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HOW TO SHUT OFF AUTOMATIC FORMATTING

1. Select file, then click “Options.” The following dialog box will open:

Word Options ? X

Ge I N N ~
ners! @ General options for working with Word.

Display
Proofing User Interface options
Save Show Mini Toolbar on selection @
Language Enable Live Preview
Advanced Update document content while dragging ©
ScreenTip style: | Show feature descriptions in ScreenTips -
Customize Ribbon
Quick Access Toolbar Personalize your copy of Microsoft Office
Add-ins User name:

Trust Center Initials:
[] Always use these values regardless of sign in to Office,

Office Background: | Doodle Circles 7
Office Theme: Colorful  ~

Start up options

Choose the extensions you want Word to open by default: | Default Programs...

Tell me if Microsoft Word isn't the default program for viewing and editing documents.

Open e-mail attachments and other uneditable files in reading view ©

Show the Start screen when this application starts

Real-time collaboration options

When working with others, | want to automatically share my changes:

[] Show names on presence flags

oK Cancel

2. Click “Proofing” and then “AutoCorrect Options.”

‘Word Options ? s
General [+]
Ener i:l}cJ Change how Ward corrects and formats your text,
Displa
1

Proofing AutoCorrect options
Save Change how Word corrects and formats text as you type:
Language

'When correcting spelling in Microsoft Office programs
Advanced

Ignore words in UPPERCASE

Ignore words that contain numbers

Customize Ribbon

Quick Access Toolbar Ignore Internet and file addresses

Add-ins Flag repeated words
Trust Center [[] Enforce accented uppercase in French

[ Suggest from main dictionary only

French modes: ‘ Traditional and new spellings "

Spanish modes: ‘ Tuteo verb forms only 'l

When correcting spelling and grammar in Word

Check spelling as you type

Mark grammar errors as you type
Frequently confused words
Check grammar with spelling

[] Show readability statistics

Writing Style: ‘Grammar Only 'l ‘ Settings...

Check Document

Fxcentions far: | &F Dacument1 - =
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3. Make sure only the following boxes are selected in the “AutoFormat” tab. Leave all other

boxes blank.
a. Under the “Replace” category:
(1) “Straight quotes” with “smart quotes”
(2) Hyphens (--) with dash (—)
(3) *Bold* and _italic_ with real formatting

b. “Styles” under the “Preserve” category

c. “Plain text e-mail documents” under the “Always AutoFormat” category

AutoCorrect

AutoCorrect
AutoFormat

Apply

[ List styles
Replace

“Straight guotes” with “smart quotes”
|:| Ordinals [1st) with supersecript

Hyphens [--) with dash [—)
*Bold* and _italic_ with real formatting

Math AutoCorrect

[] Built-in Heading styles [ ] Automatic bulleted lists
|:| Other paragraph styles

|:| Fractions (1/2) with fraction character [z

Délnternet and netwark paths with hyperlinksi

Preserve
Styles
Always AutoFormat
Plain text e-mail documents

? X

AutoFormat As You Type
Actions

4. Click the “AutoFormat As You Type” tab, and select only the following options under the
“Replace as you type” category. Leave all other checkboxes blank.

a. “Straight quotes” with “smart quotes”
b. Fractions (1/2) with fraction character (}2)

c. Hyphens (--) with dash (—)
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AutoCorrect

AutoFormat
AutoCorrect Math AutoCaorrect

Replace as you type
“Straight quotes” with “smart quotes”
Fractions (1/2) with fraction character [¥%)
|:| *Bold* and _italic_ with real formatting
|:| Internet and network paths with hyperlinks

Apply as you type
[ Automatic bulleted lists
[ Border lines
[] Built-in Heading styles

Automatically as you type

|:| Define styles based on your formatting

AutoFarmat As You Type

|:| Ordinals [1st) with superscript
Hyphens (-] with dash [—)

|:| Automatic numbered lists

[] Tables

|:| Format beginning of list item like the one before it
|:| Set left- and first-indent with tabs and backspaces

Actions

Cancel

5. Select “OK”.

Note: You may need to do this for each document you are working.
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