REPLACING TEXT
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EXAMPLE #1:

Suppose you have created a long document in which you typed the word “Rothchild” many times.  When you discover that you left out the “s” in all these words, you can

1.
Read the document carefully to find the words and retype each one.

2.
Find each one with the FIND command and then retype each one.

3.
Tell the computer to find each occurrence of Rothchild in your document and replace it with Rothschild.


EXAMPLE #2:
<<<<<Work each day as if your life hung in the 

<<<<<balance. This is the first commandment of 

<<<<<success. 

<<<<<How you do, not what you do, determines the 

<<<<<course of your life. You don't have to love your 

<<<<<tasks, but you should be grateful for them and 

<<<<<their demands. If it were not for your work, you 

<<<<<could not eat so much, sleep so soundly, or 

<<<<<enjoy the smiles of gratitude from those who 

<<<<<appreciate you. 

<<<<<You may work grudgingly or you may work 

<<<<<gratefully. There is no work so rude that you 

<<<<<cannot exalt it; no work so demeaning that you 

<<<<<cannot breathe a soul into it; no work so dull 

<<<<<that you cannot enliven it. 

<<<<<There is only one certain method of attaining 

<<<<<success and that is through hard work. If you 

<<<<<are unwilling to pay this price, be prepared for

 <<<<<a lifetime of mediocrity and poverty.

This selection is an example of text from an old email message that has been forwarded several times.  (Each bracket represents a forwarded email.)  Assume that you want to use this text in a poster. 





In the Find box, type <<<<< .Leave the Replace with box blank.





You might also want to remove the “hard returns.” Click the Show/Hide icon at the top.  





The two commands Find and Replace (on the Edit menu) are similar in the first steps, but  Replace has many more options.  (In most applications, Ctrl + F is the shortcut to Find.  Replace is in the same dialog box.)
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