Chapter-4
UH TH a8 2013 & 3iTet HiFe Ao HT A9 FF Y
(How to use Auto Correct option in MS Word 2013)

MS Word & Teh feoaed fdshed Auto Correct §1 Auto Correct feature ST 39A13T Document H correct
typos, capitalization errors 31X misspelled T &I a1 & foIT fRAT SATAT &, TTY &7 I§ Taafold &9 &
symbols 3R text & 31T HEN &1 9t IFATIT X AohaT &1 Bhiec &I I, Auto Correct HTHT Il
misspellings and symbols &I Ueh HleTeh T T IUATT AT &, okl 3T T Fal # FUT text H
guR = T ¢
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AutoCorrect: English (United States) :
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo IMitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: (@ Plain text Formatted text

I =] v

Delete

Automatically use suggestions from the spelling checker

Auto Correct tab 9T, 319 && Thd & %E@H & inbuilt option @ check box & tick fFaT arm g
3eTeR0T & fIT, S &1 31T 39 s W T IR gl &, df Tadifold 9 & Taig & &=t i
ag Hfed T &ar

39 9= 39 & AutoCorrect tool §€ 310 &Y Hehd &1 AutoCorrect Sl 3eJehfoled it & fAIT:

« File menu tab X TFeleh &
« Word Options Button ©X f&Feieh 1|



Proofing tab 9X TFeleh Y]
AutoCorrect Options ST TR Feleh Y]

AutoCorrect ¢ IR 3T fAfése & Tpd & 6 31T T8T ad TAT AT ST d8d g| 3R 39
39 qRAc HT g1 AEd A, o IR HT Jdad el & fIU 5 39 HS W CTRL + Z 9T |

SH 916 A AT I™T option “Replace text as you type” @I 3T tick fohaT IRTE| 3TN FAdod
Ig & o 39 AT o text &y replace &Y Hohd & ST — I 31T left round bracket “(“Teh
PYeleT “e3T i & ar Word &l 3781 &l Teh THSN Jgd H deo &9l Ife 39 Ied &
f Word T8 & &Y dr 39 =@ ¥ 30 fdeheq &l adel ¢ 3R T Delete g7 W el
ey
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AutoCorrect: English (United States) é -
AutoFarmat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons

Correct TWo INitial CApitals Exceptions...
Capitalize first letter of sentences

Capitalize first letter of table cells

Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type
Replace: With: (@ Plain text Formatted text

] =

Delete

Automatically use suggestions from the spelling checker




o BTclifoh, 3T 39l T & ToIT Replace feature FT 39T HT Hhd &l 3618I0T & fow, Tfg 3ma

g HHAY 39T YU ATH I8 g1 el dIgd, df 319 &l 378 &l Replace S #2187 &Y
Thd &1 3R 39 @ A1H With STeg 3|

Replace text as you type

Replace: With: (@ Plain text Formatted text

KC Ken Carney
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Automatically use suggestions from the spelling checker

« Add¥ed W fFeh HTel & dle, U SFEC list H g Sirwam|

Replace text as you type

Replace: With: (@ Plain text Formatted text

KC Ken Carney
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Automatically use suggestions from the speling chedcker

[ oK ] [ Close ]

« Auto Correct dialog T8 & Ok WX [Feleh Y| 319, I T 3T “KC” TBT 3T 3R FEs W
TIE ) garAeT, df Word 38 21sG I “Ken Carney” ATH H Scol ¢aMT|



