
 Name ____________________________ 

Customising Word for the French Department 
When students use Word in their French lessons they are expected to use French accents. The French 
department has a list of special key combinations that produce each of the accents. For example, holding 
down the ALT key and entering 0224 will produce the letter à as long as you use the number pad to the right 
of the keyboard, rather than the numbers at the top of the keyboard. The complete list is given on the back of 
this sheet. 

Students are given a reference sheet containing all the accented letters needed in French. Although this lets 
them insert the correct letter, it does slow students down. 

The French department would like a set of extra tools on the toolbar or, if possible, a special French toolbar. 
The tools would allow students to insert accented letters a document. 

Each tool should have a picture showing the letter that will be inserted when it is clicked. 

The French department would like a document which could be placed on the H drive for all students to use. 
When a student opens this document they want them to see a new empty document with the five additional 
buttons on the toolbar. 

Write an outline of how you will solve this problem. You should find that you need to use technical words 
such as Macro, Template, Button, Button Editor, Toolbar and Customise in your outline. You may also find 
it useful to illustrate your outline with pictures or diagrams. 

When you have completed this outline, have it checked by your teacher who will then ask you to implement 
your solution. 

Outline Plan for Solving the Problem 
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Accented Letters 
Each letter is obtained by holding the ALT key down while typing the four digits given 

Digits 0224 0226 0231 0232 0233 0234 0235 0238 0239 0244 0249 0251 

Letter à â ç è é ê ë î ï ô ù û 
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