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Then on Word Options.

Word Options

| Popular |

Lﬁ Change the most popular options in Word.

Display
Proofing Top options for working with Word
Save Show Mini Toolbar on selection (i)
Enable Live Preview (i)
Advanced
Show Developer tab in the Ribbon
Customize Abways use ClearType
Aeigie |:| Cpen e-mail attachments in Full Screen Reading view (0

LColor scheme: Blue »
Trust Center

ScreenTip style: | Show feature descriptions in ScreenTips b

Resources

Personalize your copy of Microsoft Office

User name: |

nitials: ||

Choose the languages you want to use with Microsoft Office: [ Language Settings...




Then on Display.

Show all formatting marks.

Word Options

Paopular E S :
2 22} Change how document content is displayed on the screen and when printed.
Imﬂisplﬂ!' __'l
Proofing Page display options
Save Show white space between pages in Print Layout view ()
Show highlighter marks (i
Advanced
Show document tooltips on hover
Customize
Always show these formatting marks on the screen
Add-Ins
|:| Tab characters —+
Trust Center D Spaces
Resaurces [ Paragraph marks 1
[] Hidden text abe
|:| Optional hyphens =
[] object anchars )

Show all formatting marks

Printing options
Print drawings created in Word (i)
|:| Print background colors and images
|:| Print document properties
[ Print hidden text

|:| Update fields before printing
|:| Update linked data before printing




Then on Advanced to get Text Boundaries.

Word Options

Popular [ o 4 .
. |{¥=| Advanced options for working with Word.
Display
Proofing Editing options
Save Typing replaces selected text
l“_ P q When selecting, automatically select entire word
‘Advance
Allow text to be dragged and dropped
Customize Use CTRL = Click to follow hyperlink
A |:| Automatically create drawing canvas when inserting AutoShapes

Use smart paragraph selection

Trust Center Use smart cursoring

Use the Insert key to control overtype mode
[] use overtype mode

[] prompt to update style

|:| Use Mormal style for bulleted or numbered lists

Keep track of formatting
|:| Mark farmatting inconsistencies

Enable click and type

Resaurces

Default paragraph style: | Mormal v|

Cut, copy, and paste

Pasting within the same document: | Keep Source Formatting (Default] |
Pasting between documents: | Keep Source Farmatting (Default) |
Pasting between documents when style definitions conflict: | Keep Source Farmatting - !

Pasting from other programs: | Keep Source Formatting (Default] |

Insert/paste pictures as: In line with text VJ

Keep bullets and numbers when pasting text with Keep Text Only option
|:| Use the Insert key for paste
Show Paste Options buttons

Use smart cut and paste 0

Show document content

|:| Show background colors and images in Print Layout view
Show text wrapped within the document window

|:| Show picture placeholders

Show drawings and text boxes on screen

Show text animation

Show bookmarks

Show Smart Tags

Show text boundaries 6

[ show crop marks

|:| Show field codes instead of their values

Field shading: | When selected »

Use draft font in Draft and Cutline views
Size: .10 w




For Spelling and Grammar and AutoCorrect Options, click on Proofing.

Word Options

Popular

Display

" Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

L5 Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: L?_éutm:nrrect Cptions... -,I

When correcting spelling in Microsoft Office programs

[] Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French
|:| Suggest from main dictionary only

[ Custom Dictionaries... ]

French modes: | Traditional and new spellings %

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling

|:| Show readability statistics

Writing Style: | Grammar Cnly W | Settings...

[ Recheck Document ]

Exceptions for: |I_'£|] Word 2007 screenshots.doc w

|:| Hide spelling errors in this document only

|:| Hide grammar errars in this document only



AutoFormat As You Type

AutoCorrect

AutaFormat Smark Tags
AukboCorreck Makh AutoCaorrect | AuktoFormat As You Type

Replace as you type
[] "straight quotes" with “smart quokes® [] ordinals {15t) with superscript
] Fractions {12} with fraction character (147 [ Hyphens {--) with dash {—)
[ ]*Bold* and _jtalic_ with real Formatting
[]nternet and netwark paths with hyperlinks

Apply as you bype
[] automatic bulleted lists [ ] automatic numbered lists
] Border lines [] Tables
[ ] Built-in Heading styles

Automatically as you bvpe

[ ] Format beginning of list item like the one before it
[ Ji=et left- and First-indent with tabs and backspaces:
[] Define styles based on vwour formatting

K l [ Cancel




AutoFormat

AutoCorrect
AutoCarrect Math AutoCorrect AutaFormat As You Type
AutaFormat | Smart Tags
Apply
[] Built-in Heading styles [ Automatic bulleted lists
[ List skyles [] other paragraph styles
Replace

[] "straight guotes" with “smark quotes”

[] ordinals {1st) with superscript

[ Fractions {12} with Fraction characker {14
[] Hyphens (-3 with dash (—

[] *Bold* and _italic_ with real Farmatting

[ tnternet and network paths with hyperlinks

Freserve
[] stvyles

Alvwaws AutoFormat

[JiPlain text e-mail documents:

K l [ Cancel




AutoCorrect

AutoCorrect: English [LI.5.)

| AukoFormat " Smart Tags |
AuboCorreck | Math AutoCorrect || AutaFormat As You Type |

[ ] show AukoCorrect Options butkons

[] Correct Twio Thitial CApitals

] Capitalize First letter of sentences

[ ] capitalize First letter of table cells

[ ]iCapitalize names of days:

[ ] correct accidental usage of caPs LOCK key

Replace kext as vau byvpe
Replace: With
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@
@

| €

Autamatically use suggestions from the speling checker

K l [ Cancel




