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Introduction

This manual will detail most of the menu options found in the Word 2003 menu Edit.
The Edit menu options discussed in this manual are:
o Office Clipboard
Paste Special
Clear Format or Contents
Select All
Find, Replace, Go To

Each menu item will be defined and will provide reasons to use that particular menu
option. Following the background information, there will be a Step-by-Step that will
provide instruction on how to use the tools and commands. Some processes that you
perform from the menu, can also be done other ways. If there is an Alternative method,
this would be the last part of each lesson.
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Office Clipboard

Definitions

Word Definition

Microsoft Office (Per Microsoft’s Help) The Microsoft Office Clipboard allows you
Clipboard to collect text and graphic items from any number of Office

documents and then paste them into any Office document.

Why would you use this?
m To copy items from other Office programs into Word.
o To copy many items to the Clipboard at one time and then pasting into the
Word document when needed.

o
Step by Step
What you do What happens
1. To copy items using the Office The Clipboard task pane displays.
Clipboard, you need to open the Clipboard v x
Office Clipboard task pane. CISINA!
Choose from the menu: Click an iten to paste:
Edit, Office Clipboard cipsosdompty,
Copy oF culf fo collect fams.
B
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What you do

What happens

2.

If you prefer to not have the
Clipboard open as you work, click
on the Options button and click on
Collect without Showing Office
Clipboard.

If you choose this method a
reminder will display each time
you copy an item in the bottom
right corner of the window.

The notice that appears when you copy an item.
[ 4 of 24 - Clipboard
Item collected.

If you have the Clipboard turned
on and regardless of the Clipboard
method you choose, you will see

the Clipboard icon i displayed
in the system tray.

Now, to copy to the Clipboard
simply select the item (text,
graphics, charts, etc) and copy.

Remember that you can copy items
from other Office programs such
as PowerPoint, Excel, Outlook, or
Access.

You can copy several ways, but
two quick methods are to right
click with the mouse or you can

use the Copy icon =

The Clipboard with several items.
5 of 24 - Clipboard *

@ )
|,ﬂF‘aste Al | |&Clear All |

Click. an itemn ko paste;

N

2] adventure Travel
Taurs African Safari
Break Even Analysis, ..

@__J Adventure
Travel Tours
African Safari ...

] This is a test
senktence,

) »
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What you do

What happens

5. After you have all the items

copied, you can paste them into
your Word document.

To paste the item into a Word
document, move your cursor over
the item you want to paste in the
Clipboard task pane. When you do
this a drop down arrow will display
on the right side of the item. Click
on the arrow and select Paste.

To clean the Clipboard, click on
=7

the Clear All It‘ Clear &1] putton.
To delete just one item from the
Clipboard, move your cursor over
the item you want to delete. When
you do this a drop down arrow will
display on the right side the item.

Click on the arrow and select
Delete.

To turn off the Office Clipboard,
you may need to right click on the
icon in the status bar and select,
Stop Collecting. You can also use
the Close button in the top right
corner of the Office Clipboard task
pane.

Alternative Methods

What you do

What happens

1. You can also copy and paste

without using the Clipboard.
However, if you use the traditional
methods of copying you will only
be able to paste the most recent
copy and not those items before.
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Paste Special

Definitions
Word Definition
Paste Special Allows you to insert or embed an item into a Word document.

Why would you use this?

o To paste an Excel spreadsheet into your Word document that allows you to
make changes in the Excel spreadsheet as if you were in Excel (embed).

o To paste a selection from another Office program into Word and then use this
as a link to the other Office file (insert).

a

Step by Step

What you do What happens

1. If you are pasting an item from
another Office program, you must
first save that file or add the
selection to the Office Clipboard.

2. Choose from the menu: The Paste Special box displays.
Edit, Paste Special 2|
Source:  Microsoft Office Excel Worksheet
Sheet1IR7C1:RZ4CE
st Canicel |
+ Paste: Microsoft OFfice Excel Worksheet Object «
. F tted Texk (RTF —
" Paste nk: Uirfrgfmaettede'}(eit )
Picture (windows Metafile)
EBitrnap
Ficture EEnhanced Metafilei i [l Bty et
esult
—_ Insetts the contents of the Clipboard as HTML
rk Farmat,
B
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What you do

What happens

3. Verify that the Paste radio button
is selected and choose from the As
box, Microsoft Office Excel
Worksheet Object.

The Paste Special box adjusts to your selections.

Paste Special

Source:

Microsoft Office Excel Warksheet
Sheet1IR7C1:RZ4C6

% paste:
b Farmatted Text (RTF)

" Paste k. Unfarmatted Text
Pickure {wwindows Metafile)
Bitrnap
Pickure (Enhanced Metafile) b
HTML Farrnak LI

esult

Inserts the conkents of the Clipboard inka vour
document so that you can edit it using Microsaft
Office Excel Worksheet,

2]

Cancel |

I Display asicon

I

Note the Result frame and what it says about the pasted

object.

4. Click on the OK button.

The document will return with the embedded copied

items.
o

Assumptions

Tour Price

Mumber of Travelers
Revenue

Resersations
Costs
Tranpatation
Air
Ground 0 \

Lodging I
Food
Tour Guides
Administraitive
Miscellaneous
Total Costs
Income
Net Rewenue

$4,900
8

v
1
1
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What you do

What happens

5.

If you need to edit the spreadsheet,
you can double click with the
mouse over the embedded object.

Notice that the menu and toolbars
from Excel are available for
editing.

The widow:

T testdoc - Microsalt Word

Ble L& Yew [rest Fgmat Qoo (ma Wodow pskb Adobe FLF

Y- SE-ETTE IR ALY |
BIUEFEXH S % e pn-0-A-Runsanl

JS R =]

Al - W -

C14 - [&
L)

12 | Costs

13| Trangostation
e ar

15 Ground

16| Lodging

23| Mt Revenue
24

4 b 0)\Sheet] [ Shoetd f Swetd 4 »

If you select the option for Display
as icon the icon that displays in the
document appears similar to the
fclJIIIowinq:

o]

Microsoft Office

Excel wiorksheeat q

You can then double click on this
icon and go directly to the
worksheet in Excel.

Another option that you have using
Paste Special is to link two Office
files together.

For example, you can put a
PowerPoint slide in the Word
document and when you want to
go directly to the PowerPoint
presentation, you can just double
click and the presentation will

open in PowerPoint rather than in a
Word window.
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What you do What happens
8. Select a slide from PowerPoint and | The Paste Special box appears similar to the following:
copy it. 2]
Si 8 [li ft P Paint Slid
Then Choose from the menu: e C:Egoscoumeﬁ:\;e;nglgett:ngs'l,wsara'l,r\ﬂy Docu...

Pickure {Windows Metafile)
‘Word Hyperlink

H H fs: |
Ed It' PaSte SpeCIaI P: ! Microsoft PowerPoint Slide Objeck Cancel

Then select the Paste Link radio
button and select the option for

Microsoft PowerPoint Slide | Tlpspeyeskan
1 1c1 Ik
got:/{[eecr‘lgoi(r-:jgls IS an example for BS Inserts the contents of the Clipboard as a picture.
’ _'@ Paste Link creates a shorkcut ko the source File.

Changes to the source file will be reflected in your
document.

9. Click on the OK button. The Word wmdow dlsplavs W|th the copled sllde
Elq T N T e, R e e e
ﬂ
hli

: .
The University of Akron E

. Payment Plan

Department Training

10. To open the PowerPoint
presentation, you can simply
double clicking on the object.

Any future changes made to the
PowerPoint file, will appear in the
“copy” of the slide when the Word
file is opened.
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Paste as Hyperlink

Definitions
Word Definition
Hyperlink (Per Microsoft Help) Colored and underlined text or a graphic that

you click to go to a file, a location in a file, a Web page on the
WWW, or a Web page on an intranet.

Why would you use this?
o To paste a link to another location in a file (same file or different file).
a

Step by Step

What you do What happens

1. Copy the text, picture, chart, graph,
etc. that you want the hyperlink to
be connected to.

2. Go to the location where you wan
the hyperlink to display.

3. Choose from the menu: The copied item will now be a hyperlink to the location of
Edit, Paste as Hyperlink that text or picture.
Ver. 2005.09.27 Learning Technologies/Software Training Page 10
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Clear, Formats or Contents

Why would you use this?

o To quickly remove formatting such as bold, italics, underline, color, font, or
font size from selected text.
o To quickly remove selected text.

Step by Step

What you do

What happens

1. Select the text that you want to
remove formatting from.

Note in the picture that the first
line is a larger font size and is
Ariel. The second line is a smaller
font size and it is in bold. The last

line is a different font and is larger.

The selected text.

his-is-a-test-for-Paste-Hyperlink.

2. From the menu choose:
Edit, Clear, Formats

The selected text reverts back to the Normal style of
Times New Roman, 12 pt.

his 15 a-test for-Paste Hyperhink

hiz-iz-a-test-for Paste Hyperlink

hiz-iz-a-test-for-Paste Hymperlink

T

3. Select the text that you want to
delete.

The selected text.

hiz-iz-a-test-for-Paste Hyperlink

his 15 a-test for-Paste Hyperhnk
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What you do What happens
4. From the menu choose: The selected text has been deleted.
Edit, Clear, Contents
T
T

Alternative Methods

What you do What happens

1. To clear the formatting, select the
text and change the style to Normal
using the Style list box.
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Select All

Why would you use this?
o To quickly select the entire document.

o
Step by Step
What you do What happens
1. From the menu choose: The entire document is selected.
Edit, Select All

Alternative Methods

What you do What happens

1. You can also use the keyboard
command of Ctrl + A.

2. Another method is to triple click in
the Selection Bar.

Ver. 2005.09.27 Learning Technologies/Software Training Page 13
©2005 The University of Akron. These materials may not be reproduced in whole or in part without the express
written permission of The University of Akron



Word 2003: Edit Menu Option

The University of

Akron

Find, Replace and Go To

Why would you use this?

B To locate all instances of a word or phrase in a document (can be case

sensitive).
B To locate all instances of a word or phrase and make a change (can be case
sensitive).
o Allows you to quickly jump to a certain page, section, comment, etc.
a
Step by Step
What you do What happens
1. From the menu choose: The Find and Replace box displays.
Edlt, Flnd Find and Replace 2=l
Edlt, Replace Find IReEIacel GoTo I
Edit, Go To _
Find what: || LI

Regardless of the menu option you
choose the Find and Replace box
displays. The three tabs (Find,
Replace, Go To) can be easily
selected by clicking on the tab.

I Highlight all iterns Found in:

=

IMain Document

Mare ¥ | Fird fexk I

Cancel

2. To have additional options
available for finding, click on the
More button.

The Find and Replace box expands.

| Find and Replace

Find |Reg|ace| Go To I

Find what: |

™ Highlight all items Faund in:

IMain Docurment j

Cancel

Search Options
Search; all -
™ Match case
[ Find whale words only
[ Use wildcards
I Sounds like (English)

I Find all word Forms (English)

! Fird

Format = Special * [o Farmatking
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What you do

What happens

3. On the Find tab you can locate a
specific word. You can review
each entry by clicking on the Find
Next button or you can click in the
Highlight all items found in
checkbox to highlight all instances
of the word or phrase in the
document.

You can also be more specific in
your search and select the
checkboxes under the Search
Options section. A good search
option to use is the Match case
option. This can help you identify
each instance of a word that may
or may not need to be capitalized.
This feature will allow you to find
a possible problem with your
document. To fix any instances of
a word or phrase, see the next step.

4. On the Replace tab you have the
same functionality, but here you
can replace all instances of a word
or phrase.

You can use the Replace button to
replace one instance of a word or
Replace All button to change all
instances of a word.

The Replace tab:

Find Replace | Go To I

21|

—
[

Find what: I

Replace with: I LI

Less % | Replace Feplace Al | Find Mexk I Cancel |

Search Options
Search; Al -
™ Match case
I Find whale words only
[ Use wildcards
[ Sounds like (English)

I Find all word Forms (English)

Replace

Format = Special * [o Farmatking
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What you do What happens
On the Go To tab you can go The Go To tab:
directly to a specific page, section, 21

comment, table, heading, etc.

Select what you want to go to and
then the identifying information in
the Enter... field. You can then
use the Next and Previous buttons
to navigate.

Find IReEIace Go To |

Go ko what: Enter line number:
I
Enter + and — to move relative ko the current

location. Example: +4 will move Forward Four
items.

Footnote

Endnote hd
_I Previous | Text I Close

Alternative Methods

What you do

What happens

You can open the Find and
Replace box by using the keyboard
combination of Ctrl + F.

To quickly access the Replace tab,
you can use the keyboard
combination of Ctrl + H.

To quickly access the Go To
feature you can use the keyboard
combination of Ctrl + G.

You can also open the Find and
Replace box by using the Find

33 button on the Standard
toolbar.

On the vertical scroll bar, you can
click on the Select Browse Object
@ putton. After you click on the

button, move the mouse over and

click on the Find 33 button.
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