To: Your Instructor’s Name

From: Your Name Goes Here

Insert Versus Overtype

Microsoft® Word is always in one of two modes, insert or overtype. The choice depends on whether you are adding new text or simply replacing existing exiting text. The insert mode is better if the editing requires more characters than currently exist. If, however, you are merely replacing text, then the overtype mode is better.

The Ins key is the easiest way to switch between the two modes. Press the key once and you go from insert to overtype or vice versa. Press the key a second time and you return to the mode you were originally in. The OVR indicator on the status bar will tell you which mode you are in. The OVR will be visible in overtype and dim otherwise.

You can delete text in either mode by using either Backspace or Del key, which delete one character at a time, to the left or right of the insertion point, respectively.

