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Spelling and Grammar  
 

Spell check can be found under the Review tab. 

Word will automatically detect misspellings and grammatical errors.  

Misspellings will appear with a red underline. 

Grammatical errors will appear with a blue line. 

Here is an example with misspellings and grammatical errors: 

 

  



4 
 

To correct misspellings and grammatical errors. 

Click on Review – Spelling & Grammar 

 

 

 

 

  

A sidebar will appear. 

It will have suggested corrections. 

Choose a suggested correction. 

Sometimes Word doesn’t recognize a 
word. It may think it is a misspelling. 

This is common with names for example. 

Tell Word to ignore these words so it 
won’t think they are misspellings. 
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Saving documents as a PDF 
 

Sometimes you may want to share a document as a PDF.  

PDF stands for Portable Document Format.  

People save documents as PDFs usually so others can read them but not make changes to them.  

To save a document as a PDF: 

 

1. Click on File. 2. Then Print 
  

 

 

 

 

 

 

 

 

 



6 
 

 

3. Under Printer – Select Microsoft Print to PDF 4. Click Print 
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5. Choose a location. 6. Enter a file name. 
  

 

 

7. Click Save. 
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Printing 
To print a document: 

 

1. Click on File. 2. Then Print 
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3. Select the Printer. 

 

4. Click Print 
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Creating a Table of Contents 
 
Steps 

1. Select the titles you want to be listed in your Table of Contents. 

 

 

 

2. Go to Home – Styles.  
 

3. Select a Heading style. Note: you are required to select a Heading style when creating a Table of Contents.  
 
 
 
 
 

4. Insert a page break in your document where you want the table of contents to be. 
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5. Go to References – Table of Contents. 

 

Choose the type of Table of Contents you would like. 

  

Table of Contents 
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To create a table of contents for your document: 

1. Go to References – Table of Contents  2. Select a style of TOC 
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Next Class 

Introduction to Microsoft Excel 

When: Thursdays, 10:30 am – Noon 

09/4 – Getting Started – An introduction to Excel basics such as layout, navigation, entering data, 
and basic formatting. We’ll set up a fictional company and create our first spreadsheet. 

09/11 – Managing Income and Expenses – We’ll create a spreadsheet tracking income and 
expenses to help students learn how to use Autosum and basic formulas. 

09/18 – Simple Analysis – Students will continue to explore basic formulas, along with how to sort 
data, and add charts.  

09/25 – Planning and Customization – Students will learn how to create template spreadsheets for 
future use, and how to customize and print their spreadsheets. 

 


