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Peter Faulks     Using Microsoft Word


MWP 114 Lets take a look at some Toolbars

To reset the toolbars

1. Right-click on one of the toolbars. You should see a Context menu.

2. From the Context menu, choose Customize. Word displays the Customize dialog box.

3. Make sure the Options tab is displayed. (See Figure 1.) 
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Figure 1. The Options tab of the Customize dialog box.

4. Click the Reset Menu and Toolbar Usage Data button.

5. Select the Show Standard and Formatting Toolbars on Two Rows check box.

6. Click OK.
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AUTO TEXT TOOLBAR 

Create some new text for Auto Text entries...

Open Toolbars from the View  menu and select Auto Text
To make the best use of your Auto Text entries, display the Auto Text toolbar by clicking Auto Text (View menu, Toolbars submenu).

That way you can quickly add new entries, edit existing entries, and insert entries directly from the toolbar.
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From the toolbar click on the keyboard icon to open up Auto Text
Type in your new entry and click Add
Look under All Entries Normal to see your new entry 

Insert it here : Hello Everyone  (is what I type as my new entry).

You can also highlight a block of text and then open Auto Text and this text can be added to the Auto Text toolbar, the Auto Text will work for all future pages. 

Try high lighting this text then go to the Auto Text toolbar and either click on New... or the keyboard icon to put this block of text into your Auto Text, it will appear under Normal 

To delete it from the Auto Text list, click on the keyboard icon and select the text from the list and click on Delete.
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Lets look at some more toolbars….

Customising Toolbars

From the Tools menu go to Customise
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Select a toolbar to view on screen (those shown are Standard, Formatting and Drawing).

But we can add elements to existing toolbars to create our own personal toolbar.

From the Tools menu,  customise menu click on Commands tab 

Hello from NAME OF COMPANY,  this is a short message just to tell you how much we can fit into an auto text entry

From the commands tab we can pick an element that we would like to put onto our toolbar
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From the File categories select Mail Recipient.

Hold down the mouse button and drag the mail icon to your toolbar and place it next to the view window. Our new icon appears after placing Mail on our customised toolbar.




Proofing Tools - Using Thesaurus

Change the language for Proofing Tools (Tools - Language) from AUS to UK and the Thesaurus will work.
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Need help?


please ask for more information at anytime


during this session…
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