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Do you often have to repeatedly 
type the same words
over and over in Word, say

United Kingdom of Great Britain
and Northern Ireland?
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Admittedly, we don’t have to type out such long strings of 
words in our everyday work communications, but there are 
times when we do get tired of repeatedly typing certain 
words over and over again in our communications.

Fortunately, there is a time saving trick in Word.
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We’ll use the longest 

in the world as an example.

village name
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A village in Wales.

Imagine, typing this over and over.

Llanfairpwllgwyn-
gwyngyllgogerychwyrn-
drobwllllantysiliogogo-
goch

Hopefully I spelled this right!
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Here’s the trick…
In Word, do

and then 
on bottom left 
File 
Options. 
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1
2

Next, pick

and then 

Proofing

AutoCorrect Options
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Here’s the Autocorrect
box.

We’ll be focusing on 
this section.
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See that enlarged section outlined in red? That’s a list
of autocorrect words. It’s like a dictionary. You can 
add to it by going

Here.
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Let’s see how that works, using the example of the 
longest village name:

1. First, dream up of a “code” word. For
someone’s name, it 
could be initials. In our
example we’ll use llan
as our “code” word in 

Replace.
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2. Then enter 
Llanfairpwllgwyngyllgogerychwyrndrobwllllantysilio-
gogogoch in 

With.



Word Tricks12

found at bottom of AutoCorrect box.

Then click on the button Add
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This is how the Autocorrect box looks once you click
on 

Llan has now been 
added to the list.

Add.
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Okay, let’s this. test
Here’s a blank Word 
document where I have
typed in llan, but haven’t
pressed “Enter” yet.
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Now hit enter.
Ta da! Word automatically
replaces your “code” with
the real word.
As I said before, you can do
this with names. The “code”
could be initials and Word
will replace with a 
real name.
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This autocorrect is a really nifty 
trick for  

up your typing. 

SPEEDING
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(JFS is short for Jewish Family Services.
But don’t worry, he doesn’t proselytize.)

https://bit.ly/JFSemails

If you want emails for
next series of classes,
sign up here:

I learned this Word trick 
from Phillip Konecki 
of JFS.
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If you want to get in touch with me, you can connect with 
me on LinkedIn at

https://www.linkedin.com/in/
veroniquefrizzell/


