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Word processors like Microsoft Word and Google Docs have several tools to help you edit and revise 
your papers, including find, find and replace, spell and grammar check, and character and word count. 
 
Find 
The find function allows you to find specific words or phrases in your paper, as well as view how many 
times they appear. It is not case sensitive (i.e., it will find the word or phrase whether it’s capitalized or 
not). A simple way to use the find function on most word processors is to use the keyboard shortcut Ctrl 
+ F on Windows or Cmd + F on Mac. 
 
Once the search bar appears, type in the word or phrase you’re searching for and use the arrows to 
navigate either up or down the document for each appearance of the word or phrase.  
 

Find and Replace 
The find and replace function is an extension of the find function and allows you to replace a word or 
phrase that appears multiple times in a document. You can choose to replace all times the word or 
phrase appears, or you can choose to only replace specific instances. 
 
Microsoft Word 

1. Click on the “Home” tab in the top menu 
2. Click on the magnifying glass button 

labeled “Editing”  
A drop-down menu will appear 

3. Select the “Replace” option 
4. In the “Find what” box, enter the word or phrase you wish to replace 
5. In the “Replace with” box, enter the word or phrase you wish to 

replace the existing text with 

 
Word will highlight each appearance of the word or phrase in the “Find what” box one at a time. 

Navigate up/down 
the document 

Search term 
Microsoft Word Google Docs 

Number of times the 
word/phrase appears 
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• If you want to replace the word/phrase selectively, click “Find Next” to cycle through each 
appearance of the word/phrase and “Replace” when you find an instance you want to replace. 

• If you want to replace all instances of that word or phrase, click “Replace All.”  
 
Google Docs 

1. Click on “Edit” in the top menu 
2. Click on “Find and replace” in the drop-down menu 

 A pop-up menu will appear 
3. In the “Find” box, enter the word or phrase you wish to replace 
4. In the “Replace with” box, enter the word or phrase you wish 

to replace the existing text with 
 
Google Docs will highlight every place the word/phrase appears. 

• If you want to replace the word/phrase selectively, click the 
“Previous” and “Next” buttons to cycle through each 
appearance of the word/phrase and “Replace” when 
you find an instance you want to replace.  

Google Docs highlights all instances of a word/phrase; the 
currently-selected instance will have a darker highlight. 

• If you want to replace all instances of that word or 
phrase, click “Replace All.” 

 

Spell and Grammar Check 
Word processors like Microsoft Word and Google Docs have 
tools to suggest corrections for grammatical errors, misspellings, and tone as you write. These 
suggestions are underlined in red to show misspellings and blue to show grammatical or tonal errors. 
Right-clicking these underlined areas will provide you with suggestions of ways to fix these errors.  
 
Alternatively, you can view a full list of the errors through menu functions, as outlined below.  
 
Disclaimer: While Spell and Grammar Check is a helpful tool, it can occasionally be wrong. Make sure to 
evaluate each suggestion before accepting it. 
 
Microsoft Word 

1. Click on the “Review” tab in 
the top menu 

2. In the “Proofing” section, click on the symbol of a pencil labeled 
“Editor”  

This will make the “Editor” menu appear. 
3. In the “Editor” menu, under the “Corrections” section, click either 

the “Spelling” or “Grammar” buttons to focus on those errors 
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4. The program will pull up the first spelling/grammar error 
it finds; select the option you wish to apply: 

a. Ignore Once: The program will treat this specific 
“error” as if it’s not an error 

b. Ignore All: If you’ve made the same “error” 
multiple times, the program will treat every 
instance of that error as if it’s not an error 

c. Add to Dictionary: Adds the highlighted word or 
phrase to a custom dictionary specific to your 
account; this prevents the added word or phrase 
from being marked as incorrect in any other 
Word documents or Office programs so long as 
your account is being used 

5. Word will move on to the next error; repeat the previous steps until there are no more errors 
 
You can also use the arrow buttons at the top of the window to move between suggestions. 
 
Google Docs 

1. Click on “Tools” in the top menu 
2. Click on “Spelling and grammar” in the drop-down menu 

This will open an additional menu 

3. Click “Spelling and grammar check” 
A small window will appear; Google Docs will pull up the first error 
it finds. 

4. Choose to either accept the suggested fix or ignore this 
error 

5. Continue until you have reviewed the entire document 
 
You can also use the arrow buttons at the top of the window to 
move between suggestions. 
 
Character and Word Count 
Microsoft Word and Google Docs can count the number of words or characters in a document for you; 
this is useful when working on assignments with character or word limits. 
 
If you want to find the word/character count for a particular section, select that section before using 
the word count tool; otherwise, the program will count the words/characters in the entire document. 
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Microsoft Word 
1. Click on the “Review” tab in the top menu 
2. Find the “Proofing” section on the left 
3. Click on the "123" symbol labeled “Word Count” 

 
A pop-up window will appear displaying the results. 
 
Tip: Most versions of Word will also display the current word 
count in the bottom-left corner of the main window. 

 
Google Docs 

1. Click on “Tools” in the top menu 
2. Click on “Word count” in the drop-down menu 

 
A pop-up window will appear displaying the results. 
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