EXERCISE:

MS Word: Spelling and Grammar

GENERAL INSTRUCTIONS:

Follow the specific instructions for each part about MS Word’s Autocorrect, Spelling, Grammar, and Thesaurus features. Save your document when done.

PART I:  AUTOCORRECT

1. Go to the Tools menu.
2. Select AutoCorrect Options.
3. Select the AutoCorrect tab if not already displayed.
4. Make sure all check boxes are selected.
5. Type the following sentence in the table below (copy this exact form): 
THe math assignment is due on tuesday and the exam will be next thursday.  
6. Notice how AutoCorrect makes corrections.
	Type the sentence here:

	


PART II:  SPELLING & GRAMMAR CHECK

1. Check and correct any spelling and grammar mistake in the paragraph below.
2. Select Spelling and Grammar from the Tools menu or right-click on the marked words/sentences to display the options. 
	Correct the spelling and grammar of the words or phrases marked in red and green:

	I luve computers!  I have been learning a lot abuot them so I can use them eficiently with my schoolwork and liesure.  So far, I has learned about how computers can be connected through networking. I have also learn about the Internet and its many aplications. Yesterday, I were studying about the many features of MS Word. I am having so much fun and I can’t wait to become a computer whiz!  I am hoping my parents buys a computer at home.    




PART III:  SYNONYMS
1. Find the synonyms of the selected words (blue bold font) in the following paragraph.
2. Highlight the word.
3. Select Tools from the menu bar. Then choose Language > Thesaurus.
4. Select a synonym from the list then click the Replace button.
	Find the synonyms of the selected words (blue bold font) in the following paragraph.

	The more I learn about computers, the more I get excited about them. Some concepts are hard to remember because they seem so technical. But if I try my best to comprehend the lessons, I realize that it’s not so hard after all! Learning about computers makes me feel happy.  I can now share what I know to my brothers and sisters and sometimes, even to my parents!    




