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Spellcheck Tutorial 
 

Spellcheck is set to ignore words in uppercase letters. This tutorial shows you 
how to revise your Spellcheck preferences so that it will check any words in all 
capital (uppercase) letters.  That will help you detect possible misspellings on 
your title page and throughout the text.   
 
When you are in your Word file, go to the upper left and click on Word so the 
pulldown menu appears, and then click on Preferences. 
 

 
 
When the next window opens, click on the Spelling and Grammar icon. 
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When that window opens, uncheck the two boxes in the column on the right set 
to Ignore Words in Uppercase, and Ignore Words with Numbers.   
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Word will periodically update.  Check preferences to make sure an update hasn’t 
reset those two boxes and you’re no longer checking words in all caps, etc. 
 
Any acronym or abbreviation you use in your work will be flagged as 
misspelled. To stop this, put your cursor on the acronym/abbreviation (making 
sure you have spelled it correctly first) and do a right click with your mouse.  
 

When the menu appears, click on “Ignore All” and the red squiggle should 
disappear for all uses of the acronym.  Click on “Add to Dictionary” spellcheck 
will not consider the word misspelled on subsequent openings. 
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