AutoText


Reduce the number of keystrokes by adding frequently used phrases to Auto Text. Examples: student’s name, address, and phone number. As the student begins to type the information, the text will appear. Press the Enter key to accept the phrase.

1. Type the phrase and then highlight.

2. Drag down the Tools menu to AutoCorrect. 

3. Click on the AutoText tab. You will see the phrase in the preview window. 

4. Click on the Add button on the right hand side.
 
5. When you return to the document type the first few letters and an AutoText window should appear. 
6. Press the Enter key.
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