Using AutoCorrect and AutoText

AbilityNet-.

AutoCorrect text:

In Microsoft Word

AutoCorrect has been a feature of Microsoft Word since it’s first Windows-based version. The main objective
of AutoCorrect is to help avoid typing mistakes automatically. If you use Word you will have probably noticed
that when you type “teh”, the computer will automatically change it to “the”. This is AutoCorrect at work!

When you type a word and hit the spacebar, Word checks to make sure that the word is spelt correctly. If it
isn’t it will underline the word with a red squiggly line to alert the user of a possible mistake. But this is not all
Word does. Word also checks the word against the entries in the AutoCorrect table. If an entry exists it
automatically replaces the word you have entered with your AutoCorrect alternative.

To help you understand this, follow these steps on your own version of Word. We are using Microsoft Office
XP Professional, but if you have an alternative version almost all of the settings are similar if not exactly the

same.
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In the box underneath ‘Replace’, type
“realy”. Now type “really” in the box
underneath ‘With’. Now select the ‘Add’
button to continue.

You have now entered a brand new AutoCorrect entry. When
you select ‘Ok’ you can test it within your Word document.
When you enter “realy” followed by a space, Microsoft Word will
automatically change it to “really”.

You can have more than one alternative spelling for any given
word. This can help in many different circumstances including
those people who have dyslexia and require the computer to
reinterpret more uncommon misspellings which wouldn’t
normally be identified by a spell checker.
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In Microsoft Word
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To create a new AutoText entry, highlight the text you wish to e, 2
store and either press Alt+F3 or select the following menu option: Fen
Insert — AutoText — AutoText...
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