Microsoft Word Quick Note
AutoCorrect Options
Objective:
Turn off and on automatic formatting and correction features in Word.

Why:
Sometimes you don't want automatic formatting and correction and sometimes you do.
How:
Word defaults to certain types of formatting that it "thinks" you want to do such as automatic bullets, number lists, and capital letters. AutoCorrect can be very useful (see Quick Tip below).
On the menu bar, choose Tools.  Choose AutoCorrect Options.  A dialog box that looks like this should appear:
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Choose the options that you want to turn off. Most of the items will be in the AutoCorrect tab, but explore the other tabs because you may find others, especially in the AutoFormat and AutoFormat As You Type tabs.

Quick Tip
Keep in mind that some things can actually be a good feature.  For instance, if there's a word that you constantly misspell and Word doesn't correct it, you can add it to the AutoCorrect list (see the dialog box above).
In the Replace field (box), type the word that you consistently misspell wrong.

Next, in the With field (box), type the correct spelling.
For example, if you are always typing UDSA instead of USDA, you can enter it in the AutoCorrect feature and it is automatically corrected for you.

Quick Note instructions are written for Microsoft Word 2003.

Quick Note prepared by Amy Hedges who is the Administrative Office Supervisor in Animal Science and a Microsoft Office Specialist.
