Word 2007 Grammar & Spell Check Set-up Instructions

1. Click on Window icon in top left corner of screen
2. Click on Word Options
3. Choose Proof
4. Check all but last 2 boxes in first set
5. Check all boxes in second set
6. Do not check any boxes in final set at bottom of page
7. From drop down menu choose Grammar & Style, instead of Grammar
8. Click Settings
9. Under “required spacing between sentences” choose 2 from the drop down menu
10. Click OK to close settings pop up window
11. Click OK to close Proof window
12. Choose Review sub menu
13. To check spelling & grammar, click the spelling & grammar button in the top menu
14. Each error will appear in a pop up window
15. Based on the description of the error choose to ignore or correct the error
Remember, spelling errors will be underlined in red and grammar errors in green.  You will also see occasional underlines in blue.  These usually indicate usage errors.  
