Notes for September 15, 2008- Monday
1) How do we find the Autocorrect Dialog Box? 
a. The location is Office Button/ Word Options/Proofing/Autocorrect Options.

b. The purpose is to correct automatically and correct misspellings of 

words after you press the space button or enter button.

Example1: Tuesday Girma is in class. The Autocorrect options corrected misspellings of tuesday and Germa.
Example2: Mr. Abdelaziz Abdellahmane Fall has a long name. I added Abd. in the 

Autocorrect options to spell his name correct every time.
c. Autocorrect is good for what kinds of words? Long names, hard to 

spell names, bad habits in spelling and for common misspellings, and for capital letters found in days, months, and at the beginning of sentences.

d. Autocorrect does not work if you use the arrow scroll key to move.
e. To disable Autocorrect you need to deselect the Replace Text as you type selection found in Autocorrect Options.

2) Highlight Contiguous and Noncontiguous text
a. Contiguous means text that is next to each other.
b. Clicking close to the left margin changes to an arrow and highlights the line.

c. Insertion point at the beginning and then hold shift and insertion point at the end.

d. Using Shift and the arrows you can also highlight.

e. Using the mouse start the insertion point at the beginning and drag.

f. Triple click selects a whole block of text before the paragraph mark.
Non-Contiguous-Highlight with the mouse and hold control to highlight other text
3) Line Spacing
a. It is found in the home tab/Paragraph Group and the two arrows line spacing button.
b. The Default is 1.15.

c. 1.0 is single line spacing.

d. 2.0 is double line spacing.

4) Paragraph Spacing- To change the space in between paragraphs open the Paragraph Dialog Box.

The before a paragraph default line spacing is 0 points.
The after a paragraph default line spacing is 10 points.
