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Microsoft Word Exercise #17: Spell Check
With our studies on Microsoft Word so well underway, we are almost ready to print and share our documents.  Before doing so, however, you would do well to take a few moments to ensure that the documents are ready to be read by others.  Careful proofreading, therefore, is essential.  Make certain that the words on the page convey the effects which you intend.  I have found that reading what you’ve written aloud to be extremely helpful.  You might also do as much in the midst of some friends or family members.

Another important measure to take is to make sure that the words are spelled correctly.  You can use Word’s proofing feature to correct spelling and grammar errors and thus help your writing to be as professional as possible.  The consequence of neglecting simple tasks like these can be embarrassment depending upon how widely the work is disseminated and the audience involved.  Job applications, for example, are discarded by prospective employers for any number of reasons.  Don’t let poor spelling and grammar be among them.  In the course of various duties at various times, I myself have fallen victim to this especially when I’m working in haste.  It need not be so.  With the advent of word processing, spelling and grammar can be checked with little or no effort.  After completing this exercise, you will learn how to execute a spelling and grammar check in no more than five minutes.
1. After booting and logging on to the system, launch Microsoft Word.

2. Open your résumé or cover letter from your floppy disk.  If you haven’t yet secured a floppy disk or don’t have these documents on it, spend 15 minutes typing one of them.  Do not be concerned if you make typos or complete typing the entire document.

3. Execute a spell check by typing <F7>.  When Word comes across a misspelled word, you will be presented with a dialog box with the following options in the Spelling and Grammar dialog:

a. Ignore Once: Leaves the highlighted error unchanged and finds the next spelling or grammar error.

b. Ignore All or Ignore Rule: Leaves all occurrences of the highlighted spelling or grammar error unchanged throughout the document and continues to check the rest of the document.

c. Add to Dictionary: Adds the selected word in the Not in dictionary box to the custom dictionary.  For purposes of this exercise, do NOT use this option.
d. Change: changes the highlighted error to the word that you select in the Suggestions box.
e. Change All: Changes all occurrences of the highlighted error to the word that you select in the Suggestions box and then continues to check the rest of the document.

4. When the spell check completes, you will be presented with a “spell check is complete” dialog.  At this point, call your teacher for a grade.

