Word Tricks
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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?



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

village name

INn the world as an example.




>>>Llanfairpwllgwyn-

gwyngyllgogerychwyrn-
drobwillllantysiliogogo-

gOCh Avillage in Wales. . <

<L
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Imagine, typing this over and over.



'abiéofl i
Take a tour cantents
’ [ J
H e re S l e l r I C Get Add-ins - -
Blank document Welcome to Word Insert your first table of ¢
00 Info
Save
Save As | /O
Print
’ Recemt Finned shared wth Me
Share

Flle and then

on bottom left

Options.

rrrrrrrr

6 Word Tricks

ue Frizzell



Next, pick

1Proofin

and then

rarayiapin

—
] aLyics

Proofing

<

e
sility
xd
LNl iize Ribbon

—uick Access Toolbar

Add-ins

Trust Center

2 AutoCorr

General 1
Display

»

a\/bc Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: | AutoCorrect Options.., ‘ 2
When correcting spelling in Microsoft Office programs

4 Ignore words in UPPERCASE

] Ignore words that contain numbers
3 Ignore Intermet and file addresses

3 Flag repeated words

[T Enforce accented uppercase in French

[7] Suggest from main dictionary only

| LCustom Dictionaries. |

French modes: | Traditional and new spellings ~ |

Spanish modes: | Tuteo verb forms only ~|

When correcting spelling and grammar in Word

B Check spelling as you type

g “Aamimar errores e

tics
i~

will perfa=m for €
|_ Gra

“&"Options

Exceptions for: |ﬁ§]Document1 - v
oK | | Cancel

|_ Kecneck Document |
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Here's the Autocorrect| .. .

.~ Change how Word corrects and formats your text.
Display AutoCorrect: English (United States)
At

Proofing
AutoFormat Actions

Save AutoCorrect Math AutoCorrect AutoFormat As You Type

Language B show AutoCorrect Options buttons

Accessibility | B Correct TWo INitial CApitals Exceptions...
ﬂ Capitalize first letter of sentences

ﬂ Capitalize first letter of table cells

Customize Ribbon ﬂ Capitalize names of days

[ J
’ ﬂ Correct accidental usage of cAPS LOCK key
Quick Access Toolbar

Advanced

ﬂ Replace text as you type

Add-ins
Replace: With: () Plain text @) Formatted text

this section.

Add Delete

ﬂ Automatically use suggestions from the spelling checker

|- Recheck Document

Exceptions for: | ﬁE'] Document]
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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
:l:isi::i:j:;t::b .Xclt dllfdgy chPSiCKk)l i l j )

txtyty

e r e - B
I I o

Add Delete
ﬂ Automatically use suggestions from the spelling checker

OK Cancel
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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

[T rroonng
" 1 AutoFaormat Actions
SO I I leo I l e S I l a I I I e’ It Save AutoCorrect Math AutoCorrect AutoFormat As You Type
Language @ show AutoCorrect Options buttons

o o L Accessibility B correct TWo INitial CApitals Exceptions...
O e I I I It I a S I l O | I r ﬂ Capitalize first letter of sentences
C u [ Advanced N
u Capitalize first letter of table cells
Customize Ribbon ﬂ Capitalize names of days

example we'll use llan | a8
as our “code” word in

ifh: Plain text Formatted text
an
abrato
learnign learning
w lenght length
| let;s let's
| . let's him lets him

| | ‘ Add Delete

10

Word Tricks

Veronique Frizzell




2. Then enter

Llanfairpwllgwyngyllgogerychwyrndrobwllllantysilio-

gogogoch in

Witk

Save
' anguage
sssibility
e’
——-com. .ubbon
Quick Access Toolbar

Add-ins

w

AutoCorrect Math AutoCorrect AutoFormat As You Type
ﬂ Show AutoCorrect Options buttons

H Caorrect TWo [Mitial CApitals

ﬂ Capitalize first letter of sentences

ﬂ Capitalize first letter of table cells

ﬂ Capitalize names of days

ﬂ Correct accidental usage of c&PS LOCK key

ﬂ Replace text as you type
Replace: With: Plain text Formatted text

llan LIanfairpwlIgw;rngylIg0ger}rchwyrndrobwllllantysiliogogogoch

Exceptions...

labratory laboratory
lastyear last year
learnign learning
lenght length
let:s let's

let's him lets him

Add Delete
ﬂ Automatically use suggestions from the spelling checker
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Then click on the button Ad d

found at bottom of AutoCorrect box.

[r— Y s L= ERCEPION S,
H Capitalize first letter of sentences
Advanced o
ﬂ Capitalize first letter of table cells
Customize Ribbon n Capitalize names of days
n Correct accidental usage of cAPS LOCK key
Quick Access Toolbar
. Replace text as you e
Add-ins 8 Replacet y L
Replace: With: Plain text Formatted text
Trust Center llan Lianfairpwilgwynayllgogerychwyrndrobwilllantysiliogogogoch
labratory laboratory
lastyear last year
learnign learning
L lenght length
let:s let's
let's him lets him

spelling checker

ﬂ Automatically use suggestions fro

QK Cancel

| Check Document
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This is how the Autocorrect box looks once you click

"Add.

Llan has now been
added to the list.

el

Advanced

Custornize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

B Capitalize first letter of sentences

B Capitalize first letter of table cells

B Capitalize names of days

ﬂ Correct accidental usage of cAPS LOCK key

ﬂ Replace text as you type

CRCCPLIOTS,,

Replace: With: Plain text Formatted text

llan Lianfairpwllgwyngyllgogerychwyrndrobwllllantysiliogogogoch
lisense license

littel little

litttle little

liuke like I
Hretrre tirre

_ Lianfairpwlilgwyngyllgogerychwyrndrobwllllantysiliogogogo

Replace Delete
ﬂ Automatically use suggestions from the spelling checker
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Okay, Iets teSt this.

-------------------------------------------------------

Here's a blank Word
document where | 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 | said before, you can do
this with names. The “code
could be initials and Word
will replace with a

real name.

1)
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This autocorrect is a really nifty

trick for
i SPEEDING

b

up your typing. ‘
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oy Ilearned this Word trlck
from Phillip Konecki

of JFS.

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