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HELPFUL FEATURE IN THE SPELLING CHECKER IN WORD 2007

SET UP YOUR ENVIRONMENT

Word 2007 is configured by default, but just in case these features have been turned off, here is how to check the status of these
settings and re-enable them if necessary:

1. InWord, press ALT+F, and then press | (capital | like in lowa).
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2. Inthe Word Options dialog box, press your DOWN ARROW key twice to open the Proofing page.
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3. To access the Check spelling as you type check box, press ALT+P. Make sure that this check box is selected. If it's not, press
your SPACEBAR to select it.

Popul ABC|
opuar 2‘ Change how Word corrects and formats your text.
Display :

Proofing AutoCorrect options
Save Change how Word corrects and formats text as yvou type: AutoCorrect Options... |

Advanced
When correcting spelling in Microsoft Office programs

Customize
¥ Ignore words in UPPERCASE

Add-Ins ¥ Ignore words that contain numbers
~ Ignore Internet and file addresses

ol Flag repeated words

Resources [T Enforce accented uppercase in French

Trust Center

- Suggest from main dictionary only

Custom Dictionaries... |

French modes: ITraditionaI and new spellings j

correcting spelling and grammar in Word

Chech\spelling as you type

¥ Use coftextual spelling

¥ Mark grgmmar errors as you type
¥ cCheck
T show, eadability statistics

Style: IGrammarOnIy VI Settings... |
Recheck Document |

Exceptions for: Fi] Helpful feature in the spelling check.., j

ammar with spelling

[ Hide spelling errors in this document only

- Hide grammar errors in this document only

OK I Cancel |

4

4. To access the Use contextual spelling check box, press your DOWN ARROW key once. Make sure this check box is
selected. If it's not, press your SPACEBAR to select it.

5. To access the Mark grammar errors as you type check box, press your DOWN ARROW key once. Make sure this check box
is selected. If it's not, press your SPACEBAR to select it.

6. To access the Check grammar with spelling check box, press your DOWN ARROW key once. Make sure this check box is
selected. If it's not, press your SPACEBAR to select it.

7. Press ENTER to save your changes and close the dialog box.
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