Turn-offs in Word

Microsoft Word, powerful as it is, saddles the user with some powerfully lame defaults. But you can make
it better: here are some turn-offs you can accomplish under Tools:

Turn off automatic capitals:

Tools > AutoCorrect > uncheck these four boxes

Customize

Standard and Farmatting toolbars on bwa rows

Toolbars I Commands th\ons

Bassagalized Menus and Toolbars

Show Full menus after a shart delay

s show Full menus

Reset menu and toolbar usage data

Other

™ Largeicons
¥ List font names in their Fonk
¥ show ScreenTips on toolbars
[~ show shaortcut keys in ScreenTips

Menu animations: |(Systern default) 'l

Kevboard. .. | Close I

Turn off automatic spell- and grammar-checking

Some people like this feature. Some people it drives crazy.

If you're in the latter group, turn ‘em off:

Tools > Options > Spelling and Grammar > uncheck as-you-type
(You can still check spelling and grammar when you’re done.)

Drawing Grid

mode

5p objects to other objects
Grid

settings

Harizontal spacing: & pt
Yertical spacing: 9 pt =
Grid origin
¥ Lse margins
Harizontal origin: 54 pt
‘erkical origin: 54 pt:

™ Display gridiines on screen

¥ Wertical every:

11

Harizonkal every:

Default. .. | [s]4 I

Caneel

Turn off the “"Create Drawing Here"” canvas

Go to Tools > Options > General,

fllow background open of web pages
th en un Ch eCk \\Autom at| ca I I y Create d raWi n g canvas... » ‘tomatiga\ly create drawing canvas when inserting Autoshapes

For more MS Word “how-to” handouts,
go to www.soesd.k12.or.us/support/training

Turn off snap to grid in Drawing

and move graphics a gnat'’s eyelash at a
— | time with arrow keys or mouse

1%, you have to see your Drawing tools.
— | If you don't already see them, turn them
on: View > Toolbars > Drawing

AutoCorrect: English (U.5.) 7| x|

o orreck | AuktoFormat As You Type I AukoText I AutoFormat I

Exceptions...

\ Wito INitial CApitals
™ Capitalize Nrsk letter of sertences
[~ Capitalize flames of days

Waccidental usage of cAPS LOCK key

See all the menu commands
without having to endure a short delay or click on annoying chevrons
Tools > Customize > Options tab > check “Always show full menus”

Options 7| x|
Track Changes I User Infarmation I Compatibility I File Lacations |
View I General I Edit I Print I Save 3pelling & Grammar

Sl=i
ecksael"ng 2 youtype.
W Hide speling errars in this document

¥ always suggest corrections

™ suggest from main dictionary anly
V¥ Ignore words in UPPERCASE

[¥ Ignore words with numbers

¥ Ignore Internet and file addresses

Custom dictionary:

CUSTOM.DIC vl Dictionaries. .. |

ar
eck grammar as you type
ide grammatical errors in this document

V¥ Check grammar with spelling
[V Show readability statistics

Recheck Document |

Writing style:

IStandard vl
Setkings. .. |

Concel_|

. . Opti 3
2" in the Drawing toolbar, go to Draw > ===
w . . Security I Spelling & Grammar | Track Changes
S na p to > un Ch eCk S na p Ob.] eCts to g ri d User Infarmation I Compatibility | File Lacations
and “Snap objects to other objects” view General | mde | e | save

General options
¥ Background repagination ¥ allow starting in Reading Layout

™ Blue background, whits text

™ Provide Feedback with sound

™ Provide Feedback with arimation

™ Confirm conversion at Open

¥ Update automatic links at Open

v Mail as attachment

¥ Recently used file list: |2 E‘ entries

I Help For WordPerfect users

™ Mavigation keys for WordPerfect users

Gsurement uniks: Inches vl

I show pixels for HTML Features

Service Options.. . ‘“Web Options. ., | E-mail Options. .. |

Cancel_|
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