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How to Set Auto-Formatting Options in Microsoft Word
This document will show you how to change some auto-formatting settings in Microsoft Word in order to create an accessible, navigable document. 

Please do not hesitate to contact Jen at the Teaching Learning Center at 
303.352.3002 or Jennifer.Maxwell@ccd.edu
To change some auto-formatting settings: 
· This aids screen reader accessibility of lists.

1. Click on the File tab in the ribbon.
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2. Select Options from the bottom of the left navigation list. 
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The Word Options dialog box will appear on the screen.

3. Select Proofing from the Word Options menu. 
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4. Select AutoCorrect Options from the Proofing dialog box.
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5. Select the AutoFormat As You Type tab from the AutoCorrect dialog box.
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6. Uncheck Automatic numbered lists (1) and Format beginning of list item like the one before it (2). Click OK (3) to save changes and exit the AutoCorrect dialog box.
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7. Click OK on the next screen to save changes and exit the Word Options dialog box to return to the document.

[image: ]

[Type text]	[Type text]	[Type text]
Revised: 7/18/18	4	Teaching Learning Center
image2.png
Info

»

et

Dacument-

Smets

Save s Adabe ]

Ger Check for
fons

Print

Share

Q

Manage
Document +

Export

Close

Account

Prot

Contre
this do

Insp
Before

Man
Check

o




image3.png
Eazl) E} General options for working with Word.

Display

Save

Lenguage

Update document content while dragging
ScreenTip style: [Show feature descriptions in Scre

Personalize your copy of Microsoft Office.

Username:  [Community College of Denver

Iniials:

Advanced
Customize Ribbon
Quick Access Toolbar

Add-Ins

Trust Center




image4.png
General
Display

Proofing
Save

Lenguage
Advanced

Customize Ribbon

’f,“% Change how Word corrects and formats your text.

AutoCorrect aptions
Change how Word conectssnd ormats ot 2 you type:
When coreectingspelingin icrosoft Offceprograms

Ignore words in UPPERCASE





image5.png
Show AutoCorrect Options buttons.

Carrect TWo INitial Capitals.
Capitalize firs letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Replace text as you type




image6.png
puccore- ) <

traight quotes” with “smart quotes™
ractions (1/2) with fraction character ()
Bold* and _italc_with real formatting
Internet and network paths with hyperlinks

Apply s you type.

Autoromat I Adions
AuoConed | Math Autoconedt Hutsfomat s oy Tos
Replace s you e

rdinals (154 with superscript

Hyphens (-] with dash ()





image7.png
Seesl Fﬁ General options for working with Word.
- -
Display
Procting
Swve
Language
I Updste document content while dragging ©
SereenTipstyle: [Show festure descriptions n ScreenTips [ =]
Custormize Ribbon

Quick Access Toolbar || Personalize your copy of Microsoft Office

Add-Ins Username:  [Community College of Denver

Trust Center Initials:
Always use these values regardess of sign in to Office.

Offce Tneme

Start up options

Choose the extensions you want Word to open by default: | Default Programs.

Tell me if Microsoft Word isn't the default program for viewing and editing documents.
Open e-mail attachments and other uneditable files in reading view
‘Show the Start screen when this application starts

When woring with others Lwant o sutomaticly hare my changes:

‘Show names on presence flags

Cancel





image1.png
Layout  Refer

Vedana  ~[12 -|A A

Paste o A
- ' Format Painter B I U-axx x|8

Clipboard 5 Font




image8.png




