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AbilityNet

Adapting Technology = Changing Lives

Please help support this charitable service by

donating £3. Text Ability to 84858

Saving Phrases

AutoCorrect

Although autocorrect is designed to correct typing and spelling errors, it can also be

used to store phrases.

AutoCarreck | AutoFormat As You Type I AukaTexk | AutaoFormat I

Exceptions... |

W Correct TWo INitial Capitals
[ Capitalize first letter of sentences
W Capitalize names of days

¥ Correct accidental usage of cAPS LOCK key

AutoCorrect kB |

—pﬂeplace texk as you bype

Replace: with: ¢ Plaintext Formatted ket

fare] enguirnes@abilitynet co ulkdl

anbd and ;I

andone and one i

andt he and the

andteh and the

andthe and the

annunciake enunciakte

anothe anokher ;I
Add Delete |

(n]4 | Cancel |

Type out the paragraph you
wish to store and highlight it.
Then click on Tools and
autocorrect. Autocorrect puts
your text in the “with” area. In
the “replace” area type in the
abbreviation you wish to use.

The example on the left shows
that “ane” (AbilityNet Email)
will be expanded to an email
address.

It is important to choose the
abbreviation carefully. For
example expanding “an” to
AbilityNet would create
confusion each time “an” was

used. However, ncy =» necessary would probably be quite safe.

Advice and Information: 0800 269545 (Tel & Text)
Email: enquiries@abilitynet.org.uk Web: www.abilitynet.org.uk
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AutoText
AutoText is designed to insert longer, less commonly used text and graphics in to
documents.

To define an AutoText entry simply type out the passage you wish to add, highlight it,
then

click Insert, Autotext, New
Or
Press Cntrl-F3

This gives the following dialogue box

Create AutoText (2] x]| Putin a name for your portion of text and click OK or
_ press enter.
wiord will create an AutoText entry
from the current selection. ] )
Please name your AutoText entry: Then, to “fire” your autotext type its name and press F3.
[eutom D_e-pendlng on how you have_named your autotext Word
will sometimes prompt you with a small yellow box with
OK | Cancel | the start of your stored text. To accept this press enter.

Messages charged at standard rate. You will receive two confirmation messages
charged at £1.50 each. AbilityNet will receive your donation net of charges
applied by mobile network operators and a processing fee. If you have any
guestions regarding this service, please call 020 7549 2222.
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