Microsoft Word: Editing Tools
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Cut: Moves an item to the Clipboard for insertion into another location or document
Copy: Places a copy of an item on the Clipboard for insertion into another location or document

Paste: Inserts an item from the Clipboard into a document
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Copying & Pasting — Copying items follows the same
steps as cutting. To Copy items, click the Copy button.
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e Replace: Replaces the first instance of the word
¢ Replace All: Replaces all instances of the word
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¢ Find Next: Replaces the first instance of the and then moves to the next one for review
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While typing text, Word will display spelling and grammar errors
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