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 Using the Spelling and Grammar Tool 

 
THE BOTTOM LINE 

When creating any written document, you want to ensure that your message 
is clearly and accurately communicated to your audience. An overlooked 
spelling or grammatical error can easily distract readers from that message. 
As a rule, you should always proofread material to look for misspellings and 
common grammatical errors before publishing a document. The Spelling & 
Grammar tool in Microsoft Office Word searches for any errors overlooked 
when you proofread the document. 

Checking the Spelling in a Document 
The Spelling & Grammar tool proofs documents for spelling errors. For 
each possible misspelling it locates, Word provides a list of potential correct 
words from which to choose. Possible misspellings are underlined with a 
wavy red line. You may choose to have common misspellings automatically 
corrected as you type. 

CHECK THE SPELLING IN A DOCUMENT 

GET READY. Before you begin these steps, be sure to launch Microsoft 
Office Word and OPEN the Spelling_Errors document from the data 
files provided. (See your instructor for the location of the data files.) 

1. Click the Microsoft Office Button, click Word Options, and point to 
Proofing. Make sure you settings match those shown in Figure 1. 

 

Figure 1 

Proofing options in 
Word 

  

Click to open 
Settings dialog box 
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2. In the When correcting spelling and grammar in Word section, click 
Settings. In the Grammar Settings dialog box, as shown in Figure 2, 
scroll down to make sure all options are selected in the Grammar 
section. Click OK to close the Grammar Settings dialog box, and 
then click OK to close the Word Options dialog box. 

 

Figure 2 

Grammar Settings 
dialog box 

  

 

TROUBLESHOOTING 
The errors you do, or do not, receive throughout the remaining steps may 
differ from what is shown, depending upon the Proofing options you have 
selected in Word. 

 

3. Ensure that the cursor is at the beginning of the document. Click the 
Review tab on the Ribbon, and then click Spelling & Grammar in 
the Proofing group (see Figure 3). 

 

Figure 3 

Spelling & Grammar 
tool in the Ribbon 

Spelling & 
Grammar tool 
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4. The first potential misspelling is noted in the Spelling and Grammar 
dialog box, as shown in Figure 4. A suggested correction is also 
provided. 

 

Figure 4 
Spelling and Grammar 
dialog box 

  

Suggested 
correction 

Potential 
misspelling 
appears in red 

 
5. Click Change to accept the suggested correction and to continue 

proofing for possible misspellings. 
6. The next potential spelling error is flagged by Word. For this 

instance, Word provides several likely corrections, as shown in 
Figure 5. Click tool in the list, and then click Change. 

 

Figure 5 

Multiple suggestions 
for correct spelling 

  

Potential 
misspelling 
appears in red 

List of possible 
corrections 

 
7. Correct the next misspelled word, Proofing. When the Readability 

Statistics dialog box appears, as shown in Figure 6, you know Word 
has finished proofing the document. Click OK.  

 

Figure 6 

Readability Statistics 
dialog box 
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8. Your document should look similar to Figure 7. Notice that two 
misspellings still remain. Word did not flag these words because they 
technically are not misspelled. The words, however, are spelled 
incorrectly based on their context in each sentence. Select each 
error and key the correct word. 

 

Figure 7 

Misspellings not 
found by Word 

 

Should be to 
instead of two. 

Should be tab 
instead of tap. 

 
9. SAVE your document as Spell_Check_Complete, and then CLOSE 

the file. 
 PAUSE. LEAVE Word open to use in the next exercise. 

The Spelling & Grammar tool is found on the Ribbon, in the Proofing 
group of the Review tab. When the tool is selected, Word automatically 
begins checking all text in the document for possible misspellings. To proof 
only certain text within a document, select the desired text, and then click 
Spelling & Grammar. Word will then proof only the selected text. For each 
potential error found, Word may provide a list of likely corrections.  

Remember that not every item flagged is necessarily a mistake. For items 
that are spelled correctly, simply choose to ignore that instance and Word 
will continue proofing the remaining text. If the item is an actual error, and 
the correct word appears in the list provided, select the correction. Then, 
choose whether to replace only that one instance of the error, or all 
instances within the document. 
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X REF 

Word allows you to customize how the Spelling & Grammar tool proofs 
text. For instance, you can choose to ignore any words that contain 
numbers. For more information on customizing Word’s proofing options, 
see Lesson 18 in the student text Microsoft Office Word 2007. 

Checking the Grammar in a Document 
Misspelled words are not the only errors found in most documents. The 
Spelling & Grammar tool is also capable of checking for many common 
grammatical errors.  

CHECKING THE GRAMMAR IN A DOCUMENT 

GET READY. Before you begin these steps, be sure to launch Word and 
OPEN the Grammatical_Errors document from the data files 
provided. (See your instructor for the location of the data files.) 

1. Ensure that the cursor is at the beginning of the document. Click the 
Review tab on the Ribbon, and then click Spelling & Grammar in 
the Proofing group. 

2. The first potential grammatical error is noted in the Spelling and 
Grammar dialog box, as shown in Figure 8. A suggested correction 
is also provided. 

 

Figure 8 

First potential 
grammatical error 

 

Description of 
grammatical 
error 

Potential error 
noted in green 

Suggested 
correction 

 

TROUBLESHOOTING 

If Word does not recognize any grammatical errors in the document, you 
may need to adjust your Proofing settings. Click the Microsoft Office 
Button, and then click Word Options. In the Word Options dialog box, click 
the Proofing option. In the When correcting spelling and grammar in Word section, 
make sure the Check grammar with spelling box is checked. 

 
3. Click Change to accept the suggested correction and to continue 

proofing for possible grammatical errors. 
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4. The second potential grammatical error is flagged by Word. For this 
instance, Word provides more than one possible correction to the 
error, as shown in Figure 9. Select the second suggestion, and then 
click Change. 

 

Figure 9 

Second potential 
grammatical error 

  
Two possible 
corrections 

Potential error 
noted in green 

 
5. The third potential grammatical error is flagged by Word. For this 

instance, Word has found an extra space between two words. For 
more information on this potential error, click Explain, as shown in 
Figure 10. 

 

Figure 10  

Third potential 
grammatical error 

  

Explain button 

 
6. The Word Help dialog box appears, as shown in Figure 11. Read the 

information provided to better understand the potential error, and 
then click the Close button. 
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Figure 11  

Explanation of 
grammatical error 

  

Close button 

 
7. Click Change to accept the suggested correction and to continue 

proofing for possible grammatical errors. 
8. The fourth potential grammatical error is flagged by Word, as shown 

in Figure 12. 
 

Figure 12  

Fourth potential 
grammatical error 

  

Potential error 
noted in green 

No suggestion 
for correction 
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9. In the document, select can be used to find and key finds. In the 
Spelling and Grammar dialog box, click Resume to continue proofing 
for possible grammatical errors (see Figure 13). 

 

Figure 13  

Resuming Spelling 
and Grammar check 

  
 
10. The Readability Statistics dialog box appears. Click OK. 
11. Your document should look similar to Figure 14. Notice that one 

grammatical error remains. Although Word did not flag this error, the 
word is not correct. Select ever and key every. 

 

Figure 14  

Grammatical 
error not 
found by 
Word 

 

TAKE NOTE 

Several important elements are part of the writing process. Word’s Spelling 
& Grammar tool is one powerful component of that process. It does not, 
however, replace your need for a basic understanding of how language 
should or should not be used. Potential errors, such as the use of their 
instead of they’re or its instead of it’s, may go unnoticed by the Spelling & 
Grammar tool. It is, therefore, essential that you proof all documents for 
spelling and grammatical inaccuracies. 

Should be 
every instead 
of ever 

Resume button 
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12. SAVE your document as Grammar_Check_Complete, and then 
CLOSE the file. 

 STOP. CLOSE Word. 

The Spelling & Grammar tool checks for potential grammatical errors. As 
with the spell check option, the entire document or selected text in the 
document can be checked. For each potential grammatical error noted, 
Word will identify the type of error, such as Subject-verb Agreement or 
Passive Voice. Word may provide a list of possible corrections. If not, select 
the text in the document and key the correct text. In the Spelling and 
Grammar dialog box, click Resume to continue proofing the remaining text. 
For more information about a potential error, click Explain. The Word 
Help dialog box will appear, providing explanatory text on the error. To 
accept a suggested correction, select the suggestion if necessary, and click 
Change. The correction is made in the document and Word continues 
proofing the text. After Word has completed proofing all material, be sure 
to proofread the document manually a final time. You may find additional 
errors overlooked by Word. 
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