T1ip of the Week

EVENT SETUP,

SET EMPLOYEE PREFERENCES

* AUTO WORD IGNORE SETTINGS
* SPELL CHECK SEARCH SETTINGS
* CUSTOM ABBREVIATIONS

CREATE A CUSTOM DICTIONARY

* AUTO WORD REPLACEMENTS
[DOES NOT INCLUDE PUNCTUATION]

* WORDS TO IGNORE
* WORDS TO FLAG AS MISSPELLED

J  SPELL CHECK

PATRON HOME SCREEN,

DONATIONS, ETC ..

Test Changed At Sloc Ignore
__lgnore All
Add

Suggestions
Soe C L change
Floc

u Slack Change All
Slice .
Oslo
Bloc
Loack

YOUR WAY

/ Checking: Note about any special needs for the Patron wm\
Not in dictionary

k Clear Ignores

/ | Patron  Box Office Ticket Printers Reports
Ignore Options

Accuracy

|| Ignore capitalized words (e.g. Canada)

|| Ignore all-caps words (e.g. ASAP)

|| Ignore words with numbers (e.g. FY2016)

|| Ignore words with mixed case (e.g. ArtsMan)
Ignore domain names (e.g. artsman.com)

(| Fast but less accurate
I Moderately fast and accurate
© Slow but very accurate

Dictionaries & Glossary

Suggest/Report Options L8
Report doubled words (e.g. the the)
|| Case sensitive
Phonetic suggestions

Typographical suggestions

Suggest split words
Auto correct
Spell Checker Lexicon Editor

Exclude (treat as misspelled)

nore (treat as spelled correctly)
Conditionally Change (preserve case)
Conditionally Change
Auto Change (preserve case)

Auto Change | I

Word gReplacement Word a A c C i e

Rd Road QOO OOQ

S South PRORORER AV,

ENTER WORD/REPLACEMENT & CLICK THE DIAMOND
CORRESPONDING TO DESIRED INSTRUCTION

* AUTO CORRECT YOUR COMMON TYPOS
 BUILD A SHORTHAND FOR CONSISTENT WORDING/CAPITALIZATION

 SHORTEN A SPELL CHECK PROCESS BY IGNORING ACRONYMS

Want to Share a TM Tip or Cool Feature? E-Mail Sophia:
smorris@proctors.org




