HOW TO SHUT OFF MS WORD AUTOFORMATTING

Under “File,” select “Options” (towards the bottom), and select “Proofing.” OR select the Office
Button (upper left-hand corner), go to “Word Options,” select “Proofing”:
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Select “AutoCorrect Options.”



In the “Auto Format” tab, make sure ONLY the following options are selected:
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Apply
Built-in Heading styles Automatic bulleted lists
List styles Other paragraph styles
Replace
"Straight quotes” with "smart quotes”
Ordinals (1st) with superscript
Fractions (1/2) with fraction character (2)
Hyphens (--) with dash (—)
*Bold* and _jtalic_ with real formatting
Internet and network paths with hyperlinks
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In the “AutoFormat As You Type” tab, select ONLY the following options:
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AutoFormat Smart Tags
AutoCorrect Math AutoCorrect AutoFormat As You Type
Replace as you type
"Straight quotes™ with “smart quotes” || Ordinals (1st) with superscript

[] Fractions (1/2) with fraction character (v2) Hyphens (--) with dash (—)
[ *Bold* and _italic_ with real formatting
[] Internet and network paths with hyperlinks

Apply as you type
("] Automatic bulleted lists ("] Automatic numbered lists
Border lines Tables
["] Built-in Heading styles

Automatically as you type
Format beginning of list item like the one before it
[7]set left- and first-indent with tabs and backspaces:
[ ] Define styles based on your formatting

Select “OK.”

PLEASE NOTE: You may need to do this for each document you are working.




