
Wednesday Workshop 
 

January 24, 2001 
 

Making Word Work for You 
 
Does it ever seem that your computer has a mind of its own?  If you are 
sometimes frustrated by the changes Microsoft Word makes to your documents, 
this mini-workshop may hold the answers you need. 
 
This workshop will address problems you may encounter with the following: 
 

• Numbered or Bulleted Lists 
• Automatic Capitalization 
• Automatic Spelling or Grammar Changes 
• Long Underlines  

 
Numbered or Bulleted Lists 
 
Type the following: 
 
1.  dog 
 
Hit the Enter key.  Word will automatically number your second item in what it 
perceives to be a list.  As long as you type entries and continue to hit the Enter 
key, Word will continue to number your list.  Type a couple more entries to your 
list. 
 
1. dog 
2. cat 
3. hamster 
4. frog 
5.  
 
Let’s assume your list has only four words in it, but Word has 
automatically put a number 5 on the next line.  To get rid of the 5, 
simply hit the Backspace key.  The same will work for a bulleted 
list. 
 
If you want to keep Word from automatically creating numbered 
or bulleted lists in the first place, you can disable that function.   
 
Pull down the Tools menu and click on AutoCorrect Options.  
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Click on the AutoFormat As You Type tab and click to 
uncheck the boxes next to Automatic bulleted lists 
and Automatic numbered lists. 
 
Click on the AutoFormat tab and uncheck List styles 
and Automatic bulleted lists.  Word will no longer 
automatically number or bullet your lists. 
 
 
 
 
 

 
Automatic Capitalization 
If you would like Word to stop automatically 
capitalizing the first word you type on a line, 
you can disable that function as well.  Click 
on the AutoCorrect tab (also under Tools – 
AutoCorrect) and click to uncheck the 
second box (Capitalize first letter of 
sentences.) 
 
You may want to take some time to explore 
the options available in the AutoCorrect 
window.  There may be other functions you 
wish to disable. 
 

 
  
Automatic Spelling and Grammar Changes 
 
Type the following question: 
 
Is your a: drive working?  
 
Word automatically changes the word your to you’re. 
 
Is you’re a: drive working? 
 
To correct this, simply click the Undo 
button on the toolbar at the top of 
your screen until the problem is corrected.  Then type as usual.   
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Notice that there is a small downward arrow next to the Undo button.  If you 
click on this button, you will notice that you may choose to undo as many recent 
actions as you like.   This is a useful thing to know.  If you accidentally “undo” 
too many actions, you can always click the Redo button, which is the other 
curved arrow, next to the Undo button on the toolbar. 
 
Long Underlines 
 
Another problem encountered by many teachers is the bold line automatically 
created by Word when you type a long underline and hit the Enter key (for 
example, when you are creating a blank for a long answer on a quiz or 
worksheet.) 
 
Type a long line and hit Enter. 
 
________________________________________________ 
 
Your line should turn into this: 
 
 
To correct this quickly, simply hit the Backspace key.  The line will be as you 
typed it, and your cursor will appear on the next line, ready for you to continue 
typing. 
 
To keep it from happening again, go to Tools – AutoCorrect 
Options.  Click on the AutoFormat as you Type tab, and 
under Apply as you type, uncheck Border lines. 
 
Many of Word’s AutoCorrect features are quite useful, and 
can be great timesavers.  When you understand why Word 
makes some of these changes and how to control them, you 
will be able to enjoy the benefits of these automatic functions. 
 
 
 


