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Vocabulary
Backspace — delete items to left of cursor

Clipboard — store cut or copied data

Copy — show data in more than one place in the document

Cut — move data from one location in document to another location

Delete — remove data from of document

Find — locate data in a document

Format painter — copy selected formatting of text

Go to — move to selected area of document

Grammar checker — mark possible grammar errors and offers suggestions for correction

Insert — place data in select areas of document

Paste — copy stored data to select location in document

Paste special — copy stored data to select location in document in designated format

Replace — remove data and put in other data

Repeat typing — repeat last action

Select text — highlight specified text

Space bar — expand or condense area between characters

Spell checker — correct spelling errors

Thesaurus — find synonyms, antonyms, or related words

Undo typing — allow one to undo a previous action
