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This course covers aspects of Microsoft Word which facilitate the design and construction of templates and the

ability to automate Word through the use of macros.
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Creating AutoText Entries
Inserting AutoText

Copying AutoText to Other Templates
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Macros
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Recording Macros
Running Macros

Editing Macros

Input Boxes

Deleting Macros

Auto Macros

Copying Macros to Other
Templates
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Customising Toolbars and Menus

Display Toolbars

Customising Toolbars and Menus
Creating New Toolbars and Menus
Copying Toolbars to Other Templates
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