Microsoft Word 2007

Spelling and Grammar Check
Spelling and Grammar Checker

· Checks a document for spelling errors by comparing each word to the contents of a main dictionary. The main dictionary is a standard, college-level dictionary.
· Looks for double words such as the the.
· Looks for words that should be separated such as 62apples

· MISSPELLED WORDS are UNDERLINED in RED.

· GRAMMAR ERRORS are UNDERLINED in GREEN. 
· The red and green lines do not show up when you print a document.

To start the Spelling & Grammar check:
1. Go to the REVIEW TAB. Look for the PROOFING GROUP. 
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3. If word finds an error on your document, the Spelling and Grammar dialog box appears.
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After all grammar and spelling errors have been corrected or ignored, a dialog box will appear telling you that the spelling and grammar check are complete - Click OK.
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AUTOMATIC SPELL CHECKING

· Word automatically checks your spelling as you type. 
· Word flags misspelled words with red wavy underlines. 
· You can correct a flagged error by RIGHT-CLICKING the error and choosing a suggested replacement word from the pop up menu that appears.
SPELLING AND GRAMMAR STATUS ICON
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When yourbegin-entering text-into-a document  the-spelling-icon-
displays-at-the-right-of-your-status-bar. As'you- type, theicon-
shows:an-animated-pencil-writing-on paper  which-indicates: Word:
is'checking for-possible-errors.- Whenyou stop- typing, the-pencil-
changes-to-either-ared-check:mark-or-ared-X.9)
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Ingeneral :if-all- words are typed-correctly-and-your:grammar-is-
correct, ared check:mark-will-appear. If-you typed-a word-not-in-

thedictionary:(misspelled-or-proper-name), awavy-red-line:
appears.- Word-flags'apossible-error-and-changes: the: Status-icon:
to-ared X4




 displays at the right of your status bar. 
· As you type, the icon shows an animated pencil writing on paper, which indicates Word is checking for possible errors. 
· When you stop typing, the pencil changes to either a red check mark or a red X.
· The spelling icon is located on the bottom, left side of the screen.
· In general, if all words are typed correctly and your grammar is correct, a red check mark will appear. 
· If you typed a word not in the dictionary (misspelled or proper name), a wavy red line appears.  Word flags a possible error and changes the Status icon to a red X.
Suggested corrections – to select a correction, click it once and then click the Change button to the right.  To skip the error, click Ignore.





Spelling errors display in red, grammar errors display in green.
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