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Prevent Spelling Errors in Your Emails Automatically 

We often are sending emails in a hurry and forget to check the spelling in our correspondence.  Errors can be 
prevented by setting up the automatic spell check feature in Microsoft Outlook. 

1.  Go to Tools and then Options.   

2. The following dialogue box will appear and you will want to select the Spelling tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

3.  Here you will want to make sure the “Always check spelling before sending” box is checked. 

4. Hit Apply and then OK. 

5. You can also explore other options by selecting the “Spelling and AutoCorrection…” button. 

 

 


