Using the Format Painter

o Select the text whose formatting you want to copy.
e To copy formatting to one item, click the Format Painter button in the Clipboard group on the
Home tab, and then select the text you want to format. To copy a paragraph, click anywhere in

the paragraph.
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Copy formatting from one place
and apply it to another.

Double-click this button to apply
the same formatting to multiple
places in the document.

(@ Press F1 for more help.

e To copy formatting to multiple items, double-click the Format Painter button in the Clipboard
group on the Home tab, and then select, one by one, each text item you want to format (or click
anywhere in paragraphs). When you are finished, click the Format Painter button again to
deselect it.



