Select your tools carefully.

Microsoft Word has many features that hinder rather than help, no matter how dlick they
seem. | recommend you change default settings to make Word a better tool.

Spelling and Grammar

Do not edit whileyou type your draft. IS HE
Unfortunately’ Word wants yOU to Track Changes I User Information I Compatibility | File: Locations |
edit your draft while you type by view | Genersl | Edt | Pant | Save | Speling & Grammar

putting squiggly red and green lines speling
on your screen to challenge your i el e e

. ¥ Hide spelling errors in this document
Spel l I ng and grarnmar' You need tO I/ Always suggest corrections
turn off this annoying feature. From I Suggest from main dictianary only

¥ Ignore words in UPRERCASE

the tool bar, go to Tools, then - ,

K A Ignore words with numbers
OpthI’lS SeIeCt Spel“ng and [ Ignore Internet and file addresses
Grammar. Custom dictionary: ICLISTOM.DIC -I Dictionaries. .. |

Grammar
In the pop-up window, uncheck I™ Check grammar as you type
H ¥ Hide grammatical errors in this document

ChECk Spelllng as you type’ and ¥ Check grammar with speling
unCheCk CheCk grammar as yOU ¥ Show readability statistics
type. writing style: [standard -] settings... |

Check Document |

Ok I Cancel |

AutoCorrect, AutoFormat, and AutoT ext

Turn off features from AutoCorrect, AutoFormat, and AutoText unless you know that
you use them. | believe that most of these seemingly clever bits of automation cause
more trouble than they are worth, especialy with acronyms and lists.

In the AutoCorrect tab, uncheck AutoCorect 2]
a/erythlng except the harm|e$ Capltallze AukoCorrect | AutoFormat As You Type | AutoText | AutoFormat |
names Of days r Correct Twio INitial Capitals Exceptions... |
™ Capicalize First lekker of senkences
Y ou may choose to keep the Replace as | Sl memes o e
you type feaIUI’e on If you Want tO use _||: Corrlect accidental usage of cAPS LOCK key
. . . . “Replace text as you bype
meOIS llke the Copyrlght ©’ reglgratl on Replace: with: 47 Plain ket " Faormakked text
®, or trademark ™ symbols. Even then I
you can use Ctrl-Alt-(a character) to
generate most common symbols. If you o 2
keep this feature, learn to add and delete (tm) -
from the list. € o
Bl @ =
&dd | Delete |
OK I Cancel |




Y ou need to uncheck items from both the AutoFormat as you type and AutoFormat
tabs to eliminate the nuisances. | especially dislike automatic numbered or bulleted lists.
In the AutoFormat as you type tab, be sure to uncheck the Define styles based on
your formatting. This misguided feature causes people to accidentally corrupt their style

guides.
AutoCorrect H AutoCorrect EHE
AutoCorreck  AuktoFormat As You Type | AukoText I AutoFormat | AutoCarrect | AutoFormat As You Type | AuboText  AutoFormat |
Apply
™ automatic bulleted lists ™ Headings ™ mutomatic bulleted lisks
[ automatic numbered lists ™ Lists ™ Other paragraphs
™ Tables
Replace
Replace as you type ¥ "Straight quokes" with “smart quakes”
[V "Straight quokes" with “smart quates” ¥ Crdinals {1st) with superscripk
¥ ordinals {15t with superscript ¥ Eractions (1/2) with frackion character (12)
[V Eractions (12} with fraction character (14) ¥ Symbal charackers {--) with symbols (—)
¥ Symbal characters (-3 with symbols (—) ™ *Bold* and _underline_ with real formatting
[ *Bold* and _undetline_ with real Formatting ¥ Internet and netwaork, paths with byperlinks
[V Internet and network paths with hyperlinks
Prese
Autornatically as you bype |_
™ Farmat beginning of lisk ikem like the one before it
[ Define styles based on your Formatting Always AutoFormat
¥ Plain et WordMail documents
oK I Cancel | oK I Cancel |

The AutoText feature is harmless, but just as useless. Y ou start typing your own name
and the machine offers a pop-up window offering to type the rest of your name
automatically. If you are a painfully slow, hunt-and-peck typist, the AutoText feature

might save time.

Copy and Paste from Document A to Document B

Be careful when you copy and paste, or you might corrupt the style of your document.
To select material to copy from Document A, most of us drag-paint the text and right-
click the mouse to select Copy. If you simply put the cursor in Document B and right-

click the mouse to select Paste,
you paste the text and you corrupt
the style. This simple miscue can
cause formatting errors to ripple
through your document.

Instead, go to Edit and select
Paste Special. From the pop-up
window, select Unformatted
Text. You paste the text from
Document A without corrupting
the style of Document B.

K E3

Paste Special

Source:  Microsoft Word Document
C:riting syskem Workbookdwordsetupnaot. ..
fs: Cancel |
%' Paste: Microsaft Word Document Object =]
. Formatted Text (RTF
¢ Paste link: ‘Unformatted Text
Pickure
nat over tex
I™ Floak over text
- [" Display as icon
esult

Inserts the contents of the Clipboard as text without
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r% any Formatting,




If you anticipate that you need Paste Special often, you may create a Paste Special
icon for your tool bar. Go to View and Toolbars. Select Customize. Select Edit. The
pop-up window shows you the icons you can use for Edit. Scroll down abit until you see
Paste Special. Click on Paste Special and drag it up to your tool bar next to your
Paste icon.
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The obnoxious and ubiquitous Office Assistant

Word' s Office Assistant is obnoxious. As soon as you type the words, Dear So-and-so,
the ubiquitous Office Assistant pops up with the obvious, “Looks like you' re writing a
letter.” Yathink?

Dffice Assistant EHE
H H Gallery | Options
What were they thinking when they i |
. ‘fou can scroll through the different assistants by using the <Back and Mext > buttons. When you
ga\/e US a ChOl Ce betw%r' an are finished selecting your assistant, click the OK button,

animated paperclip, a cartoon
Einstein, aperky red ball, and other
outrages to waste our time? Let's
get rid of them—for good.

j[ Howe's life? All work and no play?

Mame: Clippit
Though nathing mare than a thin metal wire, Clippit
will help Find what you need and keep it all together,

Ok Caneel




In Word 2000, click Options and uncheck Use Office Assistant.

In earlier versions of Word, you must follow two steps to banish the Office Assistant.

From the tool bar, go to Tools, then
Options. Select General.

Uncheck Provide feedback with
sound and Provide feedback with
animation. (By the way, the word
shift from Office Assistant to
Provide feedback impedes our
effort to find and change these
settings. Thislousy bit of
documentation is a good example of
the damage caused by shifting key

words. See The Writing System page

80.)

Step 2

Click the Question mark icon from your tool bar to get

the Office Assistant dialogue box.

Select Options.

Uncheck everything except the
Respond to F1 key and Move
when in the way.

You can still call the Office
Assistant when you have a
question, but the little animated
nuisance won't pester you.

Options K E3
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General options
¥ Backaround repagination
[ Help for WordPerfect Users:
™ Mavigation kevs For WordPerfect users
[ Blue background, white bext
™ Provide feedback with sound
[ Pravide feedback with animation

r Corfirm conwersion at Open
Iv Update automatic links at Open

¥ Mail as attachmenk
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Gallery  Options |

Assistant capabilities
[+ Respond to FL key
™ Help with wizards
™ Display alerts

¥ Move when in the way
™ Guess help topics

[~ Make snunds

™ Search For both product and programming help when programming

Show tips abouk
™ Using features more effectively ™ Kevboard shorkcuts
™ Using the mouse more effeckively

Other tip options
™ Only shaw high priority kips

™ show the Tip of the Day at startup

Resek my Lips |
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