How do | stop Word from changing my formatting?

* Select the Office Button in the top left hand corner of the document.

* Then select the Word Options button at the bottom of the drop down menu.
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Click on Word

Options to change

Proofing options

] Word Options || X Exit Word
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Select the Proofing tab in the left column and then Click on the AutoCorrect Options button.

Word Options

Popular Change how Word corrects and formats your text. | Click on the autocorrect options button to
Display see options window as shown below

AutoCorrect options

Save Change how Word corrects and formats text as you type: | AutoCorrect Options...
Advanced

&slnmiza |

Add-Ins

‘When ling spelling in Mic Office

Ignore words in UPPERCASE
Ignore words that contain numbers

Trust Center Ignore Internet and file addresses
Flag repeated words

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

Custom Dictionaries.

Resources

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 Only ¥ | [ Settings... ]

Check Document

Exceptions for: |@ Document2

|:] Hide spelling errors in this document only
O Hide grammar errors in this document only

Click on the AutoFormat tab to view the options window as shown below.

Word Options

ick on the Autoformat tab.

Popular AutoCorrect

Display utocorrect | Math AutoCorrect H AutoFormat As You Type |
r g || AutoCorre AutoFormat Smart Tags |
Save Change Apply
Built-in Heading styles Automatic bulleted lists
Advanced )
‘When corr| List styles Other paragraph styles
Customize
Igno Replace
Add-Ins Igno "Straight guotes” with “smart quotes”
Ordinals {1st) with superscript
Trust Center Igno N B N
Flag Fractions (1/2) with fraction character {12)
Resources [ Eenfol Hyphens {--) with dash {(—)
[ sugg *Bold* and _italic_ with real formatting
E Internet and network paths with hyperlinks
Custo
French m|
When corr|

Checl | Preserve

Use g Styles
Mark

Always AutoFormat
v| Ch
Ched Plain text e-mail documents
[ show
Writing §

Check

xceptions for: | @] D t2 v|

[ Hide spelling errors in this document only
[ Hide grammar errors in this document only

Click on any option you wish and remove the check from the box to stop the AutoFormat option.
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Word Options

v N ) ) "N
Display AutoCorrect H Math AutoCorrect H AutoFormat As You Type ‘
[“Proofing | | Autocorre AutoFormat [ Smart Tags |
Save Change Apply 4
Built-in Heading styles Automatic bulleted lists
Advanced w List styles Qther paragraph styles
Customize 1gn \Replate .K
Add-Ins Igno "Straight guotes” with “smart quotes”
Trust Center Igno grdir{a|s(1st) with supercript
Flag Fractions (1/2) with fraction character (%)
Resources [ enfo [¥] Hyphens (--) with dash (—)
O wﬁ 1‘ *Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks
Custony
Frenchﬁ"
When corr|
Checl| | Preserve
Use [¥] styles
Mark Always AutoFormat
Chec [¥] Plain text e-mail documents
] sho
Writing
Exceptions for: |@ Document2 v‘
|:| Hide spelling errors in this document only
O Hide grammar errors in this document only
Lo §
* Click on the “AutoFormat as You Type” tab and look for options you would like to stop.
* There is one more tab that you may find what you are looking to stop. It is the AutoCorrect tab.
It has options like capitalize the first letter of a sentence. So click on the AutoCorrect tab and
look through those options.
L]

When you are finished click OK twice to return to your document.
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