
© Janet Benincosa, 2002 
jhbeninc@access.k12.wv.us 

Page 1 of 1 
 

 
 
 
 
 
 
 
 
 
 

1.Select the text whose formatting you want 
to copy. 

 
2.Click the Format Painter button on the 

Standard Toolbar.   
 

3.When the pointer changes to the 
paintbrush, select the text you want to 
format.  The new formatting is 
automatically applied.   

 
4.To turn off the format painter, click the 

Format Painter button again.  
 
 
 

 


