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Why would | want to change the language of my Word document?

The language that is set for your Word document sets the language in which the spelling and
grammar checks work. If you are working, say, at a university that uses UK English, and you use a
version of Word that’s set for US English, when you run a spell check (or if you ask Word to highlight
errors as you go along), the spelling will default to American English. You will submit your document
in the incorrect version of the language. This can really matter if you're instructed to use one particular
version, and will matter more as you move into submitting articles for journals (which may specify
either version of English).

If your document has come from another country which uses a language other than English, for
example if you’re working on a document prepared by a translator working out of their own language,
you really need to change the language to English before you start editing it, or when you run a final
spell check, every word will be highlighted and confusion will ensue.

How do | view and change the language in my document?

In Word, the language that is set for your document should appear in the lower status bar of your
document:
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From here, you can easily change the language of selected text or the whole document (see below).

If you require further assistance, help is available from the IT Service Desk
in the Old Library Cluster and Robinson Library cluster Level 2
Opening times at http://www.ncl.ac.uk/itservice/support/clusteritservicedesks/openinghours/



http://www.ncl.ac.uk/itservice/support/clusteritservicedesks/openinghours/
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If the language isn’t showing on your status bar and you want to see it there, right-click anywhere on
the lower status bar. A menu should appear with lots of options to tick. Any item that is ticked will

appear on the status bar — this is also useful if you want to view your word count there.

Click on Language or tick the tick-box next to it, and your language will appear in the bottom status
bar.
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How do | change the language using the status bar display?

First you need to highlight the text whose language you want to change.

You might want to highlight parts of the document (for example if it's a dual translation in two
languages and you just want to set one to UK English, or it’s a localization and you just want to
change one column of a two-column original and target language table), keeping the control key
pressed down if you want to select several individual blocks of text.

If you want to change the language of the whole document, go to the Home tab and choose Select to
the very right of the tab, then Select All:

If you require further assistance, help is available from the IT Service Desk
in the Old Library Cluster and Robinson Library cluster Level 2
Opening times at http://www.ncl.ac.uk/itservice/support/clusteritservicedesks/openinghours/
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Why did I write it? I published my first business book, Going it Alone at 40: How I Survived
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my First Year of Full-Time Self-Employment in 2013.1 got a really good response to it (see iy | Selection Eane
the Appendi f ionand some reviews), including lotsof about
how different it was from other start-up books.
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A vear down the line, I was doing well and feeling like I had a mature business on my hands.
What doI consider to be a mature business? Read on to find out. ButwhenI went to look for
books on this topic, there were very few. It’s all about the start-up —and for some traditional

entrepreneurs, who want to jump from start-up to start-up, relishing the
of very new businesses, that’s fine. But what about people who want a stable, not-quite-so-
exciting time butaren’t quite sure how to get there?

1entand scares

I’d been blogging my progress through the more mature side of business and I decided to pull
some of those posts together into themes to share with you how I balance my life, get clients,

Note: Do not check spelling or grammar has a blue square next to it. Click in this square twice so that
first a tick, then nothing, appears in the square.

Now click on OK. Your language will have changed to the language you selected.

How do | change the language using the menus in the ribbon?

If you don’t choose to display the language in the lower status bar, you can access it via the menus in
the ribbon at the top of the screen instead.

Choose the Review tab, Language section, Language button and Set Proofing Language:

= ¥ 7 [- EP 9 []ShowRevisionsinBalloons ) = Who are you calling mature.docx [Compatibility Mode] - Word
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
ABC E = ABC D G | all Markup - Iy & Previous N-
R EE A y B - & B
'/ z 51 Show Markup = 3 Next . s=d
Spelling & Define Thesaurus Word Delete Previous Mext Show Track X Accept Reject Compare Elock Restrict  Linked
Grammar Count Comments Changes~ Reviewing Pane ~ - - - Authors - Editing = Motes
Proofing Lﬁ@i Set Proofing Language... :'ments Tracking [ Changes Compare Protect OneMate
L LEHQLIHQE Preferences 1 2 3 4 5 (3 r ] Ll 10 1 12 13 14 15 s 17 18
© Liz Broomfield 2014
~
PREFACE

Welcome to my guide to running a successful business after the start-up phase. something
that I'm doing right this minute.

If you require further assistance, help is available from the IT Service Desk
in the Old Library Cluster and Robinson Library cluster Level 2
Opening times at http://www.ncl.ac.uk/itservice/support/clusteritservicedesks/openinghours/
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