
 

ICTP_076_070114     Page 1 of 

4ProductivI.T.y tip 200_(Word)_Instantly Replace Words within a Document 

 

 

 

 

 

 
 



 

ICTP_076_070114     Page 2 of 

4ProductivI.T.y tip 200_(Word)_Instantly Replace Words within a Document 

 

 

Instantly Replace Words within a Document 

MS Word 2007 Kingsoft Writer 2013 

   1. Open the document that you want to replace a word with 

Microsoft Word. From Home menu click Editing. 

 

 
   2. Click Replace. 

 
 

 

3. Upon clicking Replace, the Find and Replace dialog box will 

appear. On the Replace tab, type the word that you want to search for 

in the "Find what:" dropdown field. 

 

1. Open the document that you want to replace a word with Kingsoft 

Writer. Click Edit menu.  

 

 
 

 

2. Click Replace... 

 
 

 

 

 

3. Upon clicking Replace..., the Find and Replace dialog box will 

appear. On the Replace tab, type the word that you want to search for in 

the "Find what:" dropdown field. 
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4. Enter a text in the Replace with: field to replace the text or word in 

the Find what: field then click Replace or Replace All. 

 
  

 

5. Click Find Next to find the first instance of the text to be replaced, 

then click Replace to replace that text. Repeat the procedure for each 

instance you wish to replace. 

 
 

 

4. Enter a text in the Replace with: field to replace the text or word 

in the Find what: field then click Replace or Replace All. 

 

 
 

5. Click Find Next to find the first instance of the text to be replaced, 

then click Replace to replace that text. Repeat the procedure for each 

instance you wish to replace. 
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We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form. 
You may also email your comments and suggestions to ict-process@pjlhuillier.com. 

Click here for back issues of ProductivI.T.y in MyLink.  

 
 

• You can click Replace All to replace every instance of the text to 

be replaced with the new text. 

 

 

• You can click Replace All to replace every instance of the text to be 

replaced with the new text. 

 

 


