Adding Voice Comments and Auto Summarize in MS Word 2007
When the Voice Comments  or auto summarize tool  is added to the tool bar they are avalible in all of the tool bar ribbons and are placed in the Quick Access tool bar (casssette icon= voice comments, and paper with lines and a lightening bolt=autosummarize). 

1. Click on the Office Button (yellow circle icon at the top right. 

2. Click on Word Options 
[image: image1.png])

el R ZIEULD

Open

Conyert

Print

Prepare

Send

Publish

Close

Recent Documents.

Installing+ Voice+ Comment+Icon.doc
Creating Voice Notes in Microsoft Word (2).d.
Voice Notes in MS Word (2).doc

Dr Rose CAST UDL.doc:

Prov Centre telephone list.doc.

visual supports web sites.doc.

visual supports web sites.doc.

BMA links .doc.

Boardmaker advanced.doc
cyclel CAPs doc

STAFF DIRECTORY 2008 5D 69.00C
cycle1 SD7Ldoc

Test document Tool belt theory.doc
Prov Centre telephone lst.doc

Mid sland loan bank sign out.doc
2008 Region 1 short phone listdoc
SETforum minutes Oct Gth.doc

B0 O R S G O 4

Word Options | X. Exitviord




3. Click Customize

4. Select All Commands from the drop down list under ‘Choose commands from’
5. Scroll down until you find the command you would like to add like voice comments, auto summarize. Click on it and click the Add>> button it moves to the other side

6. Click OK 

7. These tools will not be available in the tool bar about the MS word Ribbons. 
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@ Customize the Quick Access Toolbar and keyboard shortcuts.
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