
Writing Narratives & the Use of 
Smart Quotes 

 
When writing evaluations, if you plan to type 
your narrative comments in a separate word 
processor ahead of time and copy/paste the 
information into WebAdvisor, you should turn off 
auto formatting of 'smart quotes' in the 
processor BEFORE you type your narrative. If 
you don't, quotation marks and/or apostrophes 
turn into question marks once you save the 
evaluation within WebAdvisor. Ways to resolve 
inadvertent question marks from happening: 
 
-Option 1: Type your comment directly into 
WebAdvisor (remember the 15 minute timeout) 
 
-Option 2: Don't use quotation marks or 
apostrophes in your evaluations if you can avoid 
them.  
 
-Option 3: Paste your comment into 
WebAdvisor from your word processor as is, 
delete any apostrophe or question mark and re-
type the apostrophe or quotation mark from 
within WebAdvisor. Do not mark it complete yet. 
Click Submit which will take you back a screen 
to the roster, then come back in to check on 
your comment. If okay (which it should be), then 
mark the comment complete and re-submit. 
 
-Option 4: Turn off the autoformatting of straight 
quotes into smart quotes on your word 
processor PRIOR to typing any text. If you do 
this, then your copy/paste into WebAdvisor will 
not result in inadvertent question marks. For 
help with this method, query your word 
processor for "smart quotes" or "turn off 
autoformatting".  
 
Directions on how to turn off smart quotes: 
Here's a link to useful information: 
http://office.microsoft.com/en-us/word-
help/change-curly-quotes-to-straight-quotes-
and-vice-versa-HA010173242.aspx 
 

Word 2010 (on a PC) 
-Click on File, Options, Proofing, Auto Correct 
Options 
Make the change in 2 places: 

a) Autoformat as you type tab– Uncheck 
'Replace as you type straight quotes 
with smart quotes' 

b) Autoformat tab– Uncheck 'Replace 
Straight quotes with smart quotes' 
 

Word 2007 (on a PC) 
-Click the Microsoft Office button, Word 
Options, Proofing, Auto Correct Options 
Make the change in 2 places: 

a) Autoformat as you type tab - Uncheck 
'Replace as you type straight quotes 
with smart quotes' 

b) Autoformat tab - Uncheck 'Replace 
Straight quotes with smart quotes' 
 

Word (on a Mac) 
Make the change in 2 places: 

a) Tools, AutoCorrect, Automatically 
correct spelling & Formatting as you 
type, Autoformat as you type, Uncheck  
'Straight quotation marks with smart 
quotation marks' click OK 

b) Format, AutoFormat, Options, Uncheck 
'Straight quotes with smart quotes', 
click OK 

 
Google Doc 
Tools, Preferences, Uncheck Uses Smart 
Quotes, click Ok 
 
Text Edit (on a Mac) 
Make the change in 2 places: 

a) TextEdit, Edit, Substitutions, Uncheck 
Smart Quotes 

b) Text Edit, Preferences, Uncheck Smart 
Quotes 
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