Creating and Using AutoText Word 2000/2002

The use of AutoText saves constant keying in of the same text. AutoText entries can be text,
graphics or a mixture of both.

To Create an AutoText Entry
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Inserting AutoText into a Word Document
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When entering text into a document that may be considered to be an

AutoText entry, Word displays an AutoComplete tip above the typed text. Dear Sir of Mad am:|
If you wish the AutoText entry to be inserted pressing the Return/Enter key Diear © i

will automatically insert the AutoText.

To NOT insert the AutoText simply continue typing as normal ignoring the tip.
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