Select the Office Button (upper left-hand corner), go to “Word Options,” select “Proofing”:

Word Options @lﬂ
Popular ABC|
F @ Change how Word corrects and formats your text.
Display
[-H‘ouf"‘g —-..| AutoCorrect options
Save Change how Word corrects and formats text as you type: AutoCorrect Options...
Advanced
When correcting spelling in Microsoft Office programs
Custamize

Ignore words in UPPERCASE

Add-Ins Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

Trust Center
Resources

|:| Suggest from main dictionary only

LCustom Dictionaries...

French modes: | Traditional and new spellings |z|

‘When correcting spelling and grammar in Word

Check spelling as you type

Use coptextual spelling

Mark grammar errors as you type
Check grammar with spelling

D Show readability statistics

Writing Style: | Grammar Only E
Recheck Document

Exceptions for: Est] DoDI520511 Most recentE

[T] Hide spelling errors in this document anly
|:| Hide grammar errors in this document anly

Select “AutoCorrect Options”
In the Auto Format Tab, make sure ONLY the following options are selected:

AuteCorrect m

| AutoCaorrect I Math AutoCorrect | AutoFormat As You Type

AutoFormat | Smart Tags
Apply
[ Built-in Heading styles [ Automatic bulleted lists
[ List styles [] other paragraph styles
Replace

"Straight quotes™ with "smart quotes”

[7] ordinals (1st) with superscript

[] Fractions (1/2) with fraction character {12)
Hyphens (-) with dash (—)

*Bold* and _italic_ with real formatting

[7] Internet and network paths with hyperlinks

Preserve
Styles
Always AutoFormat
Plain text e-mail documents

[ Cancel




In the AutoFormat As You Type tab, select ONLY the following options:

AutoCorrect M

AutoFormat | Smart Tags
AutoCorrect | Math AutoCorrect | AutoFormat As You Type

Replace as you type
"Straight quotes™ with "smart quotes” [7] ordinals (1st) with superscript
[ Fractions {1/2) with fraction character {¥=) Hyphens (—) with dash (—)
[7] *Bold* and _italic_ with real formatting
[ internet and network paths with hyperlinks

Apply as you type
[ Automatic bulleted lists [] Automatic numbered lists
[7] Border lines [7] Tables
[ Built-in Heading styles

Automatically as you type
[7] Format beginning of list item like the one before it
[]izet left- and firstindent with tabs and backspaces!
[] Define styles based on your formatting

| ok || cancel

Select “OK”.

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



