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Read&Write for Google Chrome with Office
365 — Highlighters, Clear and Collect Highlights

Introduction

The Highlighter tools can help users highlight, organize, and sort selected text in four different
colors. The Clear Highlights tool will erase any selected highlights. The Collect Highlights tool
will gather the chosen highlights, allow the user to sort highlights by colour or position and
create a new Word Online document with all the highlights. This allows students to efficiently
extract text when conducting research, or extract words they may not understand.

Learning Objectives
Completion of this tutorial will give you experience with the following:

. Highlighting text with various colors

. Clearing highlights

. Collecting Highlights in a new Word Online document
. Erasing Highlights

This tutorial assumes:
e Access to the Internet.
e Access to Google Chrome browser on a Windows, Mac or Chromebook computer and
NOT a tablet.
e Read&Write extension for Google Chrome is installed.
e Read&Write is authenticated with Office 365.
e Access to the premium features through a subscription.

Case Study

Sean is a student who is completing a project on diseases and viruses in Science class. While
conducting research on his assigned topic, he highlights all the causes in one color, symptoms in
another color, and treatments in a different color. After he finishes highlighting, he clicks on

the Collect Highlights tool. All of his highlights are sorted by colour and exported into a new Word
Online document. He can now use this new document to review his refined research. He uses the
Clear Highlights tool anytime he makes mistake or to erase his highlights when he is done.
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Highlighting using Read&Write for Google Chrome with Office

365

Open a Word Online document in
your Chrome browser (1).

This is an example of how to collect
highlights on a Word Online
document. Follow the same process
for a website.

Ensure that the Read&Write
extension is running by locating the
purple puzzle piece in the top right-
hand corner (2).

Click on the dropdown Read&Write
tab (3) to open the toolbar.

C @ nhitos://www.office.com G

Select the text to be highlighted (1).

Click on a highlighter icon of your
choice (2).

Zika Virus

Centers for Disease Control and Prevention

weww.cde.pov/zika

= Zika was first discovered in 1947 and is named after the Zika Forest in Uganda,

* In 1952, the first human cases of Zika di

* Qutbreak of Zika have been reported Seutheast Asla, g lands.

»  Tikals spread mostly by the bite o5
4 & day and night.

+ 7 be passed from a pregnant woman to her fetus. Infection during Py can cause
€

rth defects.
*  There i+ no vacgine or medicine for Zika.
+  Treat the symptoms by getting plenty of rest, drink fluids to prevent dehydration, take medicine
such as acetaminophen o reduce fever and pain,
+ Do not take aspirin,
o The NG for 2iko ore: FRURRNGSNINERORENE IS SV e USSR  5ptoms
can last for several days to a week.

* £ virus usua |y femains in the blood of an infected person for about a week!
*  Once a person has been infected with Zika, they are likely to be protected from future
infections,
*  Toprevent Zika:
o Wear long-sleeved shirts and long pants.

After you have completed
highlighting, Click on the Collect
Highlights icon (1).
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Col#ct highlights
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Collect highlight
Choose which color highlights Sl Ll

and how to sort highlights (1). Sort highlights by color -

Colors to collect

1| Click OK (2).
E
[
° oK H Cancel |
A new Word Online document will e
Open after a feW seconds Wlth Zika Virus spread mostly by the bite of an Infected Aedes species mosquito.
i . . bite during the day and night.

your highlights in order by color

(1). o accineor medicine for 2ka

The source will also appear below TM Vrte Information Shost

the listed words (2).

Highlights Untitled 15433576 %

Notice the title of the new Word
Online document will be “Highlights | & Do selceiae TLESS S0E
Untitled” (3) followed by a chain of
numbers. Make sure you rename this
document.

Tikca Virus.
Select the highlights you wish to CenmesforDiseae Coneot s Prevenion
L. oA o /iks
clear from your original page (1).
*  Zan wes firs ciscovered n 1947 and i rames after me Tiks Foren in Uganda
1952, the firg human cases of Tiky were seteced
w4 of Zika have basn raportad in ropic Africe, Southeast Ass, and Sacic isiangs.
hﬂrﬂﬂlﬂ- -
CorTain Darth Oeferts —
® Trave 1 AGWSCONE O TRSCINE fof Zh)

Click the Clear Highlightsicon (2). p e e ﬁ h

W

Clear High

*** Thank you to SD#71 for their participation in creating this helpful resource!
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