Thesaurus

1. Highlight or type a word for which you want to find a synonym, an antonym, or related words.  TIP - Know the correct form of the word in use (tense, plural, singular).  Example:  "said" will not necessarily provide a synonym - type the word "say", find a synonym, replace, then change it to the correct tense.  Another example:  "gifts" and other plurals might not be listed, so type the singular "gift" - after you replace it be sure to change the new word to plural.
2. On the Tools menu, point to Language, and then click Thesaurus. 

3. Click the meaning that best matches the meaning of the word you want to change. Click the work you want to use.  Click the Replace button.
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When you click the "Look Up" button, it shows all synonyms, antonyms, or related words for the word you select. 

A Different Way:

For many words (not all), you can find a synonym by right clicking the word, pointing to Synonyms on the shortcut menu, and then clicking the word you want.










