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How to usethelnsert key toinsert copied text in
Word?

The Insert key is also used as a shortcut to insert text to copy or cut text content at the current cursor position. If
you don't know how to use the Insert key to insert copied text in Word, please refer to the following article of

In Word , the "Insert" key on the keyboard is used to switch between Insert and Overtype modes . In
addition, the Insert key is also used as a shortcut to insert text to copy or cut text content at the current cursor
position. If you do not know how to use the Insert key to insert copied text in Word , please refer to the
following article of Network Administrator.

To change the function of the Insert key, first open aWord document and then click the File tab.
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On the Info interface, click on Option in thelist of itemsin the |eft pane.


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/how-to-use-the-insert-key-to-insert-copied-text-in-word

Info

Sample

»

Protect
Document -

7
@
Check for
Issues ~

Account

Options k a

Manage

Feedback Document -

Sample.docx - Word

Documents = My Work

Protect Document

Caontrol what types of changes people can make to this document.

Inspect Document
Befare publishing this file, be aware that it contains:
Document properties and author's name
Headers
Custom XML data
Caontent that people with disabilities find difficult to read

Manage Document

Check in, check out, and recover unsaved changes.

Yesterday, 7:13 PM (when | closed without saving)

A Word Option dialog box appears, click Advanced in the list of left frame items.
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In Cut, copy, and paste, check the check box to select Usethe Insert key for paste.
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Click OK to close the Word Options dialog box.
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Note:
You can aso use F2 key to move or copy text quickly, or use Ctrl + Insert to copy any text, similar to using

Ctrl + C.

Exploremore:

1. 8tipsor handling columnsin Microsoft Word

2. Insert imagesinto text content

3. Enter the serial number and the automatic initial character MSWord

Good luck!



Y ou finished reading the article "How to usethe Insert key to insert copied text in Word?" 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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