
 

Customizing Word 

• The Customize dialog box 

• Adding shortcut keys for functions 

• Adding shortcut keys for symbols 

• Customizing the toolbar 

• Adding functions to the toolbar 

• Adding toolbars 

• Understanding Normal.dot 

Headers and Footers 

• Setting header/footer defaults: Page Setup 

• The headers and footers toolbar 

• Switching from header to footer 

• AutoText in headers and footers 

• Page numbering/formatting page numbering 

• Adding file name and path to your footer 

The New Office Clipboard 

AutoText, Auto Correct 

• AutoText vs. AutoCorrect 

• Creating AutoText 

• Inserting AutoText 

• The AutoText Toolbar 

• Editing and Deleting AutoText 

• Using the Format Painter 

• Automatic Borders  

• Adding foreign language symbols to text 

Macros 

• Recording 

• Running Macros  

• Assigning Shortcut Keys to Macros  

• Adding a Macro Button to a Toolbar 

• Some useful Word macros 
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