
A macro is a set of procedures that Word can run automatically with a single keyboard shortcut or button click. Nearly anything 
you can do with Word can be automated with a macro, because every Word command has an equivalent macro command.

Planning to Record Your Macro

- Check to ensure that you've set up your document to be in the same condition that it will be in when you run the 
macro later. For instance, if you're planning to record a macro that selects and reformats a paragraph, make sure your 
selection point is within the paragraph. Otherwise, you'll have to record steps to move there - step that might cause 
problems when you run the macro later.

- If possible, take precautions to make sure the documents you run your þ nished macro on later will react appropriately 
to it. For example, if you're creating a macro that inserts text at the beginning of the document, the þ rst step you record 
should be a command that moves to the beginning of the document. That way, the macro will work correctly no matter 
where your insertion point is located in the document.

- Think about how to avoid error messages. For example, when you close a document that contains changes, Word   
displays a message asking if you want to save the document. To avoid seeing this message, record a File, Save com-
mand before you record the File, Close command.

- Make the macro as generic as possible; the steps you record shouldn't depend on the presence of text that only exists 
in the document you have open now. The more generic your macro, the more places you can use it.

- Consider keyboard shortcuts for navigation and text selection. While Word macros can record mouse toolbar button 
clicks and menu selections, they can't record mouse navigation and text selection. You have to use keyboard shortcuts 
instead.

- If you're recording macros that use Word's Find and Replace feature, use the Search All option to make sure Word   
searches the entire document, no matter where your insertion point is currently located.

Recording Your Macro

The quickest way to start recording a macro is to double click the dimmed 
out REC out REC out button on the status bar. The button will be dim when the macro 
is off and highlighted when the macro is recording. Alternatively, you 
can choose Tools>  Mac ro>  Record New Mac ro. The Record Mac ro 
dialog box opens.

Now you have a few decisions to make: what to name your macro, where 
to store it and whether to attach the macro to a toolbar or keyboard short-
 cut.

Naming Your Macro.   Use a name that's as descriptive as possible, 
sub ject to the following constraints:

- Don't include spaces.
- You must start with a letter of the alphabet, though you can use numbers afterward.
- Names can consist of up to 80 letters and numbers; symbols and punctuation marks are not acceptable.

Å Type signature -- we will create a macro for your signature block

Deciding Where to Store Your Macro.   Unless you specify otherwise, Word stores new macros in the Normal.dot template, 
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where they are available to all your documents. If you prefer, however, you can store the macro in any open template. Word 
gives you another choice as well: you can store your macro with your document. When should you use each option?

- If your macro will be usable in many different kinds of documents, store it in Normal.dot.
- If you expect to use a macro only in specialized situations and you have a template associated with those situations, 

store it there. For example, if you have a template for generating sales proposals, that's where you should store a macro 
that inserts boilerplate scheduling and pricing information you only use in proposals.

- Store the macro in your document if you intend to distribute the document to other users.

Toolbar or Keyboard Shortcut?   It is not essential that you assign your macro to either a toolbar or a keyboard shortcut. You 
might plan to use the macro only on rare occasions; in that case, you can run it from the list of macros Word displays when you 
choose Tools> Macro> Macros.Tools> Macro> Macros.T

However, if you plan to use the macro often, you should assign a toolbar or a keyboard shortcut. Some helpful suggestions:

- You can add your macro to a toolbar that's always open, such as the Standard or Formatting toolbar. The advantage of 
adding a macro to the Standard or Formatting toolbar is that it will virtually always be visible to your users; they won't 
have to be reminded that it exists.

- You can add your macro to a specialized toolbar, or one you create yourself. Then it will only be available when that 
toolbar is visible. This has two advantages. You don't have to worry about þ nding available space on the standard or 
Formatting toolbars, and you can cluster related macros together on the same toolbar. The disadvantage is that your   
screen will be more cluttered and your editing window will be smaller.

- You can create a keyboard shortcut associated with your macro. Keyboard shortcuts, of course, take up no space on 
your desktop. They're quick and easy to use. 

To assign a keyboard shortcut:

Å Choose Keyboard in the Record Macro dialog box

The Cutomize Keyboard dialog box opens.

Å Press the keyboard combination you want to use (don't type the 
combination - just press the keys); e.g. <Alt + S> for our sig na ture 
macro

The combination will appear in the òPress new shortcut keyó text 
box. If that combination is already in use, Word tells you which 
func tion is assigned to that combination.

Å When you þ nd a combination that isn't being used, click the As-
sign button and then the Close button

The dialog box closes and the Stop Recording toolbar opens. The þ rst 
symbol on the toolbar is the Stop Recording button. The second one is the Pause Re cord ing but ton. You can now 
record your macro.

Å Type Sincerely,
Å Press <Enter> three times and type your name
Å Press <Enter> and type your title

Å When þ nished, click the Stop Recording button and close your document; don't save
Å Open a new document

To assign a toolbar button:




