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Text in Word
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Select Options from
the File Menu
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You might paste a lot of text you
have copied from other
documents or the web into a
document you are creating... You
don't want the formatting, just
the text.

Open Word and go to the File
menu. Down the bottom left is
the Option item which you select.
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Click on the
customise keyboard
shortcuts
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Below the menu customisation
icons is a button that refers to
customising Keyboard Shortcuts.

Select that button.
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Macros PasteSourceformatting

Check to make sure it isn't
already assigned...

In the left hand scroll box, scroll
down to All Commands and then
scroll down the right hand scroll
box until you locate PasteTextOnly.
Select the keys you want to assign
by placing your cursor in that text
box and press the key
combination. | pressed Ctrl - Shift |
and then | checked to see it wasn't
already allocated.
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