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Instructions on Setting Up the
Spell Checker and Grammar Checker
in Microsoft Word

(taken from NBC online website)
In order to properly set the Microsoft Word Spell Checker and Grammar Checker open a Word document and select Tools > Options 
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Then select the Spelling & Grammar tab
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Under the Spelling rules, you will want to check all of the boxes except: “Hide spelling errors in
this document” and “Suggest from main dictionary only.”
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Under Grammar rules, you will want to check all boxes except: “Hide grammatical errors in this
document.”
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Next click on the Settings… button.
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This will open up the Grammar Settings dialog box.
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First click on the Writing style drop down box and select Grammar & Style.
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Next, under the Grammar and style options there are three categories:  Require, Grammar, and Style.

Under Require settings, change the “comma required before last list item:” to “always” and leave
the other two categories as “don’t check.”
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One reason for not checking the “Punctuation required with quotes” is that it depends upon the
punctuation as to whether or not it should be within or outside the quotes. Regarding Spaces
required between sentences, either one or two spaces is acceptable. (However, be consistent.)

Under the Grammar settings, check all items except: “Noun phrases” and “Verb phrases.”
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Under the Style settings, check all items except: “Clichés, Colloquialisms, and Jargon,” Passive
sentences,” “Successive nouns (more than three),” “Successive prepositional phrases (more than
three,” and “Verb phrases – stylistic suggestions.”
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When you have selected all the proper options click on “OK” and then “OK” again.

PLEASE NOTE:   While the Spelling Checker and Grammar Checker are very helpful and will catch a number of mistakes, they will not catch all mistakes and sometimes the things that they flag are not mistakes. You should always carefully read over your document 2-3 times after completing it to check your work and the accuracy of the Spelling and Grammar Checkers. It is usually helpful to read the document out loud or to have someone else read it to you.

The following information is taken from an electronic emailed Microsoft Office Newsletter (May 19, 2005).

1.
WHAT ABOUT GRAMMAR?
 

It is worth considering how well the grammar checking in Word works - sure it has it's glitches but overall it is a credit to many years of software development.  Word 2003, as with earlier versions, defaults to Grammar checking being on with those green squiggly lines appearing when it thinks there's a problem.
 

2.
GREEN SQUIGGLY LINES
 

Green wavy lines under sentences in Word means the software thinks there might be something wrong with the grammar. But it is only a guide so remember:
  

- The presence of a green line doesn't mean there is something wrong - the grammar checker might be mistaken.
 

- The Absence of a green line doesn't mean the sentence is right - or that it necessarily makes sense.

In other words the Word grammar checker is not the final arbiter of good grammar or sense. It is only a guide - and a rough one at that. As several academics have been saying recently - there's no substitute for reading what you've typed.

If there is a green line you can click on the autocorrect icon (if available) or right mouse click on the sentence to see what the problem is and, sometimes, see suggested changes.
 

3.
FRAGMENT - CONSIDER REVISING
 

This is the most common grammar comment many people see. It can mean an incomplete sentence without a subject or verb. It can sometimes mean such a convoluted wording that the software can't work it out.

In either case there's no suggested changes - you have to re-write the sentence yourself or tell Word to ignore the sentence altogether.
 

4.
SPELLING TRUMPS GRAMMAR
 

If there's a spelling mistake in a 'bad' sentence then you can get both red and green lines.

Right-clicking on the misspelled word will only show the spelling options - not the grammar ones. It's best to fix the spelling first because that might change the grammar test results.

Or you can right-click on part of the sentence with the green line only to go to the grammar options immediately.
 

5.
IGNORE
 

You don't have to re-arrange your writing to suit the Word grammar checker - there's always the option to ignore a sentence altogether. Once you've chosen that option from the right-click menu the green line will go away.

You can mark whole paragraphs or styles to be ignored by the grammar machine - see below.




