
One advantage of a word processer is that you can correct spelling and grammer errors quickly and easily.  Word’s spelling and grammer checker highlights your errors and offers you you suggestions on how to fix them.  It also provide options for ignoring or correcting all occurrences of an error at once.  To change the default settings of the spelling and grammer check feature, choose Options from the Tools menu, or click the Options button in the spelling and grammer dialog box.  Word’s spell checker will sometimes stop on a name it does not recognize.  While it knows many common names for people and places, it cannot recognize all of them.  So Word will recognize “Juan Cruz” and “Barbara Smith,” but will probably not recognize “Michael Froehler.”   In this case, you can simpley instruct Word to ignore the unrecognized word.

