Outlook Inclusive Language Setting

The setting in Outlook means you can enable checks for inclusive language when spell check runs for your emails.

Here is how to enable it:

1.

In a new email, go to ‘Review’, then select ‘Spelling & Grammar’ (you might have to misspell a word in the
body of your email to get the pop-up)
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2. Select ‘Options...” in the pop-up window
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Select ‘Proofing’ from the left side menu, then enable ‘Mark grammar errors as you type’, then select
‘Settings...” beside Writing Style

3.

Editor Options ? X
g @Lj Specify how Outlook corrects and formats the contents of your e-mails.
Proofing
et

AutoCorrect options
Customize Ribbon

Specify how Outlook corrects and formats text as you type. | AutoCorrect Options..

Quick Access Toolbar
When correcting spelling in Microsoft Office programs
V| Ignore words in UPPERCASE
V] Ignore words that contain numbers
V| Ignore Internet and file addresses
v| Flag repeated words
Enforce accented uppercase in French
Suggest from main dictionary only
Custom Dictionaries..
French modes: | Traditional and new spellings ~
Spanish modes: | Tuteo verb forms only -
When correcting spelling in Outlook
V| Check spelling as you type
& Mark grammar errors as you type

V] Frequently confused words

V| Check grammar with spelling
Show readability statistics
Writing Style: | Grammar Only v| | Settings..

Recheck E-mail

o



4. Under Style (scroll almost to the bottom of the list), enable ‘Gender-specific words’, then select ‘OK’
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Spellcheck will now run for inclusive language. Example of the change:
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