There was a question during the last class about how to turn off the automatic spelling/grammar correction in MSWord -- in particular, how to stop it from auto-correcting lower case words at the beginning of a new line. There was also a concern about being able to set up lists without them being automatically bulleted.

These instructions tell you how to do this and change other things related to Word6.0 for Windows. It ought to be the same on a Mac. Let me know if it isn't.

AutoFormat Options

How do I stop the automatic capitalization of the first letter of sentences?

1. Click on Tools

2. Click on AutoCorrect

3. Click on AutoCorrect tab (first tab)

4. Deselect "Capitalize first letter of sentences"

5. If this does not solve your problem see the question “How do I turn off the automatic capitalization of words at the beginning of a new line?”
How do I stop the automatic bulleting of lists?

1. Click on Tools

2. Click on AutoCorrect

3. Click on AutoFormat tab (the last tab)

4. Deselect "Automatic bulleted lists"

Spelling and Grammar Options

How do I find the spelling and grammar options?

Note: All of the following directions, are for the "Spelling & Grammar" Options box.

1. Go to the menu bar

2. Click on “Tools”

3. On the Tools submenu, click on “Options”

4. Wait for the “Options” box to appear

5. Click on the tab "Spelling&Grammar"

6. Notice that there are two sections, “Spelling” and “Grammar”
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THE SHORT DIRECTIONS: the automatic capitalization problem

How do I turn off the automatic capitalization of words at the beginning of a new line?

1. Go to the “Spelling & Grammar” Options box (see directions above)

2. Look in the “Grammar” section in the lower half of the “Spelling & Grammar” Options

3. Click on the "Settings..." button

4. Wait of the “Grammar Settings” box to appear

5. Scroll down until you see “Punctuation”

6. Deselect “Punctuation”

7. Click the “Okay” button

8. If this is the only option you want to change, click the “Okay” button on the Spelling and Grammar Options box.

THE LONG DIRECTIONS: Other options

How do I turn off the automatic spell check?

1. Go to the “Spelling & Grammar” Options box (see directions above)

2. Deselect "Check spelling as you type"

3. If this is the only option you want to change, click the “Okay” button

How can I keep the auto spell check enabled for all other documents, but not for this document in particular?

1. Go to the “Spelling & Grammar” Options box (see directions above)

2. Select "Hide spelling errors in this document"

3. If this is the only option you want to change, click the “Okay” button

How do I turn off the automatic grammar check?

1. Go to the “Spelling & Grammar” Options box (see directions above)

2. Deselect "Check grammar as you type"

3. If this is the only option you want to change, click the “Okay” button

How can I keep the auto grammar check enabled for all other documents, but not for this document in particular?

1. Go to the “Spelling & Grammar” Options box (see directions above)

2. Select "Hide grammar errors in this document" 

3. If this is the only option you want to change, click the “Okay” button

How can I check the spelling only (and not the grammar) when spell-checking?

Note: Typically, when you hit F7, Word checks the grammar along with the spelling
1. Go to the “Spelling & Grammar” Options box (see directions above)

2. Deselect "check grammar with spelling"

3. If this is the only option you want to change, click the “Okay” button

How can I change which grammar rules are enabled?

Note: Are there are specific grammar rule corrections that bother you, but you like other specific grammar rule corrections? If so, you can keep the grammar check enabled, and just disable specific grammar rules. You can also choose different settings for different styles of writing. This enables you to have one set of settings for “Casual” letters and another set of settings for “Formal” academic writing.

1. Go to the “Spelling & Grammar” Options box (see directions above)

2. Look in the “Grammar” section in the lower half of the box

3. Click on the "Settings..." button

4. Deselect the offending grammar rule

5. Click the “Okay” button

6. If this is the only option you want to change, click the “Okay” button on the Spelling and Grammar Options box

Finally, how do I apply all of my changes to the current document?

Note: This is only necessary if you previously did a spell/grammar check in which you chose “Ignore” for a suggested word or grammar rule. This will reset all of the words and grammar rules that you previously chose to ignore. For example, even though you previously chose to ignore the spelling suggestion for the name “Andrianna,” the next time you spell check the document it is going to suggest to change “Andrianna.” It will not undo misspellings that you previously fixed. It does not change your current documents. It only forgets which suggestions you told it to ignore. This feature is a used to check whether the options and settings changes have fixed the problem. You will, however, have to tell it to ignore all the names, etc. that you may have already told it to ignore. A better alternative might be adding them to the dictionary.

1. You should already have made changes in the “Spelling & Grammar” Options box (see directions above)

2. Click on the button "Recheck Document"

3. It will ask you if you want to reset all of the words and grammar that you previously checked and chose to ignore

4. If this is okay with you, click the “Yes” button

5. If you are finished changing options, click the “Okay” button

Glossary

Deselected = the box has NO check mark

Selected = the box does have a check mark in it
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