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I can’t count the number of times I have begun a list in a Word document by typing “1,” only to look up to find that my 1 is now indented by a quarter inch and the text by a half inch, which was not what I wanted.  I was experiencing the frustration sometimes caused by a feature of Microsoft Office programs called AutoCorrect.  First, let me say that I am a big fan of the automatic editing and formatting concept. MS developers spent a lot of time interviewing users about their most common errors. Then, to make the programs more efficient, they added to Word, Excel, and PowerPoint a feature that makes these corrections while the user is typing. In some cases, however, when the automatic correction is not what I intend, I lose time undoing it. Therefore, early in my Office experience, I learned how to customize the “Autos” to my needs. 
AutoCorrect and Auto Format
If you want to see what AutoCorrect and AutoFormat actually control in Word, click the Office button, and then Word Options. (File tab, then Options in Word 2010). Next click Proofing in the left pane, followed by the AutoCorrect Options button. This window has 5 tabs at the top. Exploring the content of each one will give you a good sense of what can be auto-corrected or formatted. You can adjust the checkboxes to create the auto corrections that fit your style. Here are my five favorite options, which I always keep checked:
1.  “Correct the accidental use of the cAPS lOCK key” tops the list. It’s too easy to hit that Caps Lock key without noticing it until a whole paragraph has been typed. (AutoCorrect tab)
2. “Replace text as you type” gives you access to the extensive list of commonly misspelled words and other typical errors, along with their corrections. For example, if you type “teh” for “the”, it is automatically corrected. You can use the list as is, delete items, or add your own typical misspellings with the correct ones. (AutoCorrect tab)
3. “Replace fractions (1/2) with fraction character -- ½” and “Replace ordinals (1st) with superscripts (1st)” make a document look more professional in an instant. (AutoFormat tab)
4. “Allow text to be dragged and dropped” is a feature that many Office users are not aware of. You can move small groups of text from one place to another on a page by simply selecting the text, placing the mouse pointer anywhere in the selected area, and holding the mouse button down for a second or two until a small dotted rectangle appears near the mouse pointer. Without letting go of the mouse button, drag the text to its new location. When a vertical dotted line shows you where it will appear, let go of the button. This is the quick alternative to cut and paste. (Word Options --- Advanced)
5.  “Show Tooltips on hover” gives you immediate definitions for command buttons by merely moving the mouse pointer over the item and reading the information that appears. (Word Options – Display)
Here are my five least favorite Auto options, which I keep unchecked:
1.  
“Capitalize first letters of table cells” is an option I don’t want because I use tables for so many different purposes. (AutoCorrect tab)
2. 
“(Replace) Internet and network paths with hyperlinks” is good idea, but I often include a website or email address in a document with no intention of having it linked to the web. (AutoFormat and AutoFormat As You Type tabs – uncheck both)

3. 
“(Apply) automatic numbered lists” addresses the situation I mentioned in the first paragraph. If I am creating a numbered list, I may want to put my numbers at the left margin to save space, rather than have them indented. (AutoFormat As You Type tab)

4. 
“Use Insert key to use overtype mode” is one of my most annoying features of Word. Overtype mode means that to change a group of text, you merely type new text starting where the old text begins; the new replaces the old. But because the Insert key in located just above the Delete key on the keyboard, it is often pressed accidentally, engaging overtype mode. The next words typed will overwrite whatever is ahead of them. You can see the problem. (Word Options – Advanced)

5. 
“Automatically create drawing canvas when inserting Auto shapes” can cause a lot of frustration. The drawing canvas, introduced in Office 2003, allows you to keep shapes together in complex diagrams. It turned out to be hard to control, however, and in 2007 was relegated to optional status. (Word Options – Advanced)

AutoRecover

Before you leave Word Options, click Save in the left pane. Here, in the Save Documents area, you will find several options which you can edit to your preferences. Here are the two most important:

· “Save files in this format.” – The default choice here is .docx, which is the file type for Word 2007 and 2010 documents. If you normally save your documents as the Word 2003 or earlier file type, .doc, then this is the place to set the file format so it will affect all future documents except those you change manually.  Click the down arrow to get the list and choose .doc.

· “Save AutoRecover information every 10 mins.” -- In Word, Excel, and PowerPoint 2007 and 2010, your work is automatically saved periodically to protect it in case of an unexpected power outage or other disruption. The default is 10 minutes, but you can lessen or increase the time between saves. A shorter time keeps your files safer, but might slow down the program’s response time. A better solution might be to save work manually after you complete important sections using the keystroke shortcut, Ctrl+S.
The “Autos” can be very useful as long as you set them up to match your style.

