10 little useful things to know in Word
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How to put one page into landscape layout in a document

The default page orientation in Word is Portrait, which means the pages are narrow in
width. A Landscape page is wide and short in length.

B Portrait
G Landscape

Do you ever have portrait-style reports or documents into which you need to put a picture,
graph or table that looks better in Landscape? You can sort this in a few easy steps.

Click where you want to insert the Landscape page.

Fle' Home Insert Draw Design Ref
Then click onto the ‘Layout’ tab on the ribbon. @ PD [E = Breaks v

Ve i
Margins Orientation Size Columns ?~ Line:Ntimbers

In the Page Set-up group, click onto the small arrow v v v 4 Hyphenation ~
in bottom right. Page Setup

The Page Set-up options box will appear. Click onto the ‘Landscape’ option and then use the
‘Apply to’ dropdown to select the ‘This point forward’ option.

Page Setup ? =<
Margins Paper Layout
Margins
Top: 2.54 cm = Bottom: 2.54 cm =
Left: 2.54 cm = Right: 2.54 cm —
Gutter: O cm = Gutter position: Left ~
Orientation
Portrait Landscape
Pages
Multiple pages: Normal ~
Preview
[ Apply to: Whole document ~ ]
Set As Default Cancel

Apply to: | Whole document

| This point forward |
Set As gc.q 1

Your next page and any following pages will be in Landscape.

To have only the one page in Landscape, simply go through the process again on the page
after your Landscape page but choose Portrait with ‘This point forward’.
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Convert a PDF document into Word

Windows 10 on your computer enables you to convert a PDF document into Word should
you need it. Note that some graphics and pictures do not always convert properly, but for
most documents this works well enough to give you a Word document to make updates on.

1. Open ablank Word document and click into File in top left.
2. Choose ‘Open’ from the list on the left.

©

3. Select ‘Browse’ and click on your PDF document wherever it is stored.

[ Browse

‘ganise ¥ New folder == w [
I Desktop [0 Name Status Date modified Type
yP
=] Documents Getting started with OneDrive (&} 10:45 Adok
<> Documents - BS i3] Glossary o 10:46 Micre
Eclipse @ Guidance for attending a Live Event as... O R 12:16 Micrg¢
Guides @ M365 Teams - Guest Guidance (S 12:40 Micrg
Nolebiooks @ M365 Teams as a guest guide - new @ 11:11 Micry¢
e @ M365 Teams creation guidance @A Micry¢
Onbosrding d @3] M365 Teams Guest Guidance @8 Micrd
i sl e M365 Teams Quickstart (©] AdoH
&=] Pictures @ M365 Teams -setting up a meeting an... ©@ 2 Micrg
useful old stuff 3 0365 stuff 1) Micry
Useful Tips @ Restoring Previous Versions of Files wi... O Micry
& This PC
} Network v <
File name: | Getting started with OneDrive ~ l All Word Documents

Tools ~ m“ Cai

4. Choose ‘Open’ and a box will appear.

Microsoft Word X
Word will now convert your PDF to an editable Word document. This may take a while. The resulting Word document will be optimized to allow you to edit the text, so it
might not look exactly like the original PDF, especially if the original file contained lots of graphics.

[Joon't show this message again

Cancel Help

5. Click OK and the document will convert and populate your open blank Word document
ready for you to make changes and save.
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How to insert a footer and page number together

If you want to put a footer on each page of your document but also want the page numbers
at the bottom, you can use this method.

Double click into your footer space on your document page so the Header and Footer tab
opens.

File Home nsent Draw Deson Layout

References Mxings Revew VW Help Enterprse Connect Header & Footer

D M M = L (@ [=)

[=] 0 . p

=h i~ [~ (4! Previcus Defferent Frt Page o Meader from Topx 125 om
= ey —& = = A = =, a A%
- s Next Different Odd & Even Pages 3, Footer from Botteex 125cm | .
Header Focter  Page Date & Document Quck Pictures Onfine Goto - = Close Header
Y s Py Sow D - Tt *] Insert Abonmert T o
Number = me o~ Patsv Pxtures  Header ¥ Show Document Tt &J Insent Abgnmernt lab ad Footer
Header & Focter nient NanQaton Opticns Pouticn

Footer

If you want your footer to the left, make sure your cursor is aligned left using the Home
tab’s alignment tool.

Home Insert Draw Design Layout References Mailings Review View Help
Calibri v12 v A A Aavr A | == (8]

: B I U-~ x, | A~ 2~ A~ .

§ Format Painter - ® X A — @

ipboard ~ Font ~ Paragraph ~

Type what you want into the footer to the left.

ITeams Joining Meetings Basic Guide I

Click back into ‘Header & Footer’ tab and click into ‘Insert Alignment Tab’. This is to set
where your page numbers go.

Header & Footer Al

’*_,'=,‘ Header from Top: 1.25cm

[ e e ~ L J
1 : 1.25¢em
1 Footer from Bottom , Close Header

[d Insert Alignment Tab and Footer

Position Close

Alignment Tab ? X

Choose ‘Right’ from the alignment tab box and click OK.  Atignment
O Left O Center

Align relative to: | Margin

Leader
(Note: if your footer is short and you want the page gl None 82 """"" @) i—
5 — é ........
numbers in the centre, choose ‘Centre’ here).
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Add a field code by clicking onto Quick Parts, then choosing ‘Field’.

File  Home Insert Draw Design Layout References Mailings Review View Help  Enterprise Connect Header & Footer

0 v [=] [7 previous (] Different First Page T Header from Top: 1.25cm
AR R B=EEBEe BEE | Sl

= ; = ) 3
Header Footer  Page Date & Documen{ Quick Pictures Online  Goto D’ Neit (] Different Odd & Even Pages (T Footerfrom Battom: 125em | Close Header
v v Numberv =~ Time Infov ( Partsv Pictures  Header = Show Document Text ﬂ Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
@I Eﬁ] 2 AutoText
Date & Document Quick E] Document Property
Time Infov | Partsv
— > [ Field...
Insert

B Building Blocks Organizer...

Select Page from the drop-down in the Field options box, then choose what style of page
numbers you want from the format box and click OK.

Field ? X
Please choose a field Field properties Field options
Categories: Format: \
(Al v 123w
) — -1-,-2-,-3-,..
Field names: ab,¢..
MergeSeq A ARRC .
Next i, i, i, ...
Nextif 5L, , ..
NoteRef Use Default Numbering

NumChars

NumPages No field options available for this field
NumWords

Print

PrintDate

Private

Quote

RD

Ref

RevNum

SaveDate

Section \

E Preserve formatting during updates

Description:
Insert the number of the current page

Field Codes Cancel

Your page number and footer will now be in your document.

Teams Joining Meetings Basic Guide 2

The footer will remain the same on every page, but the number will change for each page.
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How to change the case you have typed in
Do you sometimes accidentally hit the Caps Lock key so you are typing in capitals without
noticing because you are looking at the keyboard?

You don’t have to delete it all and start again, there are a couple of ways in Word to sort this
quickly.

Using the Aa command in the ribbon

Using your mouse or keypad cursor, highlight the writing you have typed in the ‘wrong’
case.

This is what | want to change case on

On the Home tab, go to the Font group and find the Aa command.

File Home Insert Draw Design Layout References

? = ‘&D Calibri o1z« A A‘
O o 3

Paste%’ BIQV%XAX‘AVﬂV_/

Undo Clipboard Font

Click onto the dropdown arrow next to it and choose which case you want your text to be in.
‘Sentence case’ puts a capital letter on the first word in your sentences.

| ]
Sentence case.

lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE

Using Shift+F3

Using your mouse or keypad cursor, highlight the writing you have typed in the ‘wrong’
case.

Press the Shift key. (It will say ‘Shift’ and/or have an arrow pointing upwards.)

Lt

Note: if you are using Surface Go laptop, you will have to press the Fn key first. This is found
next to the Ctrl key in bottom left of your keyboard — you will know it is ‘on’ when it has a
small light showing in its top right corner.
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Then keep the Shift key pressed down and press the F3 key in the top left of your keyboard.

As you repeatedly press the F3 key, it will cycle through 3 options for cases:

o allupper case (capitals)
o all lower case
o each word starts with a capital letter

You just stop pressing F3 when you reach the case you want.

Using format painter

Format Painter appears in all Office 365 applications but is probably most useful in Word. It
appears as a paint brush. You can use the Format Painter on the Home tab to quickly apply
the same formatting to multiple pieces of text or graphics.

File Home Insert

L/) = s
[

Undo Clipboard

Formatting can be colour, font style and size, border style, etc. The format painter lets you
copy formatting from one object and apply it to another one, just like copying and pasting.

1. Select with your cursor the piece of text or graphic that has the formatting you want.
2. Onthe Home tab, click ‘Format Painter’. Your pointer changes to a paintbrush icon.

3. Use that brush to paint over a selection of text or graphics to apply the formatting.
This only works once.

4. If you want the painter to change the format of multiple selections in your
document, you must first double-click Format Painter in your Home ribbon, then
paint over each piece of text you want to apply the formatting to.

b

To stop Format Painter, just press your ESC button.

Note: if you want to copy only text formatting, select a portion of a paragraph. If you want
to copy text AND paragraph formatting (such as indents, bullet points, etc), select an entire
paragraph before pressing Format Painter.
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Add commands into the quick access toolbar or Word ribbon

Quick Access Toolbar
The Quick Access toolbar is the small area that runs along the very top left of your Word
(and Excel, Outlook, PowerPoint). It gives you quick access to the commands you put there,

rather than going along the tabs and groups to find specific commands.
S 9OB- s

v

File Home Send / Receive Folder

Customize Quick Access Toolbar
Automatically Save
New ‘
. Open
If you click onto the small downward arrow you can see some o
commands there for you to add, such as Open, Save, Quick Email

Print, Read Aloud, Editor, Undo, Open, etc. SHACE Rt

Print Preview and Print
Editor (F7)

Read Aloud

Undo

Redo

Draw Table
Touch/Mouse Mode

_J
More Commands..

Show Below the Ribbon

Hide Quick Access Toolbar

However, if you choose ‘More Commands’, a command box will open. (You can also reach
this through File in top left of your Word, then choosing Options and the Quick Access
Toolbar area.)

Your available-to-add commands are on the left, and your current QA toolbar commands
are on the right. The Add and Remove buttons are in the middle.

Ic‘c-“E]' Customize the Quick Access Toolbar.

hoose commands from:
Popular Commands
[cUncm.:e Quick Access Toolbar: ]

Address Book... - k> Send/Receive All Folders

Automatic Replies... “> Undo

Close All Items ® Touch/Mouse Mode >
Collapse the Ribbon

Delete

Empty Deleted Items

Find Contact

Forward

Manage Rules & Alerts...

Meeting

=)

New Appointment
New Contact e
New Email -

New Task

Options

Print

Reply

Reply All

Save All Attachments...

Save As

Send/Receive All Folders

Touch/Mouse Mode >

Undo

Update Folder

Work Offline ~

NP I Per [ ME | EX8]oE

Customizations: Reset «~

Show Quick Access Toolbar below the Ribbon ’.mgo,.t/gxgo,t -~ :

oK [ cancel
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Find what you want in the list on the left. It defaults to ‘Popular commands’, but there are
hundreds in total so if you can’t find what you want in that list, just use the drop-down

arrow to select something else like All Commands, Home Tab commands, Review
commands, etc.

Choose commands from: (L

Popular Commands ]vl

Popular Commands

Co o= o Ribbo

Home Tab
Insert Tab
Draw Tab
Design Tab
Layout Tab
References Tab
Mailings Tab
Review Tab

View Tab |

Click onto the command you want to add to your quick access area and then press ‘Add’ so
it appears in the list on the right.

For example, adding ‘Immersive Reader’ below:

Choose commands from
View Tab v
Custom Qu ess Toolba
:"’" ".: R = k 7 Send/Receive All Folders
“ Folder Pane » K) )
- mmersive Reader R .
= Touch/Mouse Mode »
Immersive Reader ] :
- G [[E Immersive Reader )
@ Largelicons
Q,B Line Up lcons Add »»
§= List << Bemove I

Click on OK.

It is now in your quick access area along the top and will remain there whenever you open
any Word document.

AutoSave@ [Fé‘r(‘)v a [ = ‘

File Home Insert Draw Design Layout
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Word ribbon
Your ribbon is the space that runs along the top of your Word documents. It has tabs called
File, Home, Insert, Draw, Design, Layout, References, Review, View.

3
[File Home Insert Draw Design Layout References Mailings Review

)

/£ Editor /A\)>) [B. % vt Ul
" w az A
esaurus Read Check Translate Language New
533 Word Count Aloud = Accessibility v v v Comment =
Proofing Speech Accessibility Language

Each tab has ‘groups’ that are a set of related functions under that tab, e.g. Review has all
the things you may want to check before finalising your document — spelling, Editor,
accessibility, etc.

These are default tabs and groups that automatically appear in the ribbon, but you can add

others or remove any that you never use.

Click onto ‘Customise ribbon’ and it will open a box with lists of commands to the right.

To do this, go into the File area in top left of Word, then choose Options at
the bottom left of the screen.

Word Options

Hepes E%] Customize the Ribbon and keyboard shortcuts.
Display
[_C_hcose commands from:® Customize the Rib_bon:@ J
Proofing .
Popular Commands v Main Tabs v
Save
3 Accept Revision [«] Main Tabs [«]
Hanguage % Add ?able » [ Blog Post W
Accessibility E Align Left M Insert (Blog Post)
Advanced = i:::: ' Outlining
e = : Background Removal
. 2= Change List Level 4 2AH
| L‘@ Copy ome
Quick Access Toolbar A Cut e @ Insert
Define New Number Format... Pages
Add-ins % Delete Tables
E:{l Draw Table lllustrations
Trust Center Draw Vertical Text Box Reuse Files
27 Email L] Add-ins —
£ Find \ Add >> Media L2 |
T3 Fit to Window Width - Links <]
Font Comments D
A Font Color 4 Header & Footer
K Font Settings Text
Font Size Symbols
ab Footnote M Draw =
é? Format Painter M Design
+A Grow Font = Layout
t] Insert Comment
# Insert Page Section Breaks 4 B References
F3 Insert Picture Mailings =
Insert Text Box e - S .
= Line and Paragraph Spacing » ‘ New Tab } New Group | | Rename... ‘
£ Link (-]

Keyboard shortcuts: | Customize...
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It looks complicated but just remember that on the left are the things you can add, and on
the right are the things you already have on your Word ribbon. In the middle are your
Add/Remove buttons (these are greyed out until you click onto either column)

In the ‘Choose commands from’ dropdown, you can see the default is ‘Popular Commands’,

but you can change this to ‘All Commands’ to give you a full list to choose from.

Choose commands from: G
Popular Commands :

Popular Commands
Commands Not in the Ribbon

All Commands

Vlacros

File Tab

All Tabs

Main Tabs

Tool Tabs

Custom Tabs and Groups

0 T i

Or you can select a single tab to add commands into — such as the View tab. For example, if

you know you will never use Focused Inbox, you could remove it from your ribbon.

Home (Group)

Mode Send / Receive
Current View Folder
Messages B LA view ]
B Focused Inbox -
& Show Focused Inbo B Current View
W us X .
: Change View 4

A << Remove J7 View Settings
Arrangement = D -5

» Reset View
Arrangement }

Messages

Color
i [E)Focused Inbox
you
g =9 Show Focused Inbox
Window —

You can even create your own tab and customise it.

Send / Receive
M Folder
B View v

[’ New Tab ‘ ’NewGroup< ' Rename... ]
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Set default font and size

You can set your own default font and size in Word documents if you have a preference.

In the Home tab, look for the Font group and go into the small arrow space in the bottom
right.

File Home Insert Draw Design Layout References Mailin

2 f”D Calibri o1z A A Al | A
O

Paste

B I U+ a x, X Ay £+ A~
v \g
Undo Clipboard & @

The Font options box will appear, showing options for font, font style (e.g. bold, regular and
italic), and size.

Font ? X
i Advanced
Font: Font style:
Calibri Regular
Broadway A
Browallia New ‘ Italic
BrowalliaUPC Bold
Brush Script MT Bold Italic
v —
Font color: Underline style: Underline color
I - (none) v Automatic v
Effects
[ strikethrough [] small caps
D Double strikethrough E] All caps
[] superscript [] Hidden
[[] subscript
Preview

Calibri

This is a TrueType font. This font will be used on both printer and screen.

Set As Default Text Effects... Cancel

You can choose your font, font style, size, colour and underline style by using the various
scroll boxes.

Once you have chosen your preferred font, style and size, click onto Set as Default box in

bottom right. Here you can set the default to operate either in this document only or on all
documents based on Normal template.

Microsoft Word ? X

Do you want to set the default font to Calibri, 12 pt, Font color: Text 1 for:
(® This document only?

(O All documents based on the Normal template?

Cancel
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Compare Word documents

Are there times when you have two Word documents with the same name and information
on but cannot be sure if there are any differences?

Initially, a quick basic check could be to see how many words are in each document and if
that matches across both documents.

Look at the Word Count in bottom left of your document, or click into it to get more
information

Word Count ? X
= = ) i ) Statistics:
Page 120f 13 | 1074words | R  English (United Kingdom) — .
Words 1,074
Characters (no spaces) 4,676
Characters (with spaces) 5,730
Paragraphs 64
Lines 169
Include textboxes, footnotes and endnotes

If the word counts are not the same, there are likely to be differences between your
documents.

However, there is a Compare feature in the Review tab on Word that can do the comparison
for you.

file  Home Insert Draw Design Layout References Mailings View Help  Enterprise Connect

JE Editor A)) D 9 7} 'Lt] l 73 Ink Comment F_k ;DB AllMarkup v EH R‘ Reject v E_J
T ﬁe a x A b% B Show Markun ¥ vV I:hl Previ
AU Read Check Translate Lanquage ~ New ‘ Track owNarkup Accept fevious Compare
TiWordCount ~ Aloud  Accessbiityv ¥ v Comment Changes v [ ReviewingPane v~ [3 Next Y
Proofing Speech  Accessibility Language Comments Tracking [ Changes Compare

Major Version
Compare this document with the last
major version published on the server

If you click onto the dropdown Compare arrow, you get

. . Last Version

several options but the process that follows is for the Compare this document with the last
‘Compare two versions’ option.
=[5

Specific Version...
Compare this document with a
specific version saved on the server.

Compare...
Compare two versions of a document

(legal blackline).

E;g Combine...

Combine revisions from multiple
authors into a single document.

Choose ‘Compare’ and the dialogue box will appear. This is where you choose which to
documents you want to compare.

Compare Documents ? =<
Original document Revised document
H ~ ~
Label changes with Label changes with

More > > OK Cancel
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Under ‘Original document’, you can either use the dropdown box which displays Word
documents you have recently accessed, or you can click onto the folder icon to browse and
find a document through your File Explorer.

If you have an idea of which is the ‘original’ document, find it in this column.

Original document Revised document

v
10 useful things to know in Word - A 10 useful things to know in Word - A
10 useful things to know in Word - | 10 useful things to know in Word -
about channels.dox about channels.docx
Assign team owners and members. Assign team owners and members.:
Best practices for organising teams Best practices for organising teams
changes to working remotely IB pa: ¥ changes to working remotely IB pa: V fel

Then click onto the dropdown arrow under ‘Revised document’ and use the same process to
find the other document to compare. This could be the version you think may have changes
on.

In this example, the original document is dated 3™ Feb 2022 (20220203), the revised
document is dated 10%" Feb 2022 (20220210).

Original document Revised document

Then press OK. N
Weekly Status Repo Mz v Weekly Status Repoit 20220210 b 13h3
——

Label changes with Label changes with | pMaxine Craig
—
=

More >> OK Cancel

The document you allocated in the ‘original’ field will open and will display any changes as
compared with the ‘revised’ document. All differences are in red. Any text that appears in
the ‘original’ document but NOT in the ‘revised’ document appears as crossed out.

For example, in the image below you can see that the date of 03 is crossed out and replaced
by 10, and there are several differences in red, some new (i.e. red but not crossed out) such
as ‘Updated guide for whiteboard’, and some replaced or deleted since the original (i.e. red

and crossed out) such as the first point ‘Testing for new features....".

Project Area | Training and guidance | SMELead | | Report Date [ 0210/02/2022 [ RAGStatus | Greenn/A
Project Summary

Office 365:

® CreatingCreated new guidance for attaching files from OneDrive in Teams chats.
o Undgiog Wendows 10 suide et bo pew fupctions

Created new guidance for those leaving Barnardo’s — how to hand over 0365 meetings and/or files.
Creating user guide to webinars and live events on Teams

Creating guidance for understanding the ‘default’ folders in OneDrive

Updated guide for Whiteboard with new features

Work for outside Tech Ops

* Working on correcting some out-of-date Inside Barnardos pages, such as incorrectpassword-re-setinks-and-the-use-of USB-stieksinformation
secrutiy guidance.

® Creating a lessons learned document for the BS conferencing.
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Finding documents you recently read or worked on.

Do you know that when you open a blank Word document, you can easily see your recently
accessed documents and any that have been shared with you? This is a useful feature of
Office 365.

Before you click onto ‘Blank document’, there is a Word 365 landing page with sections
called New, Recommended for you, Recent, Pinned and Shared with me (see next page).

Good afternoon

~ New

Take a tour

G

Blank document Scientific conclusion worksh... Welcome to Wc

e, Search

[ ~ Recommended for You ]

-]

10 useful things to know in Word -...
& You edited this
7m ago

Weekly Status Report 2022021C
& You edited this
Thu at 11:19

Shared with Me

[} Name

@ Glossary master copy

Maxine Craig's OneDrive - Barnardo's » Documents » 1) Guides

@ 10 useful things to know in Word - draft

Maxine Craig's OneDrive - Barnardo's » Documents » 1) Guides » Word and Adobe
Recommended for you: this displays the most recent 5-6 Word documents you have
accessed as ‘tiles’ so you can see a page of them. (You can hide this section via the
dropdown arrow in front of Recommended)

Recent: however, if you click into ‘Recent’, you can see a longer list of your recent
documents with the date you modified them. Using the ‘More Documents’ arrow at bottom
right, you can access documents you opened from today, yesterday, this week and last
week.

Most useful of all, you can open any of these documents from this list so you don’t have to
go hunting for documents you worked on or read last week or find the email they came on.

You can even pin any of these documents to your Pinned list so you can easily find it later.
Just use the Pin icon.

Glossary master copy B @

Maxine Craig's OneDrive - Barnardo's » Documents » 1) Guides

10 useful things to know in Word, V1 Feb 2022 15



How to see which Word docs have been shared with you

Do you know that when you open a blank Word document, you can easily see any
documents that have been shared with you and your recently accessed documents?

Before you click onto ‘Blank document’, there is a Word 365 landing page with a section
called ‘Shared with me’.

Good afternoon

~ New

Take a tour

LG

Blank document Scientific conclusion worksh... Welcome to Wc

‘ o Search

~ Recommended for You

-

10 useful things to know in Word -...
& You edited this

Weekly Status Report 2022021C
&7 You edited this

7m ago Thu at 11:19
Recent Pinned Shared with Me
D Name

@ Glossary master copy

Maxine Craig’s OneDrive - Barnardo's » Documents » 1) Guides

@ 10 useful things to know in Word - draft

Maxine Craig's OneDrive - Barnardo's » Documents » 1) Guides » Word and Adobe

Click onto ‘Shared with me’ and Office 365 will display the list of Word documents that have
been shared with you by colleagues. It gives you the document name, when it was shared
and by whom.

Recent Pinned Shared with Me

‘h Name Date shared Shared by
wWh Setting up your new Computer - v1_10 - FINAL Version - 7th February 2022 8 Fabriens Michael Fleet
Subject: New Computer Guide
m'_~ Tips for recording selfie videos Ty Angi Le
Subject: Business Services Virtual Conference = — i
m‘_~ digital signature test 19 January Andrew Payne (D&T,

Shared by: Andrew Payne (D&T)

Clicking onto the ‘More Documents’ arrow at bottom right will display a full list.

Most useful of all, you can open any of these documents from this list so you don’t have to

go hunting for documents you know were shared with you.
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Add mis-types to autocorrect list via Options

Word has a pre-set list of common mis-types that its auto-correct works from, but if you
consistently mis-type or mis-spell words that do not automatically correct, you can add your

them into the Auto-Correct list yourself.

Click onto File in top left of your Word document and then choose Options at the bottom of

the screen

Options

Then choose Proofing from the Word Options box that appears.

Word Options

G |
e aib/c Change how Word corrects and formats your text.
Display
AutoCorrect options
T — 1
Save Change how Word corrects and formats text as you type: | AuteCorrect Options..,
Language

When correcting spelling in Microsoft Office programs
Accessibility
[~ Ignore words in UPPERCASE
Advanced =
[l lgnore words that contain numbers

Customize Ribbon [+ Ignore Internet and file addresses

| Enforce accented uppercase in French

CQuick Access Toolbar [¥] Flag repeated words
Add-ins =

|| Suggest from main dictionary cnly

Trust Center _—
Custom Dictionaries...

French modes: | Traditional and new spellings =

Spanish modes: ”T.utec- *.ferE .forms onl.y )
When correcting spelling and grammar in Word

Check spelling as you type

Mark grammar errers as you type

EYRESREY

Frequently confused words
Check grammar and refinements in the Editor Pane
[

0 R

| Show readability statistics

(]

hoose the checks Editor will perform for Grammar and Refinements

Writing Style: | Grammar & Refinements = Settings... |

Check Document

=

Frurantinne for- | Gal Documan +3 -

Then click on the AutoCorrect Options box.
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Your auto-correct options box will open and in the middle you can see a tick box labelled
‘replace text as you type’.

Underneath that is a box labelled ‘Replace’ and a box labelled ‘With’, and underneath that is
your list of current mistypes that get ‘replaced with’.

AutoCorrect: English (United Kingdom) ? X
AutoFormat Actions
i AutoCorrect ! Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

D Correct keyboard setting

Replace text as you type

Replace: With: Plain text Formatted text

Exceptions...

abbout about A
abotu about

abouta about a

aboutit about it

aboutthe about the

abscence absence v

Add Delete

Automatically use suggestions from the spelling checker

In the ‘Replace’ box, type the word you often mis-spell or mis-type. In the ‘With’ box, type
the correct spelling.

For example:

Replace text as you type
Replace: With: Plain text Formatted text
[Microsfot Microsoft]

Click on the add button and your wrong spelling will be added to the list and will be
automatically corrected when you type it.
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