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Find and Replace
While you can use Captivate’s Find and Replace dialog box to find any control in your 
project (including images, animation and Flash video), you will find it to be the most 
useful as a tool for finding and replacing words or phrases in your Text Captions. 
Without this ability, the process of making global text changes in a project would be 
very tedious. 

During the following activity, you will use Captivate’s Find and Replace feature to 
replace passive phrases with active phrases—an important component of 
simulations.

Student Activity: Replace Phrases
1. CreateNewFolder_LetMeTry.cp should still be open.

2. Go to Slide 3.

Notice that the text in the Text Caption (Watch as the File menu is 
selected) is written in the passive voice. While writing in the passive voice is 
acceptable for demonstrations, the most effective way to write interactive 
instructions is in the active voice. If you would like to learn a bit more about 
writing effective CBTs, visit http://www.iconlogic.com/WritingLabs.htm 
for some free challenge exercises.

3. Replace a phrase in Text Captions.

Æ choose Edit > Find and Replace

The Find and Replace dialog box appears.

Æ select Text Caption from the Search In drop down menu

Æ type Watch as into the Find field

Æ type Select into the Replace field

Ensure you typed both entries exactly as written above and have matched 
the case.

Æ select Match Case from 
the two options at the 
left of the dialog box

Æ ensure your options match 
the picture at the right

Æ click Find Next


