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            AUTHOR NOTE

          

        

      

    

    
      This book contains three distinct titles, Excel 2019 Beginner, Word 2019 Beginner, and PowerPoint 2019 Beginner. Each is written to introduce the reader to that specific program. Because they were each originally written as standalone titles, there may be some minor overlap in material (such as in the introduction, terminology, and how to print sections) although I do still recommend reading those sections because each program has its own quirks.

      These books taken together are meant to provide a base-level understanding of how to use all three programs. Each one has at least one related title that will let you continue learning that program at an intermediate-level should you choose to do so, but these titles should cover about 90% of what you need to know to use all three programs on a day-to-day basis. They should also provide you a strong enough base of knowledge to seek out anything else you need to know.
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            INTRODUCTION

          

        

      

    

    
      The purpose of this guide is to introduce you to the basics of using Microsoft Word 2019. While there are a number of other word processing programs out there, Word is still the gold-standard go-to program in use in large portions of the corporate world, so if you’re going to be involved in a white collar job (and even some blue collar jobs), being familiar with Word will be a significant advantage for you. And essential for many jobs. (The days of having an assistant who could do those things for you are gone.)

      Word at its most basic is incredibly simple to use. You open a new file, type in your text, save, and done.

      But chances are you’ll want control over the appearance of what you type. Maybe you need to use a different font or font size. Maybe you want to indent your paragraphs. Or include a bulleted or numbered list.

      That’s where this guide comes in. First I will walk you through the absolute basics (open, save, delete) but then most of this guide will be focused on what to do with your text once it’s been typed into your document.

      Having said that I’m not going to cover everything you can do in Word. The goal of this guide is to get you up to speed and comfortable with what you’ll need for probably 98% of what you’ll use Word for on a daily basis.

      Some of the exceptions to that are if you’re working in an environment where you need to use track changes with a group of users or you need to create something like tables or complex multilevel lists. Those are more advanced topics that are covered in Word 2019 Intermediate.

      The goal here is to give you a solid foundation that you can work from.

      As noted in the title and above, this book is written using Word 2019. I previously wrote a book, Word for Beginners, that was written using Word 2013 and was written to be generic enough that any user of Word could learn the basics from it. But this guide is written specifically for Word 2019, so I’m not going to mention what wasn’t possible in older version of Word, for example.

      As a beginner it probably won’t matter. Where it becomes more relevant is at the intermediate level. But just so you know. The focus in this guide is Word 2019.

      Alright then. Let’s get started with some basic terminology.

    

  


  
    
      
        
          
          

          
            BASIC TERMINOLOGY

          

        

      

    

    
      Before we get started, I want to make sure that we’re on the same page in terms of terminology.

    

  


  
    
      
        
          
          

          
            TAB

          

        

      

    

    
      I refer to the menu choices at the top of the screen (File, Home, Insert, Design, Layout, References, Mailings, Review, View, and Help) as tabs. If you click on one you’ll see that the way it’s highlighted sort of looks like an old-time filing system like below with the Home tab.

      
        
          [image: Menu tabs]
        

      

      Each tab you select will show you different options.

      For example, in the image above, I have the Home tab selected and you can do various tasks such as cut/copy/paste, format paint, change the font, change the formatting of a paragraph, apply a style to your text, find/replace words in your document, or select the text in your document. Other tabs give other options.

    

  


  
    
      
        
          
          

          
            CLICK

          

        

      

    

    
      If I tell you to click on something, that means to use your mouse (or trackpad) to move the arrow on the screen over to a specific location and left-click or right-click on the option. (See the next definition for the difference between left-click and right-click).

      If you left-click, this generally selects an item. If you right-click, this generally creates a dropdown list of options to choose from. If I don't tell you which to do, left- or right-click, then left-click.

    

  


  
    
      
        
          
          

          
            LEFT-CLICK/RIGHT-CLICK

          

        

      

    

    
      If you look at your mouse or your trackpad, you generally have two flat buttons to press. One is on the left side, one is on the right. If I say left-click that means to press down on the button on the left. If I say right-click that means press down on the button on the right.

      Not all track pads have left- and right-hand buttons. In that case, you’ll basically want to press on either the bottom left-hand side of the track pad or the bottom right-hand side of the trackpad. Since you’re working blind it may take a little trial and error to get the option you want.

    

  


  
    
      
        
          
          

          
            SELECT OR HIGHLIGHT

          

        

      

    

    
      If I tell you to select text, that means to left-click at the end of the text you want to select, hold that left-click, and move your cursor to the other end of the text.

      Another option is to use the Shift key. Go to one end of the text you want to select. Hold down the shift key and use the arrow keys to move to the other end of the text. If you arrow up or down, that will select an entire row at a time.

      With both methods, which side of the text you start on doesn’t matter. You can start at the end and go to the beginning or start at the beginning and go to the end. Just be sure to start at one end or the other. You cannot start in the middle

      The text you’ve selected will then be highlighted in gray. Like the words “sample text” in this image:
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      If you need to select text that isn’t touching you can do this by selecting your first section of text and then holding down the Ctrl key and selecting your second section of text using your mouse. (You can’t arrow to the second section of text or you’ll lose your already selected text.)

    

  


  
    
      
        
          
          

          
            DROPDOWN MENU

          

        

      

    

    
      If you right-click in a Word document, you will see what I’m going to refer to as a dropdown menu. (Sometimes it will actually drop upward if you’re towards the bottom of the document.)
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      A dropdown menu provides you a list of choices to select from.

      There are also dropdown menus available for some of the options listed under the tabs at the top of the screen.

      For example, if you go to the Paragraph section of the Home tab, you will see arrows next to the options for bulleted lists, numbered lists, multi-level lists, line and paragraph spacing, shading, and borders.

      
        
          [image: Menu section dropdowns]
        

      

      If you click on any of those arrows you’ll see a list of additional choices.

    

  


  
    
      
        
          
          

          
            EXPANSION ARROWS

          

        

      

    

    
      I don’t know the official word for these, but you’ll also notice at the bottom right corner of most of the sections in each tab that there are little arrows. If you hold your mouse over the arrow you will see a brief description of what clicking on the expansion arrow will do like below with Paragraph Settings.
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      In general, clicking on that arrow will then open a dialogue box although sometimes a task pane will open instead.

    

  


  
    
      
        
          
          

          
            DIALOGUE BOX

          

        

      

    

    
      Dialogue boxes, such as this one for Find and Replace, are pop-up boxes that cover specialized settings.
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      As just mentioned, if you click on an expansion arrow, it will often open a dialogue box that contains more choices than are visible in that section.

      When you right-click in a Word document and choose Font, Paragraph, or Hyperlink from the dropdown menu that also opens a dialogue box

      Some of the menu options will do so as well. For example, clicking on Replace in the Editing section of the Home tab will bring up the Find and Replace dialogue box. (As will using Ctrl + H, which is a control shortcut. We’ll define those momentarily.)

      Dialogue boxes often allow the most granular level of control over an option so if you can’t find what you want in the menu section tabs at the top, try opening the relevant dialogue box.

      Also, be aware that if you have more than one Word document open and open a dialogue box in one of those documents, you may not be able to move to the other documents you have open until you close the dialogue box.

    

  


  
    
      
        
          
          

          
            TASK PANE

          

        

      

    

    
      Sometimes instead of opening a dialogue box, Excel will open what I refer to as a task pane. These are separate panes that appear to the right, left, or bottom of your main workspace. (As opposed to a dialogue box which generally appears as a separate item on top of your workspace.)

      I believe the Navigation pane is open on the left-hand side by default for any new document for new users of Word. It will show headings if you use those in your document and is also the default location if you try to use Find in your document.

      Task panes can be closed by clicking on the X in the top right corner. If you close the Navigation pane and want it back, Ctrl + F, which is for Find, will open it again.

      Clicking on the expansion arrow for the Clipboard section of the Home tab also opens a task pane.

    

  


  
    
      
        
          
          

          
            SCROLL BAR

          

        

      

    

    
      This is more useful in Excel than in Word, but on the right-hand side of the screen and sometimes at the bottom of the screen you may see a scroll bar which will allow you to see the rest of your document if it’s too large or too long to be fully visible on the screen.You can click in the gray space around the bar to move up or down a small amount. Or you can left-click on the bar, hold the left-click, and drag the bar to move through the document more quickly.
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      You can also use the arrows at the ends to move through your document.

      The scroll bar isn’t always visible in Word. If you don’t see it, move your mouse over to the side of the screen and it should appear.

      Also, by default you normally won’t see a scroll bar at the bottom of the screen, but it is possible to see one, usually when you have your document or screen zoomed in.

    

  


  
    
      
        
          
          

          
            ARROW

          

        

      

    

    
      If I ever tell you to arrow to the left or right or up or down, that just means use your arrow keys. This will move your cursor to the left one space, to the right one space, up one line, or down one line. If you’re at the end of a line and arrow to the right, it will take you to the beginning of the next line. If you’re at the beginning of a line and arrow to the left, it will take you to the end of the last line.

    

  


  
    
      
        
          
          

          
            CURSOR

          

        

      

    

    
      There are two possible meanings for cursor. One is the one I just used. In your Word document, you will see that there is a blinking line. This indicates where you are in the document. If you type text, each letter will appear where the cursor was at the time you typed it. The cursor will move (at least in the U.S. and I’d assume most European versions) to the right as you type. This version of the cursor should be visible at all times unless you have text selected.

      The other type of cursor is the one that’s tied to the movement of your mouse or trackpad. When you’re typing, it will not be visible. But stop typing and move your mouse or trackpad, and you’ll see it.

      If the cursor is positioned over your text, it will look somewhat like a tall skinny capital I. If you move it up to the menu options or off to the sides, it becomes a white arrow. (Except for when you position it over any option under the tabs that can be typed in such as Font Size or Font where it will once again look like a skinny capital I.)

      Usually I won’t refer to your cursor, I’ll just say, “click” or “select” or whatever action you need to take with it. Moving the cursor to that location will be implied.

      I may also sometimes refer to this as moving your mouse or holding your mouse over something instead of moving your cursor or holding your cursor over an item.

    

  


  
    
      
        
          
          

          
            QUICK ACCESS TOOLBAR

          

        

      

    

    
      In the very top left corner of Word is something called the Quick Access Toolbar. By default it contains icons that let you save, undo, and redo. Bur you can customize your options for tasks that you use often by clicking on that arrow at the end and choosing from the dropdown menu it will bring up.
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      For example, I will usually customize mine to include inserting section breaks because those are listed on a different tab than the  text formatting options I also need to be using at the same time. This saves me having to move back and forth between the two.

    

  


  
    
      
        
          
          

          
            CONTROL SHORTCUTS

          

        

      

    

    
      What I refer to as control shortcuts are easy and quick ways to complete common tasks by using the Ctrl key paired with, generally, a letter.

      I mentioned the Find control shortcut, Ctrl + F, above as well as the Replace shortcut, Ctrl + H. So, for example, by typing Ctrl and the letter H at the same time you can open the Replace dialogue box that allows you to replace text in your document with different text.

      When I refer to a control shortcut, I write the letter as a capital letter, but you don’t actually have to use the capitalized version of the letter. It just means hold down the control key and that letter at the same time.

      There is a list of control shortcuts at the back of this book. It is not a comprehensive list, but I highly recommend that you memorize the ones that are there. They will save you a tremendous amount of time over the years.

    

  


  
    
      
        
          
          

          
            ABSOLUTE BASICS

          

        

      

    

    
      Before we do anything else, there are a few absolute basics that we should cover.

    

  


  
    
      
        
          
          

          
            STARTING A NEW WORD FILE

          

        

      

    

    
      To start a brand new Word file, click on Word from your applications menu or, if you have one, the shortcut on your computer’s taskbar. Either choice will bring up a welcome screen with a list of various options or templates, including the first one which is for a “Blank document”. Ninety-nine percent of the time that’s the one you’ll want. To use it, left-click on the image.

      
        
          [image: File screen]
        

      

      If you’re already in Word and want to start a new Word file, go to the File tab and choose New from the left-hand menu. It will again show various choices. This time the Blank Document choice will be at the top and other templates will be shown below.

      You can also the control shortcut Ctrl +N while in an existing document and a new blank document will immediately open.

    

  


  
    
      
        
          
          

          
            OPENING AN EXISTING WORD FILE

          

        

      

    

    
      To open an existing Word file you can either go to the folder where the file is saved and double-click on the file name. Or, if the file is one you used recently, you can instead open Word and choose the file from the list of Recent documents. (If it’s a file you’ve pinned even if it hasn’t been used recently, you can still choose it from the list of Pinned documents.)
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      If you already have a Word file open, you can also go to the File tab and choose any recently used document from the Recent documents list.

      To choose a file from within Word, left-click on it once, and it will open as long as you haven’t renamed the file or moved it since it was last opened.

      (In that case, you’ll need to navigate to where the file is saved and open it that way, either through Word or outside of Word.)

      To navigate to a file, click on Open from the sidebar, then click on the location where the document is stored.

      If you use OneDrive click on that. I don’t, so I click on Browse to open a standard Windows dialogue box. Mine defaults to the Documents folder on This PC. I can then navigate through my folders or shortcuts from there and click on the file I need.
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      You can also click on Folders on the right-hand side to display a list of folders that contain files you’ve recently used. Click on one of the folder names to bring up a list of the files and folders that are in that folder.

      It will show the files and folders within the Word workspace. Only documents that can be opened in Word will be listed.

    

  


  
    
      
        
          
          

          
            SAVING A WORD FILE

          

        

      

    

    
      If you want to keep the changes you made to a document, you need to save it. To do so quickly, you can use Ctrl + S or click on the small image of a floppy disk in the Quick Access Toolbar in the top left corner of the screen above File.

      For a document you’ve already saved, that will overwrite the prior version of the document with the current version while keeping the file name, file type, and file location the same.

      If you try to save a file that has never been saved before, Word will automatically default to the Save As option and open a Save This File dialogue box which asks for the file name you want to use and a location to save the file in.

      
        
          [image: Save this file dialogue box]
        

      

      Type your file name into the box for File Name, choose your location from the Choose a Location dropdown, and then click Save.

      The default file type with this option is .docx which should be fine for most purposes.

      If you are working with someone who has a version of Word that dates prior to 2007, you’ll need to save the file as a .doc file. To do so, click on the More Options choice at the bottom of the dialogue box.

      This will take you to the Save As option on the File tab screen. From there you can double-click on a location to save your file and this will open a Save As dialogue box which lets you choose your file type as well.

      Even for an existing document there will still be times when you need to use the Save As option to change the location of a file, the name of a file, or the file type.

      (With respect to file type, I often need to save a .doc file as a .pdf file or a .docx file or to save a .docx file as a .doc file, for example.)

      You can reach the Save As option while working with an existing file by clicking on the File tab and then the Save As option on the left-hand side.

      From there double-click on your location and make whatever necessary changes you need to make in the dialogue box that opens. (If the location is not listed, you can get the dialogue box to open and then navigate to your preferred location using the left-hand side options.)

      To rename a file, it’s actually best to close the file and then go to where the file is currently saved and rename it that way rather than using the Save As option within Word.

      This is because if you use Save As, Word will keep the original version of the file with the old name as well as create a version with the new name. That’s great when you want version control, but not when you just wanted to rename your file and now can’t remember which version is the most current one.

      (This is a good opportunity to point out that using something like YYYYMMDD or V1, V2, etc. in your file names can really help with keeping version control. If I have a file named Great Report 20201220 and one named Great Report 20201101, I can easily tell which is the most current version. They will also sort in order if you use YYYYMMDD format for the dates in the file name and place the date in the exact same spot in the name each time.)

    

  


  
    
      
        
          
          

          
            RENAMING A WORD FILE

          

        

      

    

    
      As discussed above, you can use Save As to give an existing file a new name, but that approach will leave you with two versions of the file, one with the old name and one with the new name. If you just want to change the name of the existing file, close it and then navigate to where you’ve saved it.

      Click on the file name once to select it, click on it a second time to highlight the name, and then type in the new name you want to use, replacing the old one.

      If you rename the file this way outside of Word, there will only be one version of the file left, the one with the new name you wanted.

      Just be aware that if you rename a file by navigating to where it’s located and changing the name that you then won’t be able to access the file from the Recent Workbooks listing under Open file, since that listing will still list the old name which no longer exists.

      (This actually applies for any file that is moved, renamed, or in a location that is no longer available. If you look at that file listing above, my file Word for Beginners was in a location D: which was a removable thumb drive. I don’t have that thumb drive attached to my computer at the moment, so if I tried to click on that file name right now I would see an error telling me that the directory name isn’t valid. I personally run into this issue more with moved files than I do with renamed ones, but it’s something to be aware of.)

    

  


  
    
      
        
          
          

          
            DELETING A WORD FILE

          

        

      

    

    
      You can’t delete a Word file from within Word. You need to close the file you want to delete and then navigate to where the file is stored and delete the file there without opening it. Once you’ve located the file, click on the file name. (Only enough to select it. Make sure you haven’t double-clicked and highlighted the name which will delete the file name but not the file.) Next, choose Delete from the menu at the top of the screen, or right-click and choose Delete from the dropdown menu.

    

  


  
    
      
        
          
          

          
            CLOSING A WORD FILE

          

        

      

    

    
      To close a Word file click on the X in the top right corner. You can also go to File and then choose Close which will keep Word open if that was your last Word file.

      (You can also use Ctrl + W, but I never have. That also closes the file but leaves Word open.)

      If no changes were made to the document since you saved it last, the document will just close.

      If changes have been made, Word will ask you if you want to save those changes. Your choices are to Save, Don’t Save, or Cancel. For a brand new document you need to provide a file name and choose a location. For an existing one, Word will assume the file name and location are going to stay the same.

      If you cancel, the document remains open. If you save, it will overwrite the prior version of the document with any changes you’ve made. If you choose don’t save, then the version of the document that remains will be the one that existed last time you saved. Or, in the case of a new document, that document will be lost.

      I almost always default to saving any changes. If I’m in doubt about whether I’d be overwriting something important, I cancel and choose to Save As and save the current file as a later version of the document just in case (e.g., Great Book v2).

      If right before you closed the document you copied an image or a large block of text, you may also see a dialogue box asking if you want to keep that image or text on the clipboard to paste elsewhere Usually the answer for me is no, but if you had planned on pasting that image or text somewhere else and hadn’t yet done so, you can say to keep it on the clipboard.

    

  


  
    
      
        
          
          

          
            BASIC TASKS

          

        

      

    

    
      At its most basic, adding text into a Word document is incredibly simple. Just open a new blank document and start typing. When you’re done, save the document.

      But you probably want to do more with your text than that.

      We’ll cover all the formatting, which is the majority of what you’ll want to do, in the next section. First, I want to cover a few basic tasks in Word that will make your life easier as you enter your text and then edit it.

    

  


  
    
      
        
          
          

          
            UNDO

          

        

      

    

    
      Undo lets you take the last thing (or few things) you did, and undo it. That means you don’t have to be afraid to try something that you’re not sure will work, because you can always reverse it.

      To undo something, simply type Ctrl + Z. If you did a few things you didn’t like you can keep typing Ctrl + Z until they’re all gone.

      Your other option is to use the undo arrow in the Quick Access Toolbar. It’s the left-pointing arrow and will only be an option to click on when there’s something that can be undone.

      When there are multiple actions that can be undone the Quick Access Toolbar option will also include a dropdown arrow. You can click on it to see a full listing of what actions can be undone.

      Keep in mind that Word undoes things in order. So if you highlighted text, bolded that text, and then underlined it and you want to undo the highlight, you’ll have to undo the bolding and underline as well.

      You can’t pick and choose.

      When there are multiple steps to undo the Quick Access Toolbar option is the better choice because you can simply choose the last item on the list that you wanted to undo and it as well as all of the actions that were taken after it will be undone.

    

  


  
    
      
        
          
          

          
            REDO

          

        

      

    

    
      If you take it too far and undo too much and want something back, then you can choose to redo. That’s done by typing Ctrl + Y.

      There is also a Redo option on the Quick Access Toolbar. It’s the right-pointing arrow.

      It works much like the Undo option since it’s only available when there is something that can be redone, but it will only redo one action at a time. So in my example above where I could undo three actions at once, to put them back in place I had to do each one individually.

    

  


  
    
      
        
          
          

          
            DELETE

          

        

      

    

    
      Another basic task you need to master is how to delete text. There are a few ways to do this. If you’re trying to delete something that you just typed, use the backspace key to delete the letters one at a time.

      You can also click into your text to place the cursor next to the text you want to delete and then use the backspace or delete keys depending on where the cursor is relative to the text you’re trying to delete.

      If your cursor is on the left-hand side of text, use the delete key. If it’s on the right-hand side, use the backspace key. (And if you get it wrong, remember that you have Ctrl + Z to undo what you just did.)

      If you want to delete a large chunk of text at one time, select the text first and then use the delete OR backspace key.

    

  


  
    
      
        
          
          

          
            SELECT ALL

          

        

      

    

    
      The other basic task that you should know about before we start talking formatting is how to select all of the text in your document.

      Select All is very useful for applying a format to your entire document or for copying text from one document to another or another program.

      I tend to write in the default font that Word uses and then change the font once I’m done, for example.

      The easiest way to select all of your text is to use Ctrl + A. You can also go to the Editing section of the Home tab, click on the arrow next to Select, and choose Select All from the dropdown menu.

      I have also added Select All as one of my Quick Access Toolbar options in the past.

      If you ever choose all of the text in a document and then decide you didn’t want to, just click somewhere in the document and the selection will go away. (You can also arrow up or down, but that will take you to the top or the bottom of the document and you may not want that.)

    

  


  
    
      
        
          
          

          
            COPYING, CUTTING, AND PASTING

          

        

      

    

    
      Copy and Cut are similar. They’re both a way to move text from one location to another. Copy leaves the text where it was and creates a copy of that text to move to the new location. Cut removes the text from where it was and puts the text on a “clipboard” (that’s usually not visible to you) for movement to a new location.

      Paste is how you tell Word where that new location is regardless of whether you copied or cut the text.

      The first step in copying or cutting text is to select all of the text you want to move.

      As discussed before, to select text you can left-click at one end of the text, hold down that left-click and move your mouse or trackpad until all of the text you want is highlighted. Or you can click at one end of the text and use the shift key and the arrow keys. Your selected text will be highlighted in gray.

      Once your text is selected, to copy it type Ctrl + C or to cut it type Ctrl + X.

      If you don’t want to use the control shortcuts, you can also go to the Clipboard section of the Home tab and choose Copy or Cut from there. Or you can right-click and choose Copy or Cut from the dropdown menu.

      I recommend using the control shortcuts, because it’s the easiest and fastest option and doesn’t require using your mouse or trackpad.

      If you copy text, it remains visible in the location you copied it from. Behind the scenes Word has taken a copy of that text and placed it on a “clipboard” for use elsewhere.

      If you cut text, the text is immediately removed from the document. It too is placed on a “clipboard” for use elsewhere. (This also means that cutting text, if you choose not to paste it elsewhere, deletes it.)

      If you want to collect multiple selections of text to eventually paste elsewhere, click on the expansion arrow for the Clipboard section of the Home tab. This will open the clipboard. You can then select different sections of your document and copy or cut them and they should appear on the clipboard for your use.

      (It looks like it should also work even if you don’t have the clipboard open at the time you’re copying or cutting multiple selections, but best practice would be to have it visible so you know that the items your are copying or cutting are being captured properly.) Here I’ve selected three snippets of text. Two were copied, one was cut, but there’s no difference in how they appear on the clipboard.

      
        
          [image: Clipboard]
        

      

      If you ever copy or cut items to your clipboard and decide you don’t want them, just choose Clear All. Otherwise click on where you want to paste an individual item in your document and then click on the item in the clipboard to paste it.

      The Paste All option will paste all of your copied or cut selections into that one location.

      Items remain on the clipboard after they are pasted which means you can technically paste something into your document multiple times using the clipboard option.

      If all you want to do is just copy or cut one thing and paste it one time, then using the paste control shortcut is going to be easier. To paste use Ctrl + V. So highlight your selection, copy (Ctrl + C) or cut (Ctrl +X) it, go to where you want to place it and click into the document, use Ctrl + V to paste it, and you’re done.

      Rather than use Ctrl + V to paste you can also go to the Clipboard section of the Home tab and click on Paste from there or right-click in your document and choose one of the Paste options from the dropdown menu.

      The reason to use one of those options instead of just Ctrl + V is because it gives you control over the formatting of the text when you paste it, so let’s talk about those options now.

    

  


  
    
      
        
          
          

          
            PASTE OPTIONS

          

        

      

    

    
      If you use Ctrl + V to paste text, you’ll be pasting not only the text you copied or cut, but its formatting as well. Usually, that’s fine and you’ll probably be able to use Ctrl + V ninety-five percent of the time.

      (Even if you ultimately don’t want to keep the formatting, there’s a trick I’ll show you later—using the Format Painter—that you can use to quickly correct formatting after you paste the text into its new location. All the Format Painter requires is that you have some text that’s already formatted the way you want so you can copy its formatting.)

      But  in case you do want control over how you paste in your text, that’s where the Paste Options can be used. There are four paste options: Keep Source Formatting, Merge Formatting, Picture, and Keep Text Only.

      As you can see here, when you hold your cursor over each option it will tell you which option that one is. I have my cursor over the first option which is Keep Source Formatting and that description is shown directly below the option as I hold my cursor there.
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      The best way to figure out what each of these options does is to just experiment with them. That’s what I’ve done below.

      I took the word TEST and I formatted it in a larger font, a different font, bolded it, colored the text red, and highlighted the text in

      
      
        
          [image: Paste option examples]
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