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MS Word: Review Tools & Formatting
Lesson Notes
Author: Pamela Schmidt

Reviewing Tools

Spell Check
Check Spelling as You Type
A red wavy line under a word indicates that the word does not match the wrdto-see-alist of possible
MS Word dictionary. Using the mouse, right click on the word to see a list wry
of possible replacements. Click on the desired word to make the ward
correction. ' o vrord
wad
s2e."| Run Full Spell Check wed
\/D To run the full spell check, use either the spellchecker tool on the Ignare All
toolbar, or from the menu choose Tools, Spelling and Grammar. e
AutoCorrect k
¥ Spelling...
Rechecking a Document Options [Z[x]
If a word is ignored, it will be ignored for the rest of the vaaEkChla”jes || |“SBE’;T°”|““§” t' |°°T“b‘"t‘f5 'H o |
H - . L= Eneral I TR =3 pelling rammar
life of the document. To clear the ignore list for the i
document, from the menu choose Tools, Options, then R Cheticsgeing 2 i e
the Spelling & Grammar check tab. Click the Recheck sy e e
Document button in the bottom left hand corner of the I™ Suggest fram main dictionary only
. ¥ Ignore words in UPPERCASE
dlalog bOX. IV Ignare wards with numbers
¥ Ignore Tnternet and file addresses
Custam dictionary: IWI Dictianaries...
Grammar
¥ Check grammar as you type
™ Hide grammatical errors in this document
REI:I'-IEEI‘E DI:II:I_-I mEr-It ¥ Check grammar with spelling
™ Show readability statistics
Wiriting style: W Settings...
Recheck Document

Ok I Cancel |
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Grammar Checker
Check Grammar as You Type

A green wavy line under a word or sentence
indicates that the grammar does not match
the MS Word Grammar Checker. Using
the mouse, right click on one of the words
to see a list of possible replacements.

The-boys-and-gitls-13-gotg-to-the-mall -

dre

Ignore Sentence

gitlz 1z gomg

Grarmimar...

Run Full Grammar Check

HE To run the full spell check, use either the spellchecker tool on the toolbar, or from the
\\./I;/ | menu choose Tools, Spelling and Grammar.

Spelling & Grammar [z]x]|
Speling 8 Grammar |
Writing Styles Speling

Grammar Checker can check for several different writing e
styles. To change writing styles options, either click on - ey st ot

Suggest fram main dictionary only
the options button in the Spelling & Grammar dialog box, ¥ Igrore worcs In UPPERCASE
or from the menu choose, Tools, Options, and the Spell & e e
Grammar Checker tab. cosomectogary:  [oustowoic 5] | Dlctenaries..

Grammar
¥ Check grammar as you type
™ Hide grammatical errors in this document

Grammar Help

IV Check grammar with spelling

The Grammar ' I subject-verb agreement 1 [ |
; = H Wiriting style: Formal - Settings...
Checker has a small H ';':] [l The werb of & sentence must agree Casual B
EngllSh book built into IR with the subject in number and in Recheck Document  [SEndard
persan. il
the help On the Spe” CE;D;WI:S —1 oK I Cancel |

"| » Instead aof: What was Stephen and
Laura like as schoolchildren?
» Consider: What were Stephen and

& Grammar Checker

dialog box, click on the
office assistant button.
The office assistant
will appear with help
on the specific
grammar problem.

Thesaurus

Laura like as schoolchildren?

+ Instead of: Tom wakch the snowey
eqret stab at the Fish,
+ Consider: Tom wakches the snowy
eqret stab at the Fish,

Click on a word, then from the menu choose Tools, Language, Thesaurus

Thesaurus: English (United States)

Looked Up:

Replace with Synonym:

Igood

Meanings

Replace | Look Up I

Previous |
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AutoCorrect

MS Word uses a list of the most commonly
misspelled words to create a replace list. If text is

entered that is on this list, MS Word will replace it.

Additions and deletions may be made to the list.

If long text is desired, type the text into the
document, select the text, then from the menu
choose Tools, AutoCorrect. The selected text will
be in the With box. Enter the text to be replaced
by this selection, then use the add button.

Note: Name and addresses with carriage returns
can be replaced with a pre-chosen code.

i.e. phsc* might be replaces with:
Truly yours,

Pamela H. Schmidt

Auto Formatting
Auto formatting controls automatic bullets and
numbering, ordinals turning into superscript,
fractions becoming one character, web and email
addresses turning into hyperlinks.

To access the dialog box, from the menu choose
Tools, AutoCorrect, then the Autoformat As You
Type tab.

"Straight quotes" with "smart quotes”
Ordinals (1st) with superscript
Fractions (1/2) with fraction character (12)
Hyphens (--) with dash (—)
|:| *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks
Apply as you type
Automatic bulleted lists
Automatic numbered lists
Border lines
[¥] Tables
[ Built-in Heading styles
Automatically as you type
Format beginning of list item like the one before it
Set left- and first-indent with tabs and backspaces
[ Define styles based on your formatting

-—
AutoCorrect: English (U.S.) M
- .« B 4 i i . .-
| AutoText | AutoFormat Smart Tags
AutoCorrect | AutoFormat As You Type

Show AutoCorrect Options buttons
Carrect 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
Replace text as you type
Replace: With: _ Plain text Formatted text
- > -
() © =]
0] ® N
(tm] ™ -
Automatically use suggestions from the spelling checker

0K ] l Cancel

| 1
5
AutoCorrect M
i . B i i i B =& =
AutoText | AutoFormat | Smart Tags
AutoCorrect | AutoFormat As You Type

Replace as you type

OK

|| cancel
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Search & Replace

From the menu select Edit, Replace.

In the appropriate boxes key in
the text to be replaced and the
replacing text.

Click on the More button to
expand the dialog box.

Special Button

Use the Special button to search
for non printing characters such
as paragraph breaks or tabs.

p = paragraph break
"t = tabs

Page Breaks

To insert a forced page break, use either Ctrl Enter, or from
the menu choose Insert, Break, Page Break.

Insert Date/Time

From the menu choose Insert, Date

There is a checkbox at the bottom of the dialogue box
that turns on the Date as a Code. This will force the
date/time to update at each printing.

Find and Replace M
Replace GoTo
Find what: |Z|
Replace with: |Z|
Cancel
Search Options
Search; All |Z|
Match case
Find whole words only
Use wildcards
Sounds like (English)
Find all word forms (English)
Replace
Format - | | Special -
-
k|
Break |M
Break types
o Fage bresk
Column break
Text wrapping break
Section break types
Next page
Continuous
Even page
0Odd page
[ 0K ] | Cancel ‘
Date and Time EKHE

Available formats:

6/11,/00

Sunday, June 11, 2000
June 11, 2000
5,/11,/2000
2000-06-11
11-un-00

5.11.00

Jun. 11, 00

11 June, 2000

June, 00

Jun-00

5,/11,/00 9:06 PM
5,/11,/00 9:06:15 Pk

¥ Update automatically:

|

K

Cancel

Elik

Default. ..
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Page Numbers iageliinbers 2]
Insert - Page Numbering ceeon: e
. _ |Pottom of page (Footer) :r-l Ea
Starting Page Number 6 can be ¢ ngest——
Alignment: —_—
Note: Page #06s can be added usin a |=
Header or Footer ™ Show number an first page
(04 I Cancel Eormat...
Headers/Footers
From the menu, choose View, Header and Footer.
_Header
\MS-Ward— Basics " . 49
Key in the desired text
Header and Footer Toolbar
The tools on the Header and Footer toolbar allow the insertion of page numbers and the
time/date.
Header and Footer
Insert AutoText ™ | & & OG22 E & S, Cose
Page Setup M
Page Numbe'r Of H ‘ Mar msl Paper ‘ Layout ‘
number pages In the Date‘ @I |Tlme Sec:m ’ '
dﬂcument — Section start: ME
Suppress endnotes
Different Odd/Even Pages and Different First Page Headers and footers
From the menu choose, File, Page Setup, then the Layouttab || = oreeieme
(allows different odd/even pages) From edge: - :
Turn off first page if desired Page - )
Header/Footer Margins e o [
From the menu choose File, Page Setup, then the Margins Aoyt =
tab (changes the distance between text and header) e doamert [} —
L i n e N u m b eri n g l Line Numbers... ] [ Borders... I e
From the menu cluse File, Page Setup, then choose the Layout fé
In the Layout dialog box, choose the Line [ Line Numpers e |

Numbers button

Start at: 1 =

In the Line Numbers dialogue box turn on Fromiext:  |Ao  [3

line numbering and set the desired options Count by: ! -
Numbering

(@) Restart each page
" Restart each section

() Continuous

OK

| [ cancel
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Format Paragraph ==
The paragraph formatting includes tabs, bullets, Indents and Spacing | Line and Fage Greaks
paragraph numbering, alignment, indentation, line seneral -
and paragraph spacing, widows and orphans, keep e Qaietet: syt [g]
text together, keep with next. Not all items are mdentation
included on the Format, Paragraph dialog boxes. L ¢ 5 specak By:
To use, select any paragraph to be effected, then B i :
access the Paragraph dialog box, from the menu spacing
choose, Format, Paragraph. Before: opt 5 lpespacng: e
After: 0pt = Single =
Line Spacing
In the dialog box, choose the desired spacing from
the drop down box. line spacing:  At:
Single —

I | Cancel

il
E
o
=g
0
o
-

-]

Note: Exactly does not let the line change height with the changing of the font size.

Paragraph Spacing
Paragraph spacing controls the white space between paragraphs. Using this method
instead of carriage returns allows precise control over the spacing between paragraphs.

Spacing
Before: 0 pt =

After: 18 pt %
Non't add snace hehween“War

Bvthe car ponl Mirs - Ghzor let: Beckoye humne- a- ceat T the witvd onar; - Sapdren
the-vwitdoartoo .- I eaid Tyrasheing-emmched - T eaid Iaracbemg graadied. -
seat: bre-thewindonar I e godrgs: bobes carsick.- - o ok every aneoarered f]

T conald-tell itvaras: goig to-be- a-termdble Jwarible jpoe good ey bad- da ]
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Line and Page Breaks

Widow/Orphan control

When Widow/Orphan control is turned
on, the system will force the
paragraph to break so that a
paragraph does not have one line on
a page while the rest of the paragraph
is on another.

Keep lines together/Keep with next

Use the Keep lines together and the
Keep with next options to keep
paragraphs and their headings
together.

To use, select desired paragraphs to
be kept together, then from the menu
choose, Format, Paragraph, and then
the Line and Page Breaks tab. Turn

on the keep together options.

Hyphenation

To turn hyphenation off, check the
ADondt hyphenateo

Paragraph

| Indents and Spacing |} Line and Page Breaks | ‘

Fagination
Widow/Orphan control
[] Keep lines together

[ keep with next

[] suppress line numbers
[] pon't hyphenate

Preview

[] Page break before

Samgle Text Sample Text Sampie Text Sample Text Sample Texe Samgple Tex Samplde Texe
Samgle Text Sample Text Sampie Text Sample Text Sample Texe Samgple Tex Samplde Texe
Samgle Text Sample Text Sampie Text Sample Text Sample Texe Samgple Tex Samplde Texe

oK

[a)

| | cancel

b

o7

4
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Bullets/Paragraph Numbering

Paragraph Numbering

For paragraph numbering, on the toolbar use the paragraph numbering button 5 s

Bullets

For bullets, on the toolbar use the bullet button

Changing Bullets or Numbers

From the menu select Format, Bullets & Numbering========
Choose the desired bullets from the bullet tab or numbers

from the number tab.

To change the choice or color of bullets, from the bullet tab, .

choose the customize button.

Customize Bulleted List

Bullet character

IEBEEI

| Font...

Bullet pasition

I [Character ] [ Bicture...

Indent at: 0.25"

Text position
Tab space after:
0.5" = Indent at: 0.5" =
Preview
oo
had
o

Choose the Bullet button to see other bullets. Bullets car

In the Customize Bullet Listidlog
box that appears, choose the Font
button to change the color.

chosen from any font (bullet fonts are often called

Dingbats.)

T —
————

Bullets and Numbering -

Bulleted | Numbered | Outline Numbered | List Styles |

. [s] -
None . e "

. o -

Font | Character Spacing | Text Effects |

Font: Font style: Size:
Wingdings

Webdings
Westwood LET

Regular - 8
Ttalic 9
Wide Latin Bold 10

wingings RIS b
i 12

il >

au] »

q

Font color:

Underline style: Underline color:

L
d B Automatic
HENENENENEN N hadow
NN NN NN N utine
] | ]| mboss
O H N E D e

Small caps
All caps
Hidden

More Colors...

L

===

Symbol

Font: |Wingdings

II"
¢

]
e 00
20| 8| @

.
i
>

m

1P
glaj+=se
2@ ¢ | %]k |a
M EEEISEHE

O B X H| e

&
R DEEIEE

&
o
]

NENEIRIRIR
e ®

- |9

Ol® o & e
o|lee0<=2*%
0o o 0|
@ e 0H-H
e e e a v
Q|18 ®| « | S|¥
RO eS|

q

Recently used symbols:

€|£]¥|c|e

™

<[2[<[2]-

Joolu[alp]x]
from: | Symbol (decimal) E

Wingdings: 157 Character code: 157
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Fonts

Buttons on Formatting Tool Bar can be used to change the font
formatting. Select the text to be changed, then make the desired

choices.
| BZU The format dialog box allows
=" |- # - £|v more control over the font
' choices.
“! Autpmatic | select the desired text, then
HOEEMEEEME| fromthe menu choose Format,
MmN CImm | Font
. . T : Underline:
Bold/Italics/Underline  Boid B Z U underline [ 5l
Select text to be changed Italic {rone)
Single
Click the desired tool on the toolbar wiorde onl
or, from the menu choose Format, Font Dotted

Thick
Note: Using the dialog box will allow several ="

Dot dash

choices of the type of underline to be used. [pot dotdash

=]

Superscript/Subscript _ thenfromthe
Select desired text

From the menu choose Format, Font.
Make desired selection

i.e. Tochange H20 to HZO, select the 2 then from the Format dialog box, choose
Subscript.

Highlighter
The highlighter is a tool that will actually highlight text. The color of the
highlighter can be changed by using the down arrow next to the highlighter
tool.

Drag the highlight tool over the text to
highlight.
To remove the highlight, choose None for the color and drag over highlighted text.

Format Painter
Format Painter copies the formatting only.

Select the text whose format is to be copied.

Click on Format Painter to copy the formatting once, double click to copy formatting several
times.

Drag the mouse pointer over the text to be changed. (It looks like a paintbrush
with an | beam.

Clear All Formatting
To clear all formatting, select the text, then from the menu choose Edit, Clear, Formats.
9



