. Y ou may have to press this key combination to
undo all of the text you've accidentally replaced.
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Typeyour text again. Now that you've pressed the key, you should be able to type without erasing what's
already on the page.

1. If you're using Microsoft Word and find yourself accidentally pressing the 2Ins' key too often, you
might want to disable overtype mode. See the Disabling Overtype Mode in Microsoft Word method
to learn how.

2. If you're till having trouble entering new text, save your work and close the application. When you
restart the app, you should be able to type text normally.

Method 2 of 2:

Disabling Overtype Modein Microsoft Word
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Click the( File ) menu. It's at the top-

Options

|eft corner of Word.

Click [ Options ). It'stoward the bottom of the menu.

Word Options

General
Display
Proofing

Save

Language

Customize Ribbon
‘Quick Access Toolbar
Add-ins

Trust Center

Click the( Advanced ) tab.

% Advanced options for working with Word.

[¥] Typing replaces selected text
When selecting, autnmatical_l_y-salectantira word
Allow text to be dragged and dropped
Lse CTRL + Click to follow hyperlink
[T] Autematically create drawing canvas when inserting Autoshi
Use smart paragraph selection
[¥] Use smart cursering
Use the Insert key ta control gvertype mode
D Lh&oxer‘type mode

[C] Prompt to update style
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Remove the checkmark from " Usethe Insert key to control overtype mode." It's under the "Editing
Options' header.[1]

Remove the checkmark from " Use overtype mode." It's right below the last box you unchecked.
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Click [ OK . Pressing the Ins key in Microsoft Word will no longer toggle on/off overtype mode.

Y ou finished reading the article "How to Stop Your PC from Forward Deleting Text as You Type" edited by
the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search
for similar articles on tips and guides. Thank you for reading and for following us regularly.
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