Office Word 2003 

Tutorial 11 Internet Assignment

Automating Word for an Antique Dealer

You work for a small antique dealer in your hometown. Recently your boss, Tom, realized he could increase his sales by sending direct mail to customers who have purchased items from his store in the past. Tom has asked you to create a series of flyers that will showcase new items as they come into the store. To make this task easier, you are going to customize Word to include macros as well as your own toolbar.

1. Start Word, and begin with a blank document.

2. Save the document as Antiques[your_initials].doc.

3. Begin by creating a customized toolbar called Antiques. You should add commands on this toolbar that will be necessary to create the flyers such as New, Save, Print Preview, Print, Insert Picture, and Crop.

4. Save your work on the document thus far, and start your Internet browser.

5. Search the Web for antique items. You will need at least three items to include on your flyer. Be sure to obtain the names of the items, the price you are going to charge, and a picture of that item.

6. Switch back to your document, and continue working on the flyer. Copy and paste the information you found online. You will resize and format this information with macros. The appearance of the items is irrelevant at this step. However, you might wish to add this information into a table using the skills learned in previous chapters.

7. Save any changes thus far to the document.

8. Record a macro that automatically resizes your pictures to fit on the page or in the table (e.g., 2” width). Name this macro Resize, and place it on your custom Antiques toolbar.

9. Record a macro that automatically formats the font and typestyle of the titles of the items (e.g., Times New Roman, Italic, 18 pt, Title Case). Name this macro Title, and place it on your custom Antiques toolbar.

10. Record a macro that automatically formats the font and typestyle of the price of the items (e.g., Times New Roman, 24 pt, Red). Name this macro Price, and place it on your custom Antiques toolbar.

11. Save an AutoText entry such as this: 
For information on any of the above items, please contact us at (001) 555-1212. We look forward to doing business with you again soon!
12. Enter your new custom AutoText at the bottom of the flyer.

13. Preview and save your document.

