


Set Up A Macro For The Tick Symbol And Attach To QAT

It is a good idea before you start this process if you find the tick symbol in Insert / Symbols group / Symbols / because this way it will be available at the point number 2. below. 

1. View / Macros group / Macros / Record Macro . . . / the Record Macro screen should pop up / change the Macro name: field to (for example) Tick_Symbol / change the Store macro in: field if required / OK

2. Insert / Symbols group / Symbol / choose the tick symbol (by clicking it) / View / Macros group / Macros / Stop Recording. 

You have now set up your Macro for the tick symbol. 

The next thing to do is to attach it to the Quick Access Toolbar (QAT) as follows:-

3. Office Button (top left hand corner). 

4. Word Options (lower right hand corner). 

5. Customize (on left hand side). 

6. Choose commands from: 

(on the right hand side)

Select Macros in here. 

7. On the lower left hand side you should see the Macro that you have just set up. 

Click it (to highlight it) then hit the:-

Add>>

 - button in the middle of the window. 

Your Macro should now appear on the right hand side of the screen. 

Click OK. 

8. Your Macro should now be added to the Quick Access Toolbar. 

9. Click it to make sure that it works:-



The above show that the button that I have just set up does indeed work. 
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