Lesson 06-04, Using AutoCorrect
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September 18, 2008
Dear You,

I am so glad to have you as a student! 
Here is a graphic you can practice adding to your AutoCorrect list:

 [image: image2.wmf]It’s a dove, so I’ve added it to my list as /dove. 

Connie Lacelle

Home and School Solutions

Word wants you to do an excellent job of your documents so it fixes many of your typing mistakes automatically—but you can tweak its “error” list to make Word insert text and other things as well! Anything that you can select in a document can be added to the list—clip art, tables, drawings… You can set up the AutoCorrect feature so that when you type a code, Word will “auto-correct” it to the text or thing the code represents. (You will learn more about correcting your spelling errors later on so don’t focus on that now.) 





To see Word’s list of words it thinks you might mistype, choose Tools | AutoCorrect Options | AutoCorrect tab and scroll through the Replace column. Notice that the correct version is listed next door in the With column. All you need to do to make Word insert text and objects you use frequently is add it to this list with a code! Type the text or insert the object into your document and select it, then open the AutoCorrect dialog box. When you select the AutoCorrect tab you will see the text or object you selected in the With box. The cursor is in the Replace box—enter three or four charac-ters that you never use elsewhere, starting with a slash (e.g. /hlh). The slash in front of the entries you create will put them at the top of the list and help you find them quickly (which is good, too, when your memory fails and you can’t remember what you added). If you want the text or object to retain its current formatting when inserted into a docu-ment, select the Formatted Text button. Click Add. Now Word will automatically trigger your text/object whenever you type that code.  To give it a name that you can use in AutoText, select it and then choose Insert | Auto Text | New (or press Alt-F3) and put a descriptive title in the Create Auto Text box. Test your creation by typing the code and the spacebar, or by using the Insert commands to find the name you just gave it.  





If you no longer wish to keep an AutoCorrect entry, open the AutoCorrect dialog box and select it, then click the Delete button. 





You can quickly add dates to your documents, too: choose Insert | Date and Time. Select your favourite format under Available Formats and Update Automatically if you want the date to change with the calendar. Click the Default button to always use this format. If you want to make sure printed documents show the date/time they were printed, choose Tools | Options | Print | Update Fields. 





The letterhead, date, graphic, and signature lines were all inserted into my letter on the next page with AutoCorrect. If you see today’s date, it’s because it was automatically updated! Below the line there is space for you to practice entering text and graphics of your own.  Have fun!
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