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Cross Timbers Historic Images Project

Converting OCR Material to More Easily Edited Text

1. Open up the Word document scanned in and created using OCR
2. Select all of the text using Ctrl + A or by going to Edit > Select All
3. Now copy the highlighted material by using Ctrl + C or Edit > Copy.
4. Open a new Word document by pressing Ctrl + N or by going to File > New. 
5. Now it is time to paste the copied material into the Word document, but not the conventional way. For pasting in the material copied go to Edit > Paste Special. A function box will appear. Select the option Unformatted Text and click OK.
6. The material you copied and pasted is now without any of the added formatting that was included in the original document, things such as bold, italics, and text boxes are excluded. Be sure to save the new document without all of the extra formatting in place of the original
