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Microsoft Word:  

Highlighter Tool or Reading Highlight? 
Highlighter Tool: 

You have probably used the Highlighter tool to overlay text with a color.  The highlighter tool 
covers the selected text with the color of your choice, just as it might appear if you used a 
highlighter pen on a printed document.  This color prints with the document. 

 

Figure 1-Highlighter Tool 

For example, selecting the following line and applying the highlighter tool produces this: 

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. 
Or, by switching color, it might look like this: 
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. 
 

To produce the above: 

1. Select the text and click on the Highlighter tool on the Home ribbon. 

2. Click on the drop-down to select a different color if you want to draw attention to 
different items, possibly for different reviewers. 

To remove this type of highlighting: 

1. Reselect the text and choose "No Color" from the Highlighter tool drop-down. 

 
Figure 2-Highlighter Tool Options 
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Reading Highlight: 

But, there may be times when you want Word to search for a term or phrase and automatically 
highlight it for your onscreen review.  This type of highlighting assists the author while drafting 
or reviewing the file, without adding it to the printed file. 

To use the onscreen highlighter: 

1. Open the Advanced Find dialog box by clicking on the Find drop-down and selecting 
Advanced Find. 

 

Figure 3-Advanced Find 

2. Type characters, a word, or a phrase in the Find what box. 

3. Click on the Reading Highlight drop-down and choose Highlight All. 

 
Figure 4-Find and Replace Dialog 
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All instances and variations of the text will have yellow highlighting applied, which looks 
something like this. 

 
Figure 5-Sample Reading Highlight 

Scroll through the document and the highlighted material is designed to draw your attention. 

As you begin performing other actions, the highlighting will disappear. 

These highlights do not print. 

If you have completed your review and want to remove the highlighting, repeat the steps and 
choose Clear Highlighting from the drop-down. 

 
Figure 6-Clear Highlighting 
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Lisaana’s Tip: Highlighting in Find 

The onscreen highlighting will also occur when performing a quick search using Ctrl+F and Find on the 
Navigation Pane.  To see the onscreen highlighting: 

1.  Open the Find dialog box by clicking the Find drop-down or using the keyboard shortcut Ctrl + F. 

2.  Type characters, a word, or a phrase in the Search box. 

3.  Notice the highlighted text in your document and the list of Results below the search.  Use the X 
beside your search word or phrase to remove the reading highlight and end your search. 

 

 
 


