April 21, 2009
Tuesday’s Tech Tip: Undoing Automatic Correcting
As some of you know, when you hold down the Ctrl key and then press the Z key you will undo your last action. For example, if you typed a sentence, then bolded a few words, then decided you wanted to take away the bold, you would use Ctrl + Z and the text is changed back.
The Ctrl key + Z also will undo the automatic formatting feature that can create problems in a document.  The example I like to give is when I type CNA.  Every time I type CNA (for certified nursing assistant) and make a space after it, Word automatically changes it to CAN.  Try this: 

1)  After you type the last letter (such as A in CNA) and space, hold down the Ctrl key and press the Z key on your keyboard at the same time.                                                                          
2)  By doing that, you have turned off the automatic correct command for this word. 
 

Using Ctrl + Z to control the automatic correcting feature is a real timesaver!
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