IN MS WORD

ABSTRACT
This guide shows users How Editor in MS Word.
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How to use MS Editor

Within MS Word there is a function call Editor, this allows you to check your spelling and grammar
and polish your writing style. Style refinements for example clarity and conciseness, formality,
vocabulary to name just a few can help bring out the best in your documents, emails, letters, reports
etc.

Step 1: Setting up Editor.
1. Open MS Word.

2. Select File.
3. Choose Options.

Account

Feedba@

Options

4. Select Proofing

Word Options 1 X

Gi I abc
enera abc Change how Word corrects and formats your text.
Display

Proofing ‘—6 AutoCorrect options

Save Change how Word corrects and formats text as you type: WAool (=Ta f o]a}ie]; -0

Language ) L _
When correcting spelling in Microsoft Office programs

Accessibility
~ Ignore words in UPPERCASE

Advanced
~  Ignore words that contain numbers

Customise Ribbon ~ Ignore Internet and file addresses
Quick Access Toolbar + Flag repeated words

Add-ins M Suggest from main dictionary only

Trust Center Custom Dictionaries...

When correcting spelling and grammar in Word

~ Check spelling as you type

~ Mark grammar errors as you type
~ Frequently confused words

M Show readability statistics

Choose the checks Editor will perform for Grammar and Refinements

VLG IS Grammar & Refinements v
Recheck Document

Exceptions for: How to use Editerin MSWord  ~

M Hide spelling errors in this document only

M Hide grammar errors in this document only
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5. After selecting proofing ensure the below options are selected, by default these should

already be setup.

When correcting spelling and grammar in Word

v Check spelling as you type

v Mark grammar errors as you type

v Frequently confused words

M Show readability statistics

Choose the checks Editor will perform for Grammar and Refinements

Vil Sl Grammar & Refinements ~
Recheck Document

Exceptions for- How to use Editor in MS Word ~ ~

M Hide spelling errors in this document only

M Hide grammar errors in this document only

6. Click OK

Step 2: Using Editor in MS Word

Editor can check for over 150 grammar issues and refine your text to make a more professional
document. Editor can recommend where to add hyphens, commas if the text sounds passive.

7. On the Home Ribbon, select Editor.
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