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Thetext editing operations on Word 2013 are basic

If you are anew user of Microsoft Word, you will probably have to learn more about the basics of how to enter,
edit and organize text. Let's TipsMake.com get acquainted with the text editing operationsin this article!

If you are a new user of Microsoft Word, you will probably have to learn more about the basics of how to enter,
edit and organize text. Basic oper ations include adding, deleting and moving text on your documents, as well as
how to cut, copy and paste text. Let's TipsM ake.com get acquainted with the text editing operationsin this
article!

Y ou can refer to the basic operations when working with Word documents in the video below:

Besides, you can refer to the Word 2013 Complete Guide (Part 1, 2 and 3) here:

1. Word 2013 Complete Guide (Part 1): Basic tasksin Word
2. Word 2013 Complete Guide (Part 2): How to create and open existing documents
3. Word 2013 Complete Guide (Part 3): How to store and share documents

Using insertion pointsto add text

Insertion point is a flashing vertical line in the document text. It displays the location you can enter text on the
document page. Y ou can use insertion pointsin many different ways.

1. Blank document : When opening a blank document, the insertion point will always appear in the top left
corner of the page. If you wish, you can enter text from this location.
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1. Spacing between words : Press Spacebar to add space after words or between paragraphs.
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1. Down thenext line: Press Enter to move the insertion point to the next line.
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1. Specific location editing : After the import is complete, you can use the mouse to move the insertion
point to a specific location in the document. Simply click on the location where you want to place the
insertion point in thetext to edit .

The event will take place on March 2| 2013 from 6:30 — $:00 pm. Highlights will include:
The San Francisco Quintessential Quartef

Vegan Catering by & Moss Must

A performance by the Moment of Melody Children's Choir

Click to manually place
the insertion pointin a

specific location

In ablank document, you can double-click to move the insertion point to another location on the page.

|. Selection of text

Before formatting the text, you will first have to select the text. To do this, you need:
1. Move the point to insert the mouse to the position you want to select in the text.

2. Click and drag to the text you want to select, then release the mouse button.The selected text will be blacked
out.
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Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcher and in the matter of a
few years, worked her way up to serve a%re&dent. Mrs, Wallace has been with Tall Trees
since its earfy days as a resource for local arboretums. From overseeing muich donations,
organizing local and international tree planting projects, and educating the global

1. When selecting text or images in Word, a Toolbar bar containing command shortcuts will appear. If the
Toolbar does not appear, try hovering over the selected item.
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1. Other shortcuts include double-clicking to select a word or clicking the mouse three timesto select the
entire sentence or paragraph . In addition, you can also select all text in the document by pressing Ctrl
+ A shortcut key on the keyboard.

1. Delete text

Here are some ways to delete text:

1. To delete the text to the left of the insertion point, press the Back space key on the keyboard.
2. To delete the text to the right of the insertion point, press the Delete key on the keyboard.
3. Select the text you want to delete, then press the Delete key.

If you select the text to delete and start typing, the selected text is automatically deleted and replaced with new
text.

[11. Copy and move text

Word 2013 allows users to copy text in documents and paste into another location to help save time. If you want
to move the text to other locations in the document, you can cut and paste or drag and drop .

Copy and paste text
Copy text creates a copy of the text.

1. Select the text you want to copy.

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcherlynd in the matter of a

2. Click the Copy command on the Home tab. In addition, you can aso right-click on the selected text and
choose Copy or perform a quick operation by pressing Ctrl + C.
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3. Move the insertion point to the location where you want to paste the text.

Copied
PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL text

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. Mrs. Wallace has been with | since its
early days as a resource for local arboretums. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the glebal
community, Mrs. Wallace has been pivotal in the growth and success of TTl and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens.

Paste

location

4. Click the Paste command on the Home tab. Or press Ctrl + V.
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5. Text will appear at the location where you paste.

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees Intemnational Monprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcher and in thematteg of a
few years, worked her way up to serve as president. Mrs. Wallace has been wnce
its early days as a resource for local arboretums. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens.

Cut and paste text

1. Select the text you want to cut.
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Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. She began as a researcher and in the mater of a
few years, worked her way up to serve as president_ lMrs. Wallace has been with TTI since
its early days as a resource for local arboretums. Frasn overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the

2. Click the Cut command on the Home tab. Or right-click on the selected text and select Cut , or press Ctrl +
X.



HOME INSERT DESIGN

ol : : e o
D éj} fAn'aI -_}1_.2 =} A A
e | B I

Paste U ~abe X, X° [~
Clipboard = Font

= Cut (Ctrl+X)

Remove the selection and put it on
the Clipboard so you can paste it
somewhere else,

[ g W T T PSR ] T

3. Move the insertion point to the position where you want to paste the cut text.
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Lenoir Wallace, the president of Tall Trees International Nonprofit (TT1), announced
yesterday that she will be retiring in April. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. Mrs. Wallace has been with TTI since
its early days as a resource for local arboretums. From overseeing muich donations,
organizing local and international tree planting proj and educating the global
community, Mrs. Wallace has been pivotal in the growth success of TTl and the
worldwide health of trees. After 19 years of service, her cont ons to dendrology have
been immeasurable. Her family and staff wish to recognize her
service by hosting a farewell dinner at the San Francisco Radix Gard

4. Click the Paste command on the Home tab. Or press Ctrl + V. That text will appear.
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Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. Mrs. Wallace has been with TTI since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. From overseeing muich donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TTI and the
worldwide health of trees. After 18 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens.

1. You can access the cut, copy and paste commands using keyboard shortcuts. Press Ctrl + X to cut, Ctrl +
C to copy and Ctrl + V to paste.



2. Alternatively, you can aso cut, copy and paste by right-clicking on the document and selecting the desired
action from the drop-down menu. When using this method to paste, you can choose from three options to
determine how the text will be formatted: K eep Sour ce For matting, Keeping For matting and Keep Text
Only ( Only keep text ). Y ou can hover over each icon to see how it looks before selecting it.
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Drag and drop text

Drag and drop text allows you to use the mouse to move text.

1. Select the text you want to move.



PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TTI), announced
yesterday that she will be retiring in April. Mrs. Wallace has been with TTI since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. From overseeing muich donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TT| and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have
been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a%rewell dinner at the San Francisco Radix Gardens.

2. Click and drag the text to the position you want to paste. A small rectangle icon will appear below the arrow
S0 users can know that the text is being moved.

PRESIDENT OF GLOBAL NONFROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Nonprofit (TT1), announced
vesterday that she will be retiring in April. Mrs. Wallace has been with TTI since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as presid - overseeing mulch donations,
organizing local and international tree planting proje: and educating the global
community, Mrs. Wallace has been pivotal in the growiimrand success of TTI and the
worldwide health of trees. After 19 years of service, her contributions to dendrology have

been immeasurable. Her family and staff wish to recognize her many years of dedicated
service by hosting a farewell dinner at the San Francisco Radix Gardens.

3. Release the mouse button and the text will appear where you pasted.

PRESIDENT OF GLOBAL NONPROFIT TO RETIRE IN APRIL

Lenoir Wallace, the president of Tall Trees International Monprofit (TTI), announced
yesterday that she will be retiring in April. Mrs. Wallace has been with TTI since its early
days as a resource for local arboretums. She began as a researcher and in the matter of a
few years, worked her way up to serve as president. After 19 years of service, her
coniributions to dendrology have been immeasurable. From overseeing mulch donations,
organizing local and international tree planting projects, and educating the global
community, Mrs. Wallace has been pivotal in the growth and success of TT| and the
worldwide health of trees. Her family and staff wish to recognize her many years of
dedicated service by hosting a farewell dinner at the San Francisco Radix Gardens.

Use Find and Place

When working with a long document, it will be difficult and sure to take alot of time to find a specific word or
phrase. Word can automatically search your document using the Find feature and allow you to quickly change
aword or phrase using the Replace feature.

|. Find text

In the example below, we write an academic report and use the Find command to find all the objects of a
particular word.

1. From the Home tab, click the Find command.
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2. At thistime, there is a navigation panel on the left side of the screen.

3. Enter the text ( words or phrases) you want to find in the box at the top corner of the navigation panel. In the
example below, you can see the keyword is the author's last name that we searched for in the document:
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4. If the text (word or phrase) you find is found in the document, it will be highlighted in yellow and a preview
of the results will be displayed on the navigation panel.

5. If the text appears several times, select a playback option ( review option ) to review each case. When an
instance of the text is selected, it will fill in gray:

1. Arrows: Usethe arrows



to move through the results.

2. Preview theresults: Select the preview of the result to go directly to the location of a specific result in
the document.
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In addition, you can click on each search result in the results under the arrow to jump to that word or text.

6. After finishing, click on the X icon to close the navigation panel. The highlighted text will disappear.
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1. You can access the Find command by pressing Ctrl + F on the keyboard.
2. Todisplay more search options, click the drop-down arrow next to the search box.
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II. Replace words or phrases

Sometimes, in some cases, you find that you have made many repetitive errors throughout the text - such as a
spelling of a proper name, or you need to change a word or phrase. with another word or phrase. Y ou can then
use the Find and Replace featurein Word to quickly manipulate.

In the example below we use Find and Replace to change the name of ajournal, so it is abbreviated.

1. From the Home tab, click the Replace command or press Ctrl + H.
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2. At thistime, the Find and Replace dialog box will appear.
3. Enter the word or phrase you want to find in the Find what: box .

4. Enter the word or phrase you want to replace in the Replace with: box . Then, click Find Next .

| Fing | Replace | GoTo |

Find what: Sewanee Review

Replace with: _SR

!— More == _

5. Word will find the word or phrase you entered in the Find what: box and mark the word or phrase in gray on
the document.

6. Review the word or phrase you want to replace. In the example below, the phrase we searched for was part of
the title of the article and so we didn't need to replace it. Click on Find Next again to switch to other objects.



William Fisher
Professor Tom Shelby
LIT 489
12 February 2013
Andrew Lytle at The SHRESSEEREY

Atop the Cumberland Plateau at the University of the South in Sewanee, Tennesses, iz

Fing Replace |_§oTo !

Find what: _Sewanee Review

Replace with: .SR

More >> | Replace

7. If you want to change a word or phrase, you can click Replace to change each word or phrase. Or
alternatively you can click Replace All to replace all objects of the word or phrase in the entire text.

run in 1973, Andrew Nelson Lytle, one of the South’s more distinguished (and underapp
men of letters, edited the Seweamee Review twice in his career, once in 1942 to 44 and then again
from 1961 to 1973. During his tenure as editor, Lytle helped to resurrect the magazine from

academic stagnation, financial straits and a dwindling readership while presenting some of the

Find | Replace GoTe

Find what: Sewanee Review

Replace with: .SR EI

More >> Beplage Cancel |
|
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8. Those words or phrases will be replaced.

ew Nelson Lytle, one of the South’s more distingnished (and underappreciated)
ted the Seweamiee Review twice in his career, once in 1942 to 44 and then again
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1973. During his tenure as editor, Lytle helped to resumect th

9. After finishing, click X to close the dialog box.



1. To display more search options, click Morein the Find and Replace dialog box. Here, you can set up
additional search options such as Match Case or I gnore Punctuation .

| Find Replace | GoTo |

Find what: Sewanee Review

Replace with: SR

- Replace . I Replacea"m | Find Next . : Cancel ]

See also: Word 2013: Instructions for using Microsoft and OneDrive accounts
Having fun!

Y ou finished reading the article "The text editing operations on Word 2013 are basic" 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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