Name:

Tutorial F4 Using Find and Replace                                                                                                  (18 points)
1. What tab should you be on initially to access the Find feature?


2. Next, go to the ____________ hand side of the ribbon and find the ________________ group.  Now, go ahead and select the ________________ button.  This will open up the _________________ and _______________________ pane.


3. [image: ]Show me please where the Find button is below:







4. Type in the “find ______________ box, the word you want the document to search for.


5. After clicking the find ___________ button, you can find that word ___________________ your document.


6. If you wish to ___________________ a word, you can do it in the pane or select the _____________ button.


7. Please circle the find and replace buttons below:
[image: ]



8. When using replace, you will first tell Publisher what word you are looking for, and then you will tell Publisher what _________________ you want it replaced with.  Click ______________ next.


9. Publisher has found that word, now you can ___________________ that word, or you can decide to replace ____________, which means that anytime Publisher finds this word, it will __________________ it.


10. [image: http://4.bp.blogspot.com/-OL_bHb76rLs/TmwJg8r66-I/AAAAAAAAI9A/cuKM6nC7tOY/s400/find.png][image: https://encrypted-tbn2.gstatic.com/images?q=tbn:ANd9GcR13-kIB0V5w5VWBq6DtYVfr9e7yu-kGrL11WFSV3G4NH7utw_ktQ]Can you pick and choose which words Publisher replaces?
[bookmark: _GoBack]



image3.png




image4.jpeg




image1.png
GOl HOME  INSERT  PAGEDESIGN  MAILINGS  REVEW  VIW signin |15

L BingForward - BiGrow | #hFind -
2 Send Backward - [ Ungroup | 8 Replace

et B Aign~ “Arotoer | b Select-

Styles  Draw Wrap
- Tetoc -

Clipboard Font Paragraph Styles  Objects Arrange Editing ~





image2.png
Dybring Forward - [EGroup | b Find +

2 Send Backward - [ Ungroup | 8 Replace
Aign- Aotate- | [ seect
siles | objeas Arange Editing





