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SETTING UP COMPUTER ROOMS FOR EXAMINATIONS

1. MICROSOFT WORD

Click on File tab : —

Click on Options

‘ — Click on AutoCorrect
Click on proofing : Sk Options

1.1 AutoCorrect kit

AutoCorrect Math AutoCorrect AutoFormat As You Type

[ show AutoCorrect Options buttons

e Untick the Capitalise first letter of sentences——_ 7o o Erceptions..

[[] capitalize first letter of sentences

e Untick the Capitalise first letter of table cells ————» Dioeuma o
[ Untlck the replace ‘text aS you type [ Correct accidental usage of cAPS LOCK key
\ [[] Replace text as you W,N =
Ayﬁu\\t—inH:aQ\mj styles 7] Automatic bulleted lists
List styles Other paragraph styles
et e e s = Untick internet and network paths with hyperlinks
Click on proofing :
Untick Ignore words in UPPERCASE———
e Click on Advanced
e Scroll down to display _ 4«——— | Changeto0
Advanced
Change to 0
. Change to centimetres
e Click on OK
1.2 Font default:
Home Insert Design Layout References
Click on Home tab, select font i "2 -|A A |Aa- |4

; 2 I U ~abkex, X% AW, -
Format Painter ) -

yboard ra Font L Click on dI’Op

Change the font to: COURIER NEW 12 pt

Microsoft Word ? X

Jo you want to set the default font to Arial, 12 pt, Bold, Font color: Text 1 for

Click on set as default © e soument s

_) All documents based on the Normal tem
Select All documents based on the Normal template’?/vr G
Click on OK.

plate?




1.3 Line spacing

On the home tab, click on the paragraph drop down

Change spacing to 0 pt

Click on set as Default

Do you want to set the default alignment, indentation, and spacing of the paragraphs for:

Paragraph T %
Indents and Spacing  Line and Page Breaks

uuuuuu 1

slignment: | Left ~

Quiline levek: | BodyText |+

ndentation

Lett om |2 Special By

Right om 4 Hanging oem

Mirror indents

Spacing

petore: opt % Uine spacing: — . .

wm i [ S 3 Line spacing must be
[ Don't add spage between paragraphs of the same style on S|ng|e

Preview

Microsoft Word
_____bb——-’ Set &s Defautt Cancel () This document only?

14

e select the numbering drop down

T AaBbCc Aat

Level 2:

Level 3:

Click on OK

Numbering

(®)iAll documents based on the Normal template?

? =

Click on all documents.... T

Paragraph

Select Define New Multilevel list

Click on level 1

Make sure it's 1.

—

Text aligned at: 1 cm

intent text at 1,2 cm

indent text at 1,5 cm

—

Define new Multilevel list

Click level to modify:

mmﬁmmbwmi

Cancel
s —
Click on OK

Number format

Enter formatting for number:

£

Number style for this level:

Eont...

Include level number from:

123 . i

Pasition
MNumber alignment: || o5 ~ | Aligned at: pem
Textindent at: 1cm 5| | setfor All Levels...
Maore >>

Cancel

Click on font, change to
Courier New, regular
12 pt.

Aligned at: 0 cm




2.  MICROSOFT EXCEL

Open excel, Click on file, options, general

2.1 Font:

Excel Options

Courier New 12 pt or

Change the font to either:

AutoCorrect: English (United Kingdom)

? X
Click on general Sl 33, General options for working with Excl
User Interface options
S
reen
Ribk
A Tooll When creating new we
Courier?
Norma
R T oy oS Arial 12 pt
Excel Options ? x
Generl %, Change how Excel corrects and formats your text
) ) Formulas
Click on proofing | ssing AutoCorrect ptions
Save Change how Excel comects and formats text as you type: | AutoCorrect Options >
Language
When correcting spelling in Microsoft Office programs
Advanced

Customize Ribb,

Unclick ignore
words in
UPPERCASE

Add-ins

Trust Center

Ignore words in UPPERCASE
Ignore words that contain numbers
Ignore Intemet and file addresses
7] Flag repeated words
Enforce accented uppercasein French
Suggest from main dictionary only
Custom Dictionaries...
French modes Traditional and new spellings ~
Spanish modes Tuteo verb forms only -

Dictionary language: | English (South Africa) S

Correct TWo INitial CApitals

Unclick replace
text as you type

0K Cancel

2.3 Advanced settings:

Click on
advanced

—

Display

AutoCorrect  AutoFormat As You Type  Actions

Show AutoCorrect Options buttons

?

Math AutoCorrect

Exceptions...

[ Capitalize first letter of sentences B

Capitalize names of days

Correct accidental use of cAPS LOCK key

' Replace text as you type

Replace: With:

I

(] = A

(€] €

(U] =

(tm) ™

v

Add Delete

e

Scroll down until you get to

Display

Change display to 0

<«—— Click on OK

For the changes to effected you will need to close the programme and open it again.




