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Power Point 2016: Using the Find & Replace Feature

PowerPoint can automatically search your presentation content using the Find feature and allows you to quickly
change words or phrases using the Replace feature.

When working on long presentations, finding a specific word or phrase can be a difficult and time-consuming
task. PowerPoint can automatically search your presentation content using its Find feature and allows you to
guickly change words or phrases using its Replace feature .

How to find text

1. From the Home tab, click the Find command.
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2. A dialog box will appear. Enter the text you want to search for in the" Find what:" field , then click " Find
Next".
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3. If thetext isfound, it will be highlighted in bold.
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Y ou can aso access the Find command by pressing Ctrl + F on your keyboard.

How to replace text

Sometimes, you might find that you've made a mistake multiple times throughout your presentation—such as
misspelling someone's name—or you need to change a specific word or phrase to something else. Y ou can use
the Replace feature to make these corrections quickly.

1. From the Home tab, click the Replace command.
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2. A dialog box will appear. Enter the text you want to search for inthe™ Find what:" field.

3. Enter the text you want to replace with in the Replace with: field , then click Find Next.
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4. If the text isfound, it will be highlighted. Review the text to make sure you want to replace it.

5. If you want to replace, choose one of the replacement options. The Replace feature will replace a specific
instance in the text, and Replace All will replace all instances found. In this example, we will use the Replace

option.
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6. The selected text will be replaced.
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7. PowerPoint will move to the next instance found in the presentation text. When you have finished replacing
the text, click Close to exit the dialog box.

When it comes to using the Replace All feature, it'simportant to remember that it may find matches you didn't
anticipate and may not actually want changed. Only use this option if you are absolutely certain it won't replace
any words or phrases you didn't intend to replace.

Practice!

1. Open the sample presentation .

2. Thereisatypo in the presentation. Fundraising is misspelled as Funraising. Use the Find feature to locate
the misspelled word Funraising and use the Replace feature to replace it with the correct word Fundraising.

3. Use the Find feature to find out which month the election was held. Hint: Search for theword " elections’ .

4. Assume the original fund president has resigned and been replaced. Use the Find and Replace All feature to
change Julia Stevensto Belinda Haygood.

5. When you're finished, your presentation will have this dialog box:
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o PowerPoint searched your presentation and made 2 replacements.

See more:

1. Managing slidesin PowerPoint 2016
2. Applying transition effects in PowerPoint 2016
3. Applying themes in PowerPoint 2016

Y ou finished reading the article "Power Point 2016: Using the Find & Replace Feature" 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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