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Wow! thank you so much for taking the time to help.
I'll follow all your advice. Most of it makes so much sense reading it.
J

"Shauna Kelly" <ShaunaKelly @XXXXXXXXXXXXXXXXXXXXXXXXXXX> Wrote in message
news:%231GaD$OhFHA. 1464 @ XXXXXXXXXXXXXXXXXXXXXXX

> Hi Jen

>

> | think there are several things going wrong here.

>

> 1. First of all, Word has no "AutoSave". The "timer" you are seeing is

> probably the AutoRecover mechanism kicking in.

> For more information about that, see:

> How can | make Word save or back up my document automatically?

> http://www.word.mvps.org/FAQs/General/AutomaticSave.htm

>
>

> 2. Word does not "auto format" your document unless you tell it to using

> Format > AutoFormat (and I've never met anyone yet who found that to be
> useful, so don't tempt fate by playing with it!).

>

> However, Word does like to think for itself, which is rarely a good

> experience for the rest of us. To avoid that, do Tools > AutoCorrect

> options. On the AutoFormat As You Type tab, un-tick everything in the

> "Apply as you type" and the "Automatically as you type" sections.

>

>

> 3. At Tools > Templates and Add-ins, make sure you have *not* ticked the
> box "Automatically Update Document Styles". This may be the cause of some
> of the changes in numbering and headings you're experiencing.

>

>

> 4. There is clearly something wrong that's causing the huge changes in

> file size. Here is Suzanne Barnhill's classic list of the causes of big

> files, so go through each item and make sure your're OK:

>

> 1. Fast Saves: Disable this at on the Save tab of Tools | Options.
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>
> 2. Preview Picture: Clear the check box on the Summary tab of File |

> Properties.

>

> 3. Versions (File | Versions): Make sure "Automatically save version on

> close" is not turned on.

>

> 4. Revisions (Tools | Track Changes):

> Highlight Changes: Make sure "Highlight changes on screen" is turned on
> (or that "Final Showing Markup" is displayed).

>
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