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Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E Customize how documents are saved.

Save documents
Save files in this format: Word Document (*.docx) [zt
Save AutoRecover information every |10 | minutes
Keep the last autosaved version if | close without saving
AutoRecover file location: :C:\Users\NS\AppData\Roaming\Microsoft\Word\

[[] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required.

[] save to Computer by default
Default local file location: C\Users\NS\Documents\

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:\
(O The server drafts location on this computer

@ The Office Document Cache

Server drafts location: |C\Users\NS\Documents\SharePoint Drafts\

Preserve fidelity when sharing this document: IEI_ Document1 E

[[] Embed fonts in the file ™

Browse...

Browse...

Browse...
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Word Options ? X

General ‘ : . ; 3
‘ | F;\.l General options for working with Word.
Display s
Proofing User Interface options
Save Show Mini Toolbar on selection'V
Language Enable Live Preview i
Advanced Update document content while dragging 'V
ScreenTip style: |Show feature descriptions in ScreenTips v
Customize Ribbon - Pty L P .j

Quick Access Toolbar Personalize your copy of Microsoft Office

‘ Add-Ins User name: M.SC. Rafid Abdulaziz

Trust Center Initials: |DS2

[] Always use these values regardless of sign in to Office.

Office Background: |Circuit 1~

Office Theme: j(folorfdlr ZI
Start up options
Choose the extensions you want Word to open by default: Defauit 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

Real-time collaboration options

When working with others, | want to automatically share my changes: |Ask MeZ]

[J Show names on presence flags
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Word Options

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

A;BLJ Change how Word corrects and formats your text.

AutoCorrect options

Change how Word corrects and formats text as you type: | AutoCorrect Options...

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers

Ignore Internet and file addresses

Flag repeated words

D Enforce accented uppercase in French

[] Suggest from main dictionary only

‘ Custom Dictionaries...

French modes: ‘Traditional and new spellingsE

Spanish modes: i’uteo verb forms only \j
When correcting spelling and grammar in Word

Check spelling as you type

Mark grammar errors as you type
Frequently confused words
Check grammar with spelling

[] Show readability statistics

Check Document

=N = |
Eveantinne £far- M=l Dncument? Lng')

OK

Cancel
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AutoCorrect: Arabic (Iraq)

AutoCorrect Math AutoCorrect AutoFormat As You Type AutoFormat Actions

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

Exceptions...

Capitalize first 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
Replace: With: Plain text Formatted text
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Automatically use suggestions from the spelling checker
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