Using Shortcut Keys for Marking
Inserting comments into AutoText

· Set up marking comment grid

· Select a marking comment

· Go to Insert/Autotext/New or press Alt F3

· Create AutoText dialogue box appear and press OK
Assigning Shortcut Key to each Comment
· Go to Tools/Customize and dialogue box appears
· Select Command tab

· Click on Keyboard and a Customize dialogue box appears

· Scroll down categories list and select AutoText (each marking comment you have inserted appears in AutoText box)
· Select the Comment to assign shortcut key

· Place cursor in “Press new shortcut key box”

· Type in shorcut key as per comment grid

· Press Assign and close all dialogue boxes
