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Find & Replace in Word 2007: Vital Tools to Create Documents

Executive Summary — Find and Replace

When writing a document in Microsoft Word, you may decide to change a specific, often used word or

phrase in the document. An easy shortcut that saves time is the Find and Replace feature in Word 2007.

How to Find & Replace Words/Phrases

Step 1: First, place your cursor at the beginning of the Word document.
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“Risky Business” ~ Bob Hamman

This video was a great example of the “real-world” application of statistics. Bob uses statistics
to try to describe his business environment and make a profit. This class helped me realize that what
Bob does is not a pure science. He merely has a better understanding of the environments he works in
than most people (proven by the fact that he's still in business).

Before this class, | would have assumed that somebody in Bob's type of business would have
extremely accurate statistical models for the events he insures. However, as Bob said many times, there
isn't a large enough sample space for most of these events to be accurately predicted by historic
statistical models. Bob has to step outside of brute statistics and try his best to better describe the
world around him. His modeling skills are more important that his mathematical ability.

Even though he almost lost his shirt on underestimating Nolan Ryan outside of the “air

, and by not r ing enough about a contestant who had five children when
he stuffed a million pound check in envelope number five, Bob seems to have built a pretty nice
business for himself. Again, this success, in my opinion, stems from his marriage of statistics and
analysis. He knows for example that most people can hit a golf ball 150 yards but can't kick a football
30. Also, he’s not afraid to embrace factors that most would find controversial. For example, in one

analysis he takes into account referees that are “flag happy” and more likely to call a penalty on a kickoff
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Figure 1

Step 2: Click the Home tab. On the right side of the screen, select the “replace” toolbar (Figure 2).
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Figure 2

Step 3: A “Find and Replace” box will open on the Word document (Figure 3). In the “Find What” box,

type the word you’d like to replace. In the “Replace with” box, type the word you’d like to replace the old

word with.
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Step 4: Select the “Replace” button if you only want to replace the word once. If you’d like to replace all
references in your document, select the “Replace All.” (In this case, let’s select the “Replace All” tab.)
(Figure 4)

Step 5: A new window will be generated that says “Word has completed its search of the document and
has made “X number of” replacements”(Figure 5). Click “OK”. Your document will be now contains all
the updated changes.

I 2R84 Technanlnov Drive Malvern PA 1947A RNN-9A4-AN3 Paoce R



White paper - example.doc [Compatibility Mode] - Microsoft Word — E

Mailings Review View
T .— — —_ || = = ind I ’? ;
35 2 = R BT s ramc W ooramenoce T
W.A- | Es=E= - | fNormal |TNoSpaci. Hei Find Replace | GoTo |
- A (= &
| Paragraph i | Findwhat:  [Bob =~
Replace with: ]Robert Ea|

More >> I Replace Replace all l Find Next I Cancel I

8/29/2008

Microsoft Office Word ﬁl

This video v . s statistics
\l) Word has completed its search of the document and has made 15 replacements.

to try to describe hi that what

Bob does is not a pure science. He merely has a better understanding of the environments he works in

than most people (proven by the fact that he’s still in business).
Before this class, | would have assumed that somebody in Bob's type of business would have

extremely accurate statistical models for the events he insures. However, as Bob said many times, there

Figure 5

Conclusion:

Word has many shortcuts that can save you time when creating and editing documents. Use the “find and
replace” feature to easily replace language choices or correct an often used inaccurate phrase or word.
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