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Word 2016 full guide (Part 23): How to check
spelling and grammar

Whenever you use Word, you often worry about typing incorrectly or writing in the wrong language (if you use
English or other languages), however, don't worry because Word provides some testing features - including
grammar and spelling checker - help you create documents professionally and do not make mistakes.

Whenever you use Word, you often worry about typing incorrectly or writing in the wrong language (if you use
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Running a spell and grammar checker (Spelling and Grammar check)

Step 1: Inthe Review tab, click Spelling & Grammar.

H - 00 =

File Home Insert Design Layout References Mailings

ABC = ABC Yy e g

vy o O af xF T =
Spelling & Thesaurus Word Smart  Translate Language New  Delete Previous MNext Show
Grammar Count  Lookup & & Comment Comments

Proofing Insights Language Comments

Step 2: The Spelling and Grammar panel will appear on the right. For each error in the document, Word will
give one or more suggestions. Y ou can choose one of the suggestions or click Changeto fix the error.
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Step 3: Word will move through each error until you review them all. After the last error is viewed, adialog box
will appear confirming that the spelling and grammar checking is complete. Click OK.
Ignoretheerror

In fact, Word's spelling and grammar check is not always accurate, especially for grammar, there are many Word
errors that will not notify the user or report an error. If Word reports an error, you can choose not to change.

For spellingerrors



Meaning of options:

Ignore: Thisoption will skip the word without changing the original word.
2. Ignore All: Thisoption will skip the word without changing the original word and it will also ignore all

other casesin your document.
3. Add: Thisoption will add words to the dictionary so it will not appear the same error next time. Y ou need

to make sure the word is written correctly before selecting Add.

=

Spelling A
Marcom

lgnaore lgnore All Add

Marcum
Marco
Marcos
Malcom

Marko

Change Change All

For grammar errors

1. Ignore: Thisoption will ignore the word or phrase of the error without changing the original word.
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For some grammatical errors, Word explains why it errors that word, phrase or sentence. This helps you
determine whether to change or ignore the error.

Automatically check spelling and grammar

By default, Word will automatically check for grammatical and spelling errors in your documents, so you don't
need to run a specialized test. These errors are indicated by wavy lines at the feet of the words.

1. Thered lineindicates aword that is misspelled.
2. Theblueline indicates grammatical errors, including misused words (contextual spelling errors).

While working toward my degree, | was employed as a marketing assistant with a local
grocery company. In addition to assisting the company with there summer promotions, | was
able to help the Marketing Specialist develop and carry through ideas for the company’s next
comercial, | would like to use the knowledge | gained at Fresh Foods to help you're company
acheive it's marketing goals, including reaching a broader audience across country. | will
complete my degree in marketing in May and will be available for employment in early June.

How to correct spellingerrors

Right-click on the underlined word, then select the word highlighted in the suggested list.
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After that, the corrected word will appear instead of the wrong word in the text.
How to check grammatical errors

1. Right-click on the underlined word or phrase, then select the appropriate suggested phrasein the list.
2. The corrected phrase will appear in the text.

Change automatic spell and grammar check settings

Click the File tab, then select Options.
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A dialog box will appear. On the left side of the dialog box, click Proofing. There are a few options here. For
example: If you do not want Word to mark spelling errors, grammatical errors, or words that are frequently
mistakenly automatically, simply uncheck the options you want.
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Instructionsto hide spelling and grammar errorsin the text

If you share documents with others, you probably won't want your text to show glitzy red and blue lines.
However, you can easily hide those spelling and grammar errors.

Step 1: Click the File tab, then select Options.

Step 2: A dialog box will appear, click Proofing, then tick the box next to Hide spelling errors in this document
only and Hide grammar errorsin this document only. Finaly, click OK.
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As aresult, lines marked with errors will be hidden when you send documents to others.
Good luck!
Y ou can consult:

1. Complete Word 2016 tutorial (Part 22): How to create a chart
2. Word 2016 Complete Guide (Part 21): How to insert and create tables

Y ou finished reading the article "Word 2016 full guide (Part 23): How to check spelling and grammar”
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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