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Instantly Replace Words within a Document

Are there instances when you finished typing an article and
realized that you typed a wrong word and you used it several

times¢ Don’'t waste your time looking for all those words one by
one just to replace it. Kingsoft Writer also provides feature
where you can replace those words instantly.

Click here to know how to replace words within a document

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various
office and branch applications.
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Instantly Replace Words within a Document

MS Word 2007 Kingsoft Writer 2013
1. Open the document that you want to replace a word with Kingsoft
Writer. Click Edit menu.

1. Open the document that you want to replace a word with
Microsoft Word. From Home menu click Editing.
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3. Upon clicking Replace, the Find and Replace dialog box will 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 appear. On the Replace tab, type the word that you want to search for in

in the "Find what:" dropdown field. the "Find what:" dropdown field.
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Find and Replace ([ Find and Replace ‘.z. |
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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. 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.

Find and Replace
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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. 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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Find and Replace

Fird | Reglace | GaTo |

IR v = Wi, the sovergign Filipine people, imploring the aid of Almighty

Optiars: Search Down, Match Case, Whole Wards, Inore white-space characters

God, in erder 1o build a just and humane society and establish a

Replace with: |eventually v

Govemnment that shall embody our ideals ang aspirations, promote
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Search Options

Search:  Down R
Match case

Find whale words only.
[ Use wildcards

[ Sounds like (English)
[T Find ll word Forms (English) Ignon

Match prefix
Match suffix

unctuation characters. Rnplacy vt and -
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Replace
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®  You can click Replace All to replace every instance of the text to ®  You can click Replace All to replace every instance of the text to be

be replaced with the new text. replaced with the new text.

Frd | Reglce | GoTo |

We, the sovereign Filipino people, imploring the aid of Almighty God, in

Findvhati  [aubomaticaly ~] order to build a just and humane society and establish a Govemment that
Options: Search Down, Match Case, Whole Words, Ignore white-space characters

shall embody our ideals and aspirations. promote the common good,
Replace with: |eventual\y v|

conserve and develop our patrimony, and secure to ourselves and our

posterity the blessings of independent and democracy under the rule of law

[ Roplece | IRE""“E Al I Erd et | [ cancel and a regime of truth, justice, freedom, love, equality, and peace do ordain
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and promulgate this Constitution [2] Find and Replace
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We value your feedback. Please help us improve our Productivl.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 Productivl.T.y in MyLink.
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