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															Read&Write	Toolbar:		Highlights,	Collect	&	Erase	Highlights	

	
	
Highlights 
Read&	Write’s	Highlight	Tool	allows	users	to	highlight	and	color	code	sections	of	
text	on	a	page,	to	facilitate	summarizing,	categorizing	and	higher	order	skills.		
	
Where	it	works:	Word	Online,	OneNote	Online	and	Web	
	

	
 
Highlight the word or text desired and then choose colour by clicking on 
corresponding icon. You can colour code text to summarizing and categorize. 
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Erase/Clear Highlights (broom) 
To erase or clear a highlight, select the highlight you want to erase/clear by 
clicking and dragging over it, then select the Clear Highlights tool (broom) on the 
Read& Write toolbar. 

	

	
	
	

Collect Highlights  
Collects your highlights into a new Word Online document. 
Where does it work:  Word Online, OneNote Online and Web. 
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Click on icon and select which colours to collect, as well as how to sort them.  

 
	

When the collect highlights window appears.  You can select the colours you 
would like to export, as well as how to sort them in a new word document.  
Uncheck the colours you do not want to be exported to a new word document.  
When done click ok.  All the highlights will be moved to a new word document.  If 
the highlight are from a website the site will be referenced.  
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To clear the highlight colours from your new document, simply select the text by 
clicking and dragging over the text, then click on the clear highlights (broom) on 
the toolbar.  

	


