WORD 2007 

There are a number of ways to have French characters readily available to WORD documents. 

These methods are outlined below. 

Method 1 

The simplest method is to have the required characters saved somewhere and then to copy and paste them as required. 

The characters are:-

é 

è 

ç 

The drawback of this method is that it can become laborious continually copying and pasting the required characters. 

Method 2 

The next method is to use:-

Insert / Symbols group / click on Symbol / click on More Symbols . . . 

The Symbol pop up window should now launch. 

In the Symbols tab change the Font: field to read:-

Times New Roman

Find the required characters which are:-

é 

è 

ç 

Once the required character has been found click on it (this should highlight the character in blue) then click on Insert in the lower right hand corner / the selected character should now appear in your document / click on Close. 

The drawback of this method is that it can, like Method 1, become laborious. 



Method 3 

1. The final method is to set up a macro and attach that macro to the Quick Access Toolbar. 

What follows are the exact steps necessary to achieve this for the letter é. 

***** PREPARATORY STEPS *****

2. Insert / Symbols group / click on Symbol / click on More Symbols . . . 

The Symbol pop up window should now launch. 

In the Symbols tab change the Font: field to read:-

Times New Roman

Find the required character which is:-

é 

Once the above character has been found click on it (this should highlight the character in blue) then click on Insert in the lower right hand corner / the selected character should now appear in your document / click on Close. 

Now delete the character é that has just been inserted into your document. 

The purpose of this step (number 2.) is to make sure that the required letter (é) is readily available when the macro is set up in the next step. 

***** SET UP MACRO ***** 

3. (a) Now the macro is going to be set up. To do this:-

View / Macros group / click on the drop down arrow beneath the word Macros / click on Record Macro . . . 

The Record Macro window should launch. 

3. (b) Change the Macro name: field to something meaningful (for example E_With_Acute_Accent). 

3. (c) Change the Store macro in: field if you want to (I left it as All Documents (Normal.dotm)). 

3. (d) Change the Description: field if required (I left it blank). 

3. (e) Click on OK in the lower right hand corner. 

***** THE MACRO WILL START RECORDING YOUR KEY STROKES AT THIS POINT *****

3. (f) Click on the main Insert tab / Symbols group / click on Symbol / click on More Symbols . . . 

The Symbol pop up window should now launch and it should appear as follows (provided you have done number 2. above). 

The Symbols tab should be open and the Font: field should read:-

Times New Roman

The required character which is:-

é 

Method 3 cont 

 - should already be highlighted in blue. 

3. (g) Click on Insert in the lower right hand corner / the selected character should now appear in your document / click on Close. 

3. (h) Click on the View (main tab) then:-

Macros group / click on the drop down arrow beneath the word Macros / click on Stop Recording 

***** THE MACRO WILL STOP RECORDING YOUR KEY STROKES AT THIS POINT *****

4. You need to delete the é character that was inserted when you ran 3. (g) above. 

***** ATTACH THE MACRO TO THE QUICK ACCESS TOOLBAR ***** 

5. Click on the Office Button / click on Word Options in the lower right hand corner / 

The Word Options window should launch. 

6. Click on Customize on the left hand side / on the right hand side there is an option called:-

Choose commands from:

Click on the drop down arrow in the right of the above field then click on Macros 

7. In the box below you should see the macro that has just been set up:-

E_With_Acute_Accent

Click on the above option (this will cause it to be highlighted) then click on:-

Add>> 

 - in the middle of the screen. 

You should now see the E_With_Acute_Accent macro added on the right hand side of the screen. 

8. If you now click on OK in the lower right hand corner a button will be added to your Quick Access Toolbar. 

***** TEST THAT THE ABOVE PREOCEDURE HAS WORKED ***** 

9. If you now click on the button that has just been added to your Quick Access Toolbar you should find that:-

é

 - is added to your document. 

You can repeat Method 3 for any other (French) characters that you wish to add to the Quick Access Toolbar. 

Other Methods 

There are other methods available to get French characters into documents but, for the sake of brevity, they are not mentioned here. 
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