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INTRODUCTION

Many times you will type the same text over and over. Some examples are: your signature
block, a phrase repeatedly used in your business, a legal paragraph required for business
documents, and names or places used frequently in your writing. Microsoft® Word allows
you to enter these as AutoText. AutoText words or phrases can be entered by simply typing
the first four letters of the phrase and pressing enter. Microsoft® Word will enter the entire
text for you, as you have created it in AutoText.

Creating an AutoText Entry

AutoText will include formatting and text. There are seven simple steps to creating an
AutoText entry.

1. Enter the text, formatted as you want it to appear each time it is entered into a
document.

Highlight/Select the text

Click on Insert

Click on AutoText

Click on New

Name the AutoText

Click on OK

Step One—Enter the text, formatted as you want it to appear each time it is
entered into a document.

N o ok WD

Using a signature block as an example, type the text for a signature block including
formatting. This text is entered and indented to 3” (See using the Ruler to control indenting
text).

Sincerely,

Sandi Grandberry M. Ed.
For the Love of Software llc

Step Two-Highlight/Select the Text
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Step Three- Click on Insert

File Edit  Wiew lﬁrt | Format  Tools  Tab

i jH _é 4 Break...

Page Numbers. .,

44 Mormal
:| = Date and Time. ..
l i AuboTexk 3
Field...
Symbal...
_d Comment
Reference 3
-
| Picture 3

2,4 Diagram...

A9 Text Box

i File...

Ohiject...
Bookmark. ..
Hyperlink...  Cerl+k

Step Four—Click on AutoText

Step Five—Click on New

Insert | Format Tools  Table  ‘Window  Help

Break. .. WF: j ) . .
Page Mumbers. .. . —
: v 7o [E=
4 Date and Time. ..
B T S S T [N TN SR SO S N M|
| BukbaText 3 | =y
“w  AutoText...
Svmbal. ..
| New.. LAk ||
Picture 3 - b
Attention Line 3
g_'_g Hyperlink...  Crl+k
Closing 3
]
HeaderFooter 3

Mailing Instruckions »

Mormal b
Reference Line »
Salutation 3
Subjeck Line 3

Step Six-Name the AutoText (you
can use the default name
Microsoft® Word gives the AutoText

Insert | Format  Tools  Tab entry or create your Own)
Break... Create AutoText I
Page Mumbers. ..
] Wiard will create an AutoText entry
Date and Time. .. from the current selection,
| AutoText o 3 HI Please name wour AutoText entry;
Fisld... "
T bo: Zancel
_d Comment
Reference 3
@ Step Seven-Click on OK
Pickture 3
i Diagram... Create AutoText |
2] TextBE
S TextBox wiord will create an AutoText entry
File. .. From the current selection,
Object... Flease name your AutoText entry:
Boaokmark. .. sincerely
?{J Hyperlink...  Crl+k Ik Cancel
1y
’% FOI’ ”’\9 LOVG 0( SOHWCII"Q ”CTw
1928 E. Highland 475 4 0f9
Suite F-104 602.617.3374

Dlwenix, AZ 85016

SSqI"(]ndLQPPl’@{OPtLGIOVGO{SOHW(]I"G. com



Using AutoText Entries

To use the AutoText entry, type the first four letters of the name you gave the AutoText when
you created it. In this case, the name of your AutoText entry was “Signature.” Type “sign”
(without the quote marks) and an AutoText box will appear along with the instructions to
press ENTER to Insert the AutoText entry.

signature (Press EMTER ko Insert)
sign

When you press enter, the AutoText entry will be inserted into your document, just as you
created it.

Sincerely,

Sandi Grandberry M.Ed.
For the Love of Software lic

" ™ IMPORTANT: If a red dotted line appears under a name or address, it is
L i associated with a Smart Tag. This is a new feature in Microsoft® and is
"' -.ﬂl covered in a separate lesson named Smart Tags.

S TROUBLESHOOTING: If you have difficulty getting the AutoText to insert
L | into your document look for two things, (1) is your cursor blinking right
"' -'f' next to another word or a punctuation mark? There must be a space
before you start typing the name of the AutoText. (2) try pressing F3. That will activate the

AutoText.
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Deleting an AutoText Entry

To find the AutoText entry list, click on Tools and then click on AutoCorrect Options

Tools [\Table

Window  Help

\wlling and Grammar ...
ij} Research. ..
Language
Ward Count, .,
:@ AutoSummarize. ..
Shared Warkspace. ..
4 TrackChanges

Compare and Merge Documents, ..

Protect Document, ..
Online Collaboration
Letters and Mailings
Macro

Templates and Add-Ins.

Ctrl+Shift+E

F7
Ale+Click,

1 AutoText tab
at the top

=F  fAwktoCorrect Cptions... P
Customize... "
Options. ..

AutaText %I
- H [ .
» Cl |Ck on the ¥ shaw AutoComplete suggestions
1 Ta accept the AutoComplete suggestion, press Enter

AutoCorrect
AukoCorrect | AutoFormat As You Type
AutaFormat I Smart Tags
~Enter AutoText entries here:

[ add |
- PAGE - -
Attention: j Del;tel
ATTH: Tnsert |
Author, Page #, Date S
Besk regards,
Best wishes, Showe Toolbar |
CERTIFIED MAIL
COMFIDEMTIAL
Confidential, Page #, Date LI

Presvigw

Lookin:  |&ll active templates j

QK I Cancel

In the box labeled Enter AutoText entries here, type in the name of the AutoText entry you
wish to delete. In the example for this lesson, you would type in signature as shown below.

AutoCorrect

AukoCorrect
AutaText

Enter AutoText entries herd

X

AutaFormat &s You Type

AutaFormat Smart Tags

Show AutaComplete suggestions
To accept the AutoComplete suggestion, press Enter

signature|
-
Sincerely
SPECIAL DELIVERY
SPECIAL HANDLIMG M5ET
Subject: Show Toolbar
Take care,
Thank you,
Thanks, v
Previgw
Sincerely,
Coveli Cecedl hanrr
Lockin: | All active templates v
Ok ] ’ CZancel

Click on the entry to be
deleted so it is highlighted
and then click on Delete.

LF -HH
list, however, it will not have an affect

on any document into which it has
previously been inserted.

IMPORTANT: The
AutoText entry will
be deleted from the
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Editing an Existing AutoText Entry

If an AutoText entry simply needs to be changed. Place the AutoText entry into your
document. Edit it as desired. Follow the steps to create a new AutoText entry and when you
get to step six, name the AutoText entry, leave the name the same as the old one and click
OK. You will be asked if you want to replace the existing AutoText entry. Click on Yes and
the entry has been edited.

" i IMPORTANT: The AutoText previously entered into any document will not
L | be affected when you edit an entry. If the text needs to be corrected in

"' -'f' other documents, you must go back to that document and insert the new,
edited AutoText entry.

Using AutoText Entries that are Built Into Microsoft® Word.

Microsoft® Word has approximately 70 AutoText entries included in the application. If you
happen to type one of these predefined AutoText entries, the AutoText box will pop up above
your typing and you can simply press enter to include the AutoText in your document. Here
are some examples of predefined AutoText entries you will find embedded into Microsoft®
Word.

Text Entered Results
Atkertion: (Press ENTER ko Insert}l Attention:
Atter|
Best regards, {Press ENTER to Insert)l Best rega rds,
Bestr
CERTIFIED MAIL {Press ENTER. to Insert)| CERTIFIED MAIL
certi
WIA FACSIMILE (Press EMTER to II'lSEI’t)| VIA FACSI MILE
via f

Ignore the AutoText Entry one time

If you do not want the AutoText entry to be inserted into your text, do not press enter. As an
example, you may want to type certificate which has the same first four letters as CERTIFIED
MAIL. After typing the first four letters simply continue typing the remainder of the word
“certificate.”
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Rename an AutoText Entry

1. Click on Tools
2. Click Templates and Add-Ins.
3. Click Organizer
4. Click the AutoText tab.
* You will find two lists in this window. You will rename the AutoText by using
the list found on the left side
Organizer g‘
Styles | AutoText |loolbars Macro Project Ikems
In Mormal.dat: To Marmal. dot:
- PAGE - 2
Attention:
ATTH:
Author, Page #, Date
AutoText
Best regards, »
AutaText available in: AutaText available in:
Mormal . dot {global template) v | Maormal.dot {global template) v |
g
5. Inthe box on the left, highlight the entry you want to rename
6. Click Rename.
7. Enter a new name for the entry.
8. Click OK
9. Click Close.

Now, when you want the AutoText entry you just renamed, type in the new name to insert it.

For the Love of Software llc™
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Controlling the AutoText Features

To activate the AutoComplete suggestions feature (that is the box that pops up and allows
you to press enter to insert the AutoText) make sure there is a checkmark in the box next to
“Show AutoComplete suggestions.” If there is no checkmark, simply click on the box to

activate the checkmark.

AutoCorrect

AutoiZarrect
AutaText

AutaFarmat As You Type

AukoFarmat Smark Tags

Show AutoComplete suggestions
To accept the AutoComplete suggestion, press Enker

Enter AutoText entries here;
ATTH:

PACE - Delete

Atkention:

Author, Page #, Date
AutaTexk

Best regards,

Biest wishes,
Blackboard™

Inserk

Show Toolbar

Preview
ATTM:

Lookin: | &l active kemplates [

Al active te
Mormal.d

)

] [ Cancel

]

The Add button allows you to add a
new AutoText entry. The Delete button
allows you to delete an AutoText entry.
The Show Toolbar button places a
toolbar in your document to assist you
in creating and inserting AutoText.

The “Look in” box allows you to select
what templates you are available in
this document. There is sometimes a
third choice. That choice is the current
document you are in and only shows
AutoText entries available in that
document.
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