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How do I stop Word from changing my formatting?
On the Tools menu, click AutoCorrect Options.

This opens a multi-tabbed window that allows you to control what Word automatically
corrects for you such as bulleted lists, capitalization, etc.

Click on the checkbox to select the action or to deselect, click on the checkbox to

remove the check.
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[V Capitalize First letter of sentences

[¥ Capitalize First letter of table cells
[ Capitalize pames of days
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The Autoformat As You Type tab allows you to deactivate automatic bulleted and
numbered lists among the different options.

AutoText I AutoFormat Smark Tags
AutoCorrect AutoFormat As You Type

[V "Straight quotes” with “smart quotes”
[V Ordinals {15t with superscript
[V Fractions (1/2) with fraction character (%)
¥ Hyphens (3 with dash (—)
¥ *Bold* and _italic_ with real Formatting
[V Internet and netwark paths with hyperlinks
Apply as you type
¥ Automatic bulleted lists
¥ Automatic iumbered lists
¥ Border lines
¥ Tables
™ Built-in Heading styles
Automatically as vou bype
¥ Format beginning o list ikem like the one before it
[V set left- and first-indent with tabs and backspaces
[¥ Define styles based on your formatting
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