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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 
MS Word dictionary.  Using the mouse, right click on the word to see a list 
of possible replacements.  Click on the desired word to make the 
correction. 

Run Full Spell Check 

To run the full spell check, use either the spellchecker tool on the 
toolbar, or from the menu choose Tools, Spelling and Grammar. 

 

Rechecking a Document 

If a word is ignored, it will be ignored for the rest of the 
life of the document.  To clear the ignore list for the 
document, from the menu choose Tools, Options, then 
the Spelling & Grammar check tab.   Click the Recheck 
Document button in the bottom left hand corner of the 
dialog box. 
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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.  

Run Full Grammar Check 

To run the full spell check, use either the spellchecker tool on the toolbar, or from the 
menu choose Tools, Spelling and Grammar. 

 

Writing Styles 

Grammar Checker can check for several different writing 
styles.  To change writing styles options, either click on 
the options button in the Spelling & Grammar dialog box, 
or from the menu choose, Tools, Options, and the Spell & 
Grammar Checker tab. 

 

Grammar Help 

The Grammar 
Checker has a small 
English book built into 
the help.  On the Spell 
& Grammar Checker 
dialog box, click on the 
office assistant button.  
The office assistant 
will appear with help 
on the specific 
grammar problem. 

Thesaurus 
Click on a word, then from the menu choose Tools, Language, Thesaurus 
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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. 
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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.  
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Page Numbers 
Insert - Page Numbering  

Starting Page Numberôs can be changed 

 

Note: Page #ôs can be added using a 
Header or Footer 

 

Headers/Footers 
From the menu, choose View, Header and Footer. 

 

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. 

 

 

 

 

 

Different Odd/Even Pages and Different First Page 

From the menu choose, File, Page Setup, then the Layout tab 
(allows different odd/even pages) 

Turn off first page if desired 

Header/Footer Margins 

From the menu choose File, Page Setup, then the Margins 
tab (changes the distance between text and header) 

Line Numbering 
From the menu choose File, Page Setup, then choose the Layout tab 

In the Layout dialog box, choose the Line 

Numbers button 

 

In the Line Numbers dialogue box turn on 
line numbering and set the desired options 
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Format Paragraph 
The paragraph formatting includes tabs, bullets, 
paragraph numbering, alignment, indentation, line 
and paragraph spacing, widows and orphans, keep 
text together, keep with next.  Not all items are 
included on the Format, Paragraph dialog boxes.  

To use, select any paragraph to be effected, then 
access the Paragraph dialog box, from the menu 
choose, Format, Paragraph. 

 

Line Spacing 
In the dialog box, choose the desired spacing from 
the drop down box.   

 

 

 

 

 

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. 
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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 
ñDonôt hyphenateò box. 
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Bullets/Paragraph Numbering 
Paragraph Numbering 

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

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. 

 

 

 

 

In the Customize Bullet List dialog 

box that appears, choose the Font 

button to change the color. 

 

 

 

 

 

 

 

 

 

Choose the Bullet button to see other bullets.  Bullets can be 

chosen from any font (bullet fonts are often called 

Dingbats.) 



 

MS Word: Review Tools & Formatting 

 9 

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. 

The format dialog box allows 
more control over the font 
choices.  

Select the desired text, then 
from the menu choose Format, 
Font. 

Bold/Italics/Underline 
Select text to be changed 

Click the desired tool on the toolbar  

or, from the menu choose Format, Font 

Note: Using the dialog box will allow several 
choices of the type of underline to be used. 

Superscript/Subscript 
Select desired text 

From the menu choose Format, Font. 

Make desired selection 

i.e.  To change H2O to H2O,  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 I beam. 

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


