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Automatic Spell Check & Grammar Check

Whenever you see a red squiggly line under a word, that means that the word is not in Word’s dictionary.  Right-click (Ctrl-click on the Macintosh) on the word and choose one of the suggestions or any of the other options for spell check. If a phrase is underlined with a green squiggly line, that is the Grammar Check.  Correct it in the same way you would the Spell Check.

AutoCorrect

To set the AutoCorrect options, click on the Tools menu, AutoCorrect.

1. Correct Two Initial Capitals

2. Capitalize first letter of sentences

3. Capitalize names of days

4. Correct accidental usage of caps lock key (PC Only)

5. Replace text as you type

Tip:  If Word corrects an entry you don’t want it to, immediately click on the Undo tool.

AutoCorrect Exceptions

1. On the Tools menu, click AutoCorrect.

2. Click Exceptions.

3. To prevent Word from automatically capitalizing any word that is typed after an abbreviation, click the First Letter tab, and type the abbreviation—including the period—in the Don't capitalize after box.

4. To prevent Word from automatically correcting a word that contains mixed capital and lowercase letters, click the INitial CAps tab, and type the word in the Don't correct box.

5. Click Add, and then click Close.

AutoFormat As You Type

To set the AutoCorrect options, click on the Tools menu, AutoCorrect, AutoFormat As You Type tab.

1. Headings
Type a short line of text followed by two Enters.

2. Borders
Three or more hyphens, underscores, equal signs, asterisks, tildes (~), or number signs (#) above a paragraph

3. Automatic bulleted lists
Any of the following, and then a space or tab and text: an asterisk, one or two hyphens, a greater-than sign (>), or an arrow created with a greater-than sign and a hyphen or equal sign (-> or =>)

4. Automatic numbered lists
A number followed by a period, hyphen, closing parenthesis, or greater-than sign (>), and then a space or tab and text

5. Straight quotes with smart quotes

6. Ordinals with superscript

7. Fractions with fraction characters

8. Symbol characters with symbols


	Type
	Result

	Text, a space, one hyphen ( -), one or no space, and more text, such as

pages 3 - 10



	Changes the spaces and hyphen to an en dash (–):

pages 3–10

	Two hyphens immediately preceded and followed by text, such as

Many pines--ponderosa, for example--grow here.

	Changes the hyphens to an em dash (¾):

Many pines—ponderosa, for example—grow here.

	
	


9. Internet and network paths with hyperlinks

AutoText

To set the AutoCorrect options, click on the Tools menu, AutoCorrect, AutoText tab.  Use the AutoText feature to store text you plan to reuse such as boilerplate text (paragraphs used often). You can also use AutoText entries to quickly assemble a document. For example, as you type a letter, select from a list of common letter elements such as salutations, closings, and a return address.

To create an AutoText entry:

1. Select the text or graphic you want to store as an AutoText entry. To store paragraph formatting with the entry, include the paragraph mark () in the selection.

2. On the Insert menu, point to AutoText, and then click New.

3. When Word proposes a name for the AutoText entry, accept the name or type a new one.

Note:  By default, Word makes the AutoText entry available to all documents by storing it in the Normal template.

Inserting an AutoText Entry:

1. Click where you want to insert the AutoText entry.

2. On the Insert menu, point to AutoText.

3. Click the name of the AutoText entry you want.

Shortcut:   In your document, type the first few characters in the AutoText entry's name. When Word suggests the complete AutoText entry, press ENTER or F3 (PC only) to accept the entry. To reject the AutoText entry, just keep typing.

Automatic LetterWizard

Elements in a letter, such as a salutation: Dear Mr. Jones: offers to start the LetterWizard.  To turn off the automatic LetterWizard feature, right-click (Ctrl-click on the Macintosh) the Office Assistant, click Options on the shortcut menu, and then select the Using features more effectively check box under Show tips about.

Automatic Left Indent

If you have set an indent previously in a document, whenever you type a tab at the beginning of a blank row, an indent is automatically set.  If you type a backspace after typing the tab, the indent is decreased.  To turn this option off:

1. Tools menu, Preferences (Options on a PC)

2. Edit tab

3. Click on “Tabs and Backspace Set Left Indent” 

TroubleShooting

· Make sure that you're on the correct tab when you click AutoCorrect on the Tools menu: 

· To control which automatic changes Word makes as you type, click the AutoFormat As You Type tab, and then select or clear the options you want. For help on an option, click the question mark and then click the option.

· To control which automatic changes Word makes to selected document text or to an entire document in one pass, click the AutoFormat tab, and then select or clear the options you want. For help on an option, click the question mark    and then click the option.

· If you've cleared the Symbol characters (--) with symbols check box on the AutoFormat As You Type tab (Tools menu, AutoCorrect command), and Word continues to insert symbols, check the list of AutoCorrect entries. On the Tools menu, click AutoCorrect, click the AutoCorrect tab, and see if the Replace box contains the symbol Word is automatically replacing. You can turn off AutoCorrect by clearing the Replace text as you type check box, or you can delete the entry by selecting it from the list and clicking Delete.

· Check to see if automatic updating is turned on for the style that Word applied. To turn off this feature, click Style on the Format menu, select the style in the Styles box, and then click Modify. Clear the Automatically update check box.

· If you've cleared the Headings check box on the AutoFormat As You Type tab (Tools menu, AutoCorrect command), and Word continues to add heading styles to your document, clear the Define styles based on your formatting check box on the same tab.

Microsoft Word Automatic Features To Turn Off


Do you use Microsoft Word 97, 98 or 2000?  If so, turning off the following Automatic Features can save you many headaches.


AutoCorrect 
1. Pull down the Tools menu and choose AutoCorrect

2. Turn off Capitalize first letter of sentences

3. Click on OK.

AutoFormat As You Type

1. Pull down the Tools menu and choose AutoCorrect

2. Click on the AutoFormat As You Type tab

3. Turn off the following features:

a. Headings

b. Borders

c. Tables

d. Automatic Numbered Lists

e. Automatic Bulleted Lists

f. Internet and network paths with hyperlinks (When this feature is on, typing a Web address for example, will cause Word to underline the Web address, change it to blue, and make it a hyperlink.  If you are using Word to create HTML pages, you should leave this feature on.)

4. Click on OK

AutoIndent

1. Pull down the Tools menu and choose Options 

2. Click on the Edit tab

3. Turn off Tabs and backspace set left indent

4. Click on OK
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