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Creating Fractions

This document will help you create custom fractions with Word. The standard fractions %2, %4,
and % can be created automatically with the option to format a three-character fraction to a one-

character fraction as you type (e.g., 3/4 to %).

Setting Up AutoFormat for Fractions

You may choose to have Word automatically format a three-character fraction to a one-character
fraction by using the Word Options dialog box.
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1. From the OFFICE BUTTON , click WORD OPTIONS| &1 Werd Options
the Word Options dialog box appears.
From the Categories list, select Proofing
3. Click AUTOCORRECT OPTIONS...
The AutoCorrect dialog box appears.
4. Select the AutoFormat As You Type tab
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Replace as you bype

[¥! "straight quotes" with “smart quokes” [¥! Ordinals {15£) with superscript
[¥] Fractions (123 with fraction character (%) V) Hyphens (--1 with dash (—)
[¥! Long vowel sounds with dash [ *Bold* and _iralic_ with real formatting

[¥] Internet and network paths with hyperlinks
[V Spaces at beginning of paragraph with first-line indent

Apply a5 vou bype

[ Automatic bulleted lists ¥ Automatic numbered lists
[ Border lines [ Tables
[ Built-in Heading skyles [ Date style

[V Closing style to letter closings

Automatically as vou bype
¥ Format beginning of list item like the one before it
¥ Set left- and First-indert with tabs and backspaces
[T Define styles based on your Formatting
¥ Match opening and dosing parentheses
[ Delete needless spares between Asian and Western text
[¥! Insert closing phrase ko makch Japanese salukation

[¥! Insert closing phrase ko makch memo style

K I Cancel




5. Select Fractions (1/2) with fraction character (2)
NOTE: An option is active if it has a checkmark before it.
Click OK

7. Click OK
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Adding Standard Fractions

If Word is set to AutoFormat fractions, you can use the following instructions to create the %2, %4,
and % fraction characters.

1. Place the insertion point where the fraction should appear

NOTE: There needs to be at least one space before the insertion point.
2. Type 1/2, 1/4, or 3/4
3. Press [Space]

the characters change to Y, %, and %, respectively.
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