Using the Autosummarize feature in Microsoft Word 2007

Please note:  Autosummary does not appear on the ribbons.  Before you can use AutoSummarize in Word 2007, you need to add AutoSummary Tools to the Quick Access Toolbar.

Adding  AutoSummary Tools to the Quick Access Toolbar

1. Click the Microsoft Office Button [image: image1.png]


, and then click Word Options [image: image2.png]Word Options




. 

2. From the Word Options Menu - Click Customize [image: image3.png]Popular
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3. In the list under Choose commands from, click All Commands 
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4. Scroll through the list of commands Click AutoSummary Tools, and then click Add. 
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5.  Click OK to add the AutoSummary Tools to the Access Toolbar.  

6. The AutoSummary Tools button now appears in the Quick Access Toolbar. 
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Using AutoSummary to Summarize a Document
1. On the Quick Access Toolbar, click AutoSummary Tools, and then click AutoSummarize. 
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2. The AutoSummarize box opens and you need to do the following:

a. Select the type of summary that you want to use.
b. Determine the length of summary in percent by typing or selecting the length of the summary to be included. 
c. Click on the ‘Update document statistics’ box to remove the check.  If the check is not removed the AutoSummarize will replace your existing keywords and comments in the document.
d. Once you are satisfied click OK.  
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***Congratulations you have now summarized the document.  [image: image9][image: image10][image: image11]
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