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Word 2003: Macros

Learning guide
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Why automate tasks in Word?

As you create documents in Word, you probably find that you must
complete many small tasks over & over. Word macros can help
you save time by automating repetitive tasks such as:

e Inserting frequently-used phrases

e Formatting headers and footers

e Inserting page and column breaks

After you record a macro containing all of the steps that make up a
task, you can direct Word to automatically perform this task at any
time.

Recording a macro

Getting started

e Open the document whose task you wish to automate.

e On a piece of paper or in a separate document, make a list of
all of the steps that must be performed before the task is
complete.

e From the Tools menu, select the Macro submenu. Click on
Record New Macro.

[ Tooks |
Letters and Mailings 3

| Macra s | b Macros,., Alt+Fa
Templates and Add-Ins... | @ Record Mew Macro... o

'-;'5 AutoCorrect Options, .. Security... s
CuBllEzo. P visual Basic Editor Alt+F11
Sption=lr 4| Microsoft Script Editar  Al+Shift+F11
¥




Word will display the Record Macro window.
In the box labeled Macro name, enter a name for your new

macro. For best results:
o0 Give your macro a name that describes the task the macro

will accomplish.
0 Make sure that the macro's name doesn't include any
spaces. Word will not let you record a macro with spaces

in its name.
X]

Record Macro

Macra name:
(InsertITSText]

Assign macro bo
éi'\ Toolbars Kevboard
m

Skore macroing
|F'.II Dacuments (Marmal, dak)

Description:
Macro recorded 10/5)2004 by Josh Wilson

ok ]’ Cancel ]

In the box labeled Description, enter a description of the task

[
that your macro will automate.

Descripkion:
Macro recorded 10052004 by Josh Wilson; inserts the text "Please st
me know if there are any questions I can answer For you,"

Assigning a keyboard shortcut to your macro

Keyboard.

Keyboard
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From the Record Macro window, click on the button labeled
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. From the Customize Keyboard window that appears, click in
the box labeled Press new shortcut key.

e Choose a keyboard shortcut to invoke your new macro.

e Press and hold the keys used in your shortcut.

e In the lower left corner of the Customize Keyboard window,
click on the button labeled Assign.

Customize Keyboard El

Specify a command
Commands:

Mormal MewMacros, InserkITS

specify kevboard sequence

Current keys: Press new shortcut key:
Chrl+Shift+|
Currently assigned ko: Italic
Save changes in: Mormal W
Descripkion

e The keystroke you chose will appear in the Current keys box.

e Click on the button labeled Close at the lower right corner of
the Customize Keyboard window.

e The window will close, and you'll be ready to begin recording
your macro.

Recording the steps in your macro

Once you've chosen a name and assigned a keyboard shortcut for

your macro, you're ready to perform the steps that make up the task

you wish to automate. While you're recording your macro:

e The Stop Recording toolbar will appear in the upper left of
your Word window.

e The recording cursor will replace the standard arrow and I-
beam cursor that Word displays.

Shw =
Stop recording w
button e

Stop Recording toolbar Recording cursor

Powered
by

s :




Powered
by

s

One by one, perform the steps that you wish to automate.
When you have finished recording each step, click on the
square Stop Recording button on the Stop Recording toolbar.

Tip: While you record your macro, you won’t be able to use your
mouse to select text within your document. To select text, hold

down the Shift key on your keyboard and press the arrow keys to
change the size of the selected area.

Running a macro
If necessary, click to position your cursor at the location in

your document where you wish to perform your task.
Run your macro using one of these techniques. Either:

Press the keystroke combination that you assigned when you

recorded the macro, or
From the Tools menu, select the Macro submenu.
o Click on Macros.
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o From the Macros window, click on the name of the macro

you wish to run.
o Click on the button labeled Run.

Macros E|g|
Macro name:

[nserEITSTexk Run
CreateFooter ~ k
CreatePDFARDCloseDoc
CreatePDFARdDokobCloseApp step Into
DelallZomments m
DoPrefsForm
ImEortComments
RestoreClipboard
ReviewingToolbar
SaveandEmptyClipboard Delete
ShowlInstructions
ShutdownPDFMakerDLL v Crganizer...

Macros in: | Al active templates and documents -

Description:

Macro recorded 1052004 by Josh wilson
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Creating easy access to your macro

Once you’ve recorded your macro, you can run it even more easily
by making it accessible from one of Word’s toolbars or menus.

Creating a toolbar button for your macro

e From the View menu, select the Toolbars submenu. Click on

Customize.

e At the top of the Customize window that appears, click on the

Commands tab.

e Inthe Categories list at the left of the window, scroll down

until the Macros category is visible.
e Click on the Macros category.

Customize

Toolbars | Commands | Options

To add a command to a toolbar: select a categaory and drag the
command out of this dialog box to a toolbar,

Categories; Cammands:

"[";'"'i”d'_:'w and Help A | | | AdobePDFMaker. ImportCammen #*
taing
AutaShapes ,533. AdaobePDFMaker. InparkCammen
Borders
Mail Merge ,533. AdaobePDFMaker. InparkCammen
Farms
cantrol Toolbax ,533. Marmal MewMacros, CreateFooke
All Cormands & Marmal MewMacros. InsertBreaks
Fonks w ,533. Mormal NewMacros, InsertITSTEs
Description:
Save in: |Mormal A [Eevbu:uard... l [ Close

e Inthe Commands list at the right of the window, scroll down
until you find the name of the macro for which you wish to

create a toolbar button.
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Drag the name of the macro to the location where you wish to
place its toolbar button.

SR

To add a command to a toolbar: select a category and drag the
corrmand out of this dialag box to a taalbar,

Cakegories: Commands:

Window andHelp A | | & adohePDFMaker. Impg
Drawing

AutaShapes ,5,53, AdobePDFMakepAtnportConmmen
Borders

Mail Merge ,533. AdobeP aker, ImportCommen
Eoorl.'ln;rsol Toalbo: ,533, al. MewMacros. CreateFoote
all Commands Normal.NewMachs.InsertBreak%
Fants W ,53&. Iz‘ldormal.NewMacms.InsertITSTe) w
Description:

Macro recorded 100442004 by Josh Wilson

e From the Customize window, click on the Modify Selection

button beneath the Categories list.

e From the drop-down menu that appears, select the text that

appears inside the box labeled Name.

e Enter a name for the toolbar button you just created.
e Click on the Modify Selection button again to save the name

you just created.

Madify Selection =

Delete

| Mame: |Insert Line Breaks]]

Copw Butbon Image

Reset Butkon Image
Edit Buttan Image. ..

Change Butkon Image »

Defaglt Style

Text Only (Always)

Text Only {in Menus)

Image and Texk

Begin a Group

Bssign Hyperlink, 3

e At the bottom right of the Customize window, click on the

button labeled Close.
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Creating a menu item for your macro

From the View menu’s Toolbars submenu, click on
Customize.

From the Customize window, click on the Commands tab.
In the Categories list, click on the Macros category.

In the Commands list, find the name of the macro for which
you wish to create a menu item.

Drag the macro’s name to the menu from which you wish to
access the macro.

After a brief pause, the menu’s contents will appear.

Drag the macro to the menu position where you want the
macro’s name to appear.

Tools
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4 Research... A+ Click.
Language 3
word Count, ..

/i’] Aukosummarize. ..

Speech

Shared Workspace. ..
1 Track Changes Ckrl+5hift+E
Zompare and Merge Documents. .,

Prokeck Document. ..

Zinline Collabor ation 3
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Templates and Add-Ins...
=+ futoCarrect Cptions.

Customize...

Options. ..

From the Customize window, click on the Modify Selection
button beneath the Categories list.

From the drop-down menu that appears, enter a name for the
menu item you just created inside the box labeled Name.
Click on the Modify Selection button again to save the name
you just created.

At the bottom right of the Customize window, click on the
button labeled Close.
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