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SETTING THE LANGUAGE IN WORD"

There are 3 ways to change your document language settings. Pick whichever you find easiest to use.

Methods:

Very Important: First Step
1) The Review Tab

2) The Status Bar

3) Modifying Styles

Very Important: First Step

It is a good idea to select everything in your document before you change the language (assuming you

don’t need to have multiple languages in one document). There are various ways to do this:

1) You can use Word’s Select > Select All function (on the ribbon).

2) You can highlight the whole document using your mouse.

3) You can use the keyboard — | find this to be the easiest way. Type Ctrl+A (or the Control and A keys)
simultaneously, and the entire document will be highlighted (and selected).

* Note: These instructions are for a Windows computer, and the screenshots use Office 2016.
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The Review Tab

Select the Review tab on the ribbon.

Select the Language option on the Review tab.

Select Set Proofing Language.

In the Language box that appears, choose the

appropriate language from your list.

| would advise against checking Detect language
automatically as | have found that what Microsoft
thinks | want and what | actually want are rarely the
same thing.

If you are using a template, and you want the language
updated for ALL new documents, you create from this
template, then select Set as Default.

If you only want the language changed for a single
document, check OK.

Language

Mark selected text as:
Arabic (Saudi Arabia)

English (United Kingdom)
& English (United States)

Afrikaans

Albanian

Alsatian (France)

Amharic

Arabic (algeria) v

The speller and other procfing tools automatically use
dictionaries of the selected language, if available.

[] Do not check spelling or grammar
[ petect language automatically

Set As Default
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The Status Bar

The Status Bar is the line across the bottom of your screen.

Customize Stotus Bar ‘

v  formatted Page Numbe
v " Sucmon |
v Page Numbes Page 2 of
Did you know that you can customise what the Status Bar erticat Page Poritior Yarmn
shows? v Line Numger |

Colurrn 1

v . YWord Count 10 words

The different options are outside the scope of this

v silling are imar Checa In
document, but you can choose to display plenty of useful | ] G I
information about your document, if you want it. '

To see what options you have, hover your mouse over the aformanion Mansgement Policy o
status bar and right click. Make sure that Language is ticked Parmissions on
in the menu (which looks something like this) that comes up. it =
If it is not, click on Language. ! ~'l .

Selection Moge
V' Mmoo Recording Not Recording

Accessitity Checkor

v Upload Statins

<

Nocurment Updates Aviclable

v Yiew Shortout

<

Fuom S
Zoom Siider

<

Tore 17%4
Loom 5%

You can now click on the language showing on the Status Bar.

PAGE: 1 Section:1 Page1of1 Line:1 owords L[4 English (United Kingdom) Track Changes: Off Insert 9
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In the Language box that appears, choose the appropriate
language from your list.

| would advise against checking Detect Ilanguage
automatically as | have found that what Microsoft thinks |
want and what | actually want are rarely the same thing.

If you are using a template, and you want the language
updated for ALL new documents, you create from this
template, then select Set as Default.

If you only want the language changed for a single
document, check OK.

Language

Mark selected text as:
Arabic (Saudi Arabia)

¥ English (United States)
Afrikaans

Albanian

Alsatian (France)
Amharic

Arabic (Algeria) W

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.
[] o not check spelling or grammar

|:| Detect language automatically

Set As Default Cancel
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Modifying Styles

If you’ve ever written a document that stubbornly reverted to the ‘wrong’ English while you were working
on it, then you probably want to check your styles. How to use styles to help you format your work is
beyond the scope of this document. For now, here’s how to change the language in your document’s
Normal Style.

You can find your styles on your Home tab.

AaRLCD| AaBICCD | AABRCH AJBLCCD | AabCeD | Aeseced | Aaibort| AABRCE aonie i | SRR
Y bhanral [T 3 " whistn B X

1 I S g | 5 Nasanny bambag | 0 Dwastng 4 1 inatey

Update Nom‘%ﬂatch Selection
Right click on the Normal style. A box will pop up. Select Modify 4

T ) Modify...
which is the second option.
Select All: (No Data)

Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar
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You’ll now have a Modify Style box.

Select the Format button in the bottom left "

. . . . hame Normal
corner. This will show you various options you | e S
can amend. o
Style for following paragraphe ¥ Normal |
Select the Language option. formemng
Calbri vini~v'8 J U Automatic “| late
— - = = 3 S . ¥

Sarvgle Teat Sumphs Text Sample Test Sacvple Tent Samphe Teat Semgple Test fampls Text
Semple Teat Sample Text Sample Text Seeple Test Sample Test Samgple Ted Sample Tex
Serrple Text Sompie Test Sample Text Sampfe Tert Sample Teut Sample Tedt Sampls Text

Font; (Defaul) Calbel 12 pt. Comphex Soript Fort: +Body CS {Anal) Left-1o-nght hatfed
Line spacing sngle Widow/ Orphan controd, Shyls: Show in the Styls gallery

[] acd 10 the Styles gatery
1® Onky n this document ) New dacuments tased an this template

[romat~ ] o cance

fomt

Paragraph

1abs

Horder z
Enguage..

frame

Numbeanng

Shoricut key

Toxt Eftecs
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In the Language box that appears, choose the appropriate
language from your list.

|  would advise against checking Detect Ilanguage
automatically as | have found that what Microsoft thinks |
want and what | actually want are rarely the same thing.

If you are using a template, and you want the language
updated for ALL new documents, you create from this
template, then select Set as Default.

If you only want the language changed for a single

document, check OK.

Select OK again to return to your document.

Language

Mark selected text as:
Arabic (Saudi Arabia)

¥ English (United States)
Afrikaans

Albanian

Alsatian (France)
Amharic

Arabic (Algeria) W

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.
[] o not check spelling or grammar

|:| Detect language automatically

Set As Default Cancel
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