Making MS Word work for you

There are several features in MS Word which reduce some of the hassle in wordprocessing.

To set these up you need to open a page of Word and type in at least one word
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AutoCorrect options

Change how Word corrects and formats text as you type: | AutoCarrect Options...

When correcting spelling in Microsoft Office programs

Tanare words in UPPERCASE

Ignare words that contain numbers
Ignore Internet and file addresses
Flag repeated words

[] Enforce accented uppercase in French
[] suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellings E|

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling
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AuteCorrect: English (United Kingdom)

AutoFormat Smart Tags

AutoCorrect | MathAutoComect | AutoFormat As You Type

Show AuteCorrect Options buttons
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Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type

With: @ Plain text ) Formatted text
mis miss
<= = o
= >
= >
Autocomplete | Auto complete —
fmis |
traing training

Automatically use suggestions from the speliing checker




Making MS Word work for you

The Thesaurus can be used to help extend language and vocabulary — looking for a relatively
simple word flags up a selection of more interesting words:
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There are several other features that are worth exploring:
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The student can highlight significant words /phrases in colour
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Customise spelling and grammar support
The teacher can highlight errors in colour and add Comments
Tracking two documents to show changes
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