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Test Series Microsoft Word

Module 34 - Autocorrect and Bookmark in MS Word

C B s E Autocorrect

In Microsoft Word, AutoCorrect is a feature that automatically fixes common
typing errors as you type. It can correct mistakes like misspelled words,
capitalization errors, and even replace shortcuts with full text. This tool helps
improve typing efficiency and ensures consistency throughout the document.
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Key Features of AutoCorrect:

¢ Fix Common :
i ? X
Typos: AutoCorrect | "*%"
automatically Gener ¥ A
2§ Change how Word corrects and formats your text. 2 :
_ corrects common - Click on This.
spelling errors, such | AutoCorrect otions Z
— Bon ki ng & ,as typ] ng Eeh " Save Change how Word corrects and formats text as yol type:  AutoCorrect Options...
P instead of “the.
° Aut om ati c Language When correcting spelling in Microsoft Office programs
_ Ca p-i ta lizatio n: |t danced Ignore words in UPPERCASE
can CorreCt Customize Ribbon Ignore words that contain numbers
Cengﬂll 'GOVt- cap] ta l]zatlon errors Quick Access Toolbar L?::Z;T:::‘:::é”e sCEEy
ervice : : ) .
li ke‘ auFO_matlcally Add-Ins [ Enforce accented uppercase in'French
capitalizing the first | e (0 suggestfom min ionary ol
letter of a sentence. Custom Dicares.,
|

m I Ncl 1 8 * Replace Abbreviations with Full Text: For example, typing "omw" could be
T automatically replaced with "On my way."

e Custom Shortcuts: You can set up your own abbreviations or shortcuts that
Word will replace with longer text as you type (e.g., typing "addr” could
automatically expand to "address").
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e LULLC How to Use and Customize AutoCorrect:

e Enable AutoCorrect: By default, AutoCorrect is enabled in Word, so it works
automatically.
MBA e Customize AutoCorrect:
JULITEEN o Go to the File tab and select Options.
¢ In the Word Options dialog box, select Proofing.
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Test Series e Click AutoCorrect Genera 9 .
. %5 Change how Word corrects and formats your text.
Options to open the Display
_ AutoCorrect dialog box. “proofing || AutoCorrect options
L4 Here, you can add new Save Change how Word corrects and formats text as you type: | AutoCorrect Options...
entries (e.g., create a Language AutoCorrect: English (US) 7 X
shortcut like "btw" that Advanced AutoFormat Actions
automatically eXpandS to Giistonize RibGE [ Autocorrect | Math AutoCorrect AutoFormat As You Type

"by the Way" ) , or remove Quick Access Toolbar Show AutoCorrect Options buttons

. . 4 — Correct TWo INitial CApitals Exceptions...
or mOd]fy eX]St]ng ones. Addine [] capitalize first letter of sentences
° VIeW AUtOCOI’reCt Trust Center [] capitalize first letter of table cells
Entries: In the Sy
AutoCorrect tab, you can )
see the list of commonly o] ki s s
Replace: With: Plain text Formatted text
corrected words or set up — e
new replacements.
knowldge knowledge A
knowlege knowledge
| Links Group nsers —
Menu ! knwos know's
il Bonking & N konw know -
In Microsoft Word, the konwn knowin =}
Insurance . ) - : » 9.9 ﬁ =x
Links group1s a section H erlinkBQoi;ark Cross-reference
7] Automatically use suggestidlh- =3 K BR0K K Lross-
_ found on the Insert tab of Z0 L e e
the ribbon that provides Links

(S kel M tools for adding and —

ervice managing links within your document. It allows you to insert various types of
links, such as hyperlinks, bookmarks, and cross-references, which can help
navigate or connect information inside or outside your document.
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Cercleis Bookmark (Links Group)

In Microsoft Word, a bookmark is a feature that allows you to mark a specific
location or section in your document, so you can-easily find and navigate to it

|

later. Bookmarks are especially useful in
+s LAW long documents or when you're working . [|*°"** v
o LT on a large project and need to jump to 5;°;:jtfrgame= —
I:I specific sections quickly. - i
How to Add a Bookmark:
Entrance ace your cursor where you want to
insert the bookmark.
I:I e Go to the Insert tab on the ribbon.
- e In the Links group, click Bookmark. -
= Rﬂllgﬂrs bt * In the Bookmark dialog box, type a e g?mt
- SRPES? name for the bookmark (the name must O n bo;kmarks
_ start with a letter and can't contain h
...many more spaces). cancel ﬂ
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Test Series | Click Add.
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Test Series How to Navigate to a Bookmark:

¢ Go to the Insert tab and click Bookmark.
¢ In the dialog box, select the name of the bookmark you want to go to.
e Click Go To to quickly jump to the location marked by the bookmark.

How to Delete a Bookmark:

e Follow the same steps to open the Bookmark dialog box.
¢ Select the bookmark you want to delete.

e Click Delete.
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Bookmarks are invisible when you print the document and are used only for your
reference within the Word file. They're a great tool for keeping large documents
organized and easy to navigate.

Assighment

Write this Following Paragraph In MS Word

' BI::E:-:?\c&e The first day of school is always an exciting and‘nervous experience. As |
walked into the school building, | felt a mixture of emotions—eager to meet
new friends but also a bit anxious about what the day would bring. The
hallways were filled with students, some chatting with their friends, while others
LN (ooked around with a sense of curiosity. The sound of lockers opening-and closing

bl echoed throughout the school. In the classroom, the teacher introduced herself
and went over the rules, and we did a few icebreaker activities-to get to know
each other. Even though it was a bit overwhelming at first; by the end of the
m IR A day, | felt more comfortable and excited for the.year ahead. The first day of
12 TTH school is always the start of something new, and it-marked the beginning of a
journey filled with learning, growth, and new friendships.

I

My classmates, some familiar and others unfamiliar, were all adjusting to
their new routines, just like me. The teacher, with a welcoming smile, made
us feel at ease as she explained"what we would be learning and the fun
activities planned for thesyear.
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= Entrance

MBA Instructions: e
ST » Highlight the new Friendship with blue color.
e And add a bookmark with the name “First Day”
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