l ipsMake.c.,m

TipsMake > Application >Office information >

How to fix theerror of typing upper case lettersinto
lower case lettersin Word?

Are you experiencing the extremely annoying situation of typing uppercase letters into lowercase letters in
Word? Join TipsMake to find the cause and how to fix it

Are you experiencing the extremely annoying situation of typing uppercase letters into lowercase lettersin
Word? Join TipsMake to find the cause and how to fix this situation!

When editing documents and encountering any problem, no matter how big or small, it makes users extremely
uncomfortable. The error of typing uppercase lettersinto lowercase lettersin Word is also not included in that
list. Because a Word document has many places where you need to capitalize, such as persona names, after
periods, at the beginning of paragraphs. for example. So, let's learn with TipsM ake how to fix uppercase typing
errors in today's computer tips section.
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I nstructions on how to fix errorsin typing upper case lettersinto
lower case lettersin Word super effectively

Asfar asthe admin can see, there is no optimal solution for the error of typing lowercase letters into uppercase
letters. Because in a paragraph, there will be different uppercase and lowercase | etters, not all uppercase or
lowercase letters. Therefore, if the document has too many characters, you should be mentally prepared because
fixing it isabit time-consuming. Hopefully the methods below will help you somewhat.

Usethe available feature to convert lower case letter sto upper case letters

In Word, there is a built-in feature for you to convert lowercase letters to uppercase letters without having to
retype and waste time. The detailed steps are as follows:

1. Step 1: Open the Word document with lowercase |etters that need to be converted to uppercase >
Highlight the wor d/sentence/paragraph you want to change from lower case to uppercase.

2. Step 2: Click the Home tab > In the Font section > Click the arrow next to the letter Aa , then tick the
options as needed:

Sentence case : Thisisthe feature of capitalizing the first word in a sentence.

lower case : Thisisthe feature to lowercase all |etters.

UPPERCASE : Thisisthe feature to capitalize all letters.

Capitalize Each Word : Thisisthe feature to capitalize the first letter of each word.

tOGGLE cASE : Thisisthe feature to convert the first letter of each word to lowercase.
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Replace upper case lettersto lower case lettersin Word quickly

In case you want to adjust a certain letter/phrase in the document from lowercase to uppercase. For example,
iphone > iPhone, or samsung > Samsung, for example. Here's how to do it:

1. Step 1: Inthe open Word document, the user clicks on the Home tab > Click the Replace button (as
shown)
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1. Step 2: When the small window appears, in the Find What line , enter the lowercase word that needs to
be converted to uppercase > In the Replace With line, retype the uppercase of that word > Click Replace
if you only want to replace 1 letter in the position you want. selected. Or click Replace All if you want to
change all such wordsin the article.

2. Step 3 : When the confirmation window displays, click OK to complete.
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Convert uppercase lettersto lower case Word using keyboard shortcutsin Word

Using keyboard shortcuts is also a quick and easy solution for you to convert lowercase letters to uppercase
letters. Note, this shortcut will capitalize the first letter of each word. TipsMake example > TipsMake. To do



this, you just need to highlight the text area > Press the key combination Shift + F3.

NOTE: If you type uppercase |etters but the lowercase letters come out, check to seeif Caps Lock isturned on
when typing uppercase letters! It's possible that you forgot to turn on Caps so you can't type that capital letter.

Above ishow to fix the error of typing uppercase lettersinto lowercase lettersin Word. TipsMake wants to
share. Wishing you success in processing your documents!

Y ou finished reading the article "How to fix the error of typing upper case lettersinto lower case lettersin
Word?" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. You can search for similar articles on tips and guides. Thank you for reading and for following us

regularly.
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