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Finding


Sometimes you want to find a word in your document, but you don't remember where it appears.


To find a word (or anything else, like numbers and punctuation signs) hit Ctrl-F (or click Edit/Find in the Menu bar). Type what you want to find in the "Find What" space and click on the Find Next button. Each time you click the Find Next button, the program will jump to the next occurrence of the word, if there is one. If there are no more occurrences of the word, you will get the message, "Word has finished searching the document." If you ask the program to find something that is not in your document, you will get the message, "Search item was not found."


You don't have to type the whole word in many cases. For example, if you want to find the word beautiful, you can search for bea, and if you have the word beautiful in your document, the program will find it. Of course, the program will also find such words as beat, beast, and beans since they all have bea in them. However, in most cases, you can quickly find a word you’re looking for without typing the whole thing.

If you are looking for LaGuardia Community College in your document, you can search for lag, the first three letters. This will find LaGuardia, but also lagging and laguna. By making your search “case sensitive,” you can avoid that. For a case sensitive search, put LaG (with capital L and G) instead of lag in the "Find What" space. Then click on the More button, and you will see a list of options, the first of which is "Match case." Click inside the box next to "Match case" to put a checkmark (() there. Now the search will find only words like LaGuardia and LaGarza, but not lag or laguna.

Replacing


Sometimes you want to change a word in your document. For example, maybe you spelled a name wrong, like Jennifer Lopes instead of Jennifer Lopez. You can edit the name by deleting the s and typing a z; however, sometimes you make a mistake many times in the same document. Suppose you typed Jennifer Lopes eight times in a story about her. It would be time-consuming to go back to all eight occurrences of your error.


Hit Control-H (or, in the Menu Bar, Edit/Replace) to get the Replace option. This will open a window like the Find window, but in addition, under the "Find what" space, there is a space that says, "Replace with." You type the thing you want to change in the "Find what" space, in this case Lopes, the item that you spelled incorrectly. In the "Replace with" space, type the correct form that you want, Lopez. Click the Find Next button. You will stop on the first occurrence of Lopes. If you want to change it, click the Replace button. To find the next occurrence of Lopes, click the Find Next button again, and click Replace to replace it. Repeat this until you have found and replaced them all.


Notice that there is a Replace All button under the Replace button. This will replace all the occurrences of Lopes to Lopez immediately, without giving you a chance to check each occurrence. Choose this option only if you are absolutely sure that you want to make the change everywhere in the document.
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