IMPORT  "Custom  dictionary" FOR  MSWord

CAUTION: The new dictionary you are importing, should have a unique name, i.e. 701.dic or fortbliss.dic would be examples, so it can be removed later if desired, without removing your original custom dictionary. MSWord calls them all “CUSTON.DIC”.

1) Open a new or existing document in MSWORD

2) Click on tools (on the top tool bar of word) and choose options.

3) Click on the spelling and grammar tab (across the top) of the new window.

4) Then in about the middle of this new window click on the dictionaries button, not the drop down menu.

5) When the new window opens, choose add.  Then in the new locate window, find the dictionary you want to upload to your system, and click on it. 

6) While in the dictionaries window, put a check mark in the dictionary(s) you wish to use, then click on OK and close both open windows, and you are ready to go.

                                           SPECIAL NOTE
7) If more than one person is doing manuscript editing in your office, it may pay to compare dictionaries, so that everyone is using the same spelling of  “UNIQUE” names.
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