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How to Record a Macro in MS Word 1997-2003 and MS Excel 1997-2003. 

How to Select Text using the Keyboard. 

 

 
 

 

Windows Macro 
Recorder

Reliable & User-friendly 

macro recorder for 

Windows. Download 

Now.  
www.workspacemacro.com

Powerful Macro 
Recorder

Record Windows Macros 

and automate any task in 

minutes. Free Download.  
www.WinAutomation.com

Excel Business 
Solutions

Spreadsheets Macros 

Add ins and VBA 

programs for business 

needs  
www.eppert-Consulting.com

Macro Software

Get rid of your repetitive 

tasks. Macro MD. Try 

now for free!  
www.MacroMD.com

Registry Cleaners 
Exposed

Don't Download Any 

Registry Cleaner Until 

You See This Shocking 

Review!  
RegistryCleanerHelp.org

MS Word is shown here but the same process is used in MS Excel. 

In Microsoft Office Word and Excel, you can automate frequently used tasks by creating 
macros. A macro is a series of commands and instructions that you group together as a 
single command to accomplish a task automatically. 
 
Typical uses for macros are: 
 
To speed up routine editing and formatting.  
To combine multiple commands — for example, to insert a table with a specific size and borders, 
and with a specific number of rows and columns.  
To make an option in a dialog box more accessible.  
To automate a complex series of tasks. 
 
 
You can use the macro recorder to record a sequence of actions, or you can create a 
macro from scratch by entering code in the Visual Basic Editor (not covered in this 
tutorial).  

On the Tools menu, point to Macro, and then click Record New Macro (as below). 
 

  

Using the Macro recorder. 
1. In the Macro name box, type a name for the macro (screenshot below).  
2. In the Store macro in box, click the template or document in which you want to store the macro. 
 
3. In the Description box, type a description for the macro.  
4. If you don't want to assign the macro to a toolbar, a menu, or shortcut keys, click OK to begin 
recording the macro. When recorded the macro can be run from Tools menu then Macro and 
clicking Macros.  
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Excel - Mail&Email 
Merge
Learn how to integrate 

with MS Word for Mail & 

Email Merges plus more!  
www.objectiveit.com

Financial Modelling
Quality models built 

timely and at competitive 

fixed fees  
www.modellingsolutions.co.uk

1-1 Training in Dorset

Microsoft Office - Word, 

Excel etc Half price TNA 

in January  
www.archwayct.co.uk

Downloadable Macro 
Books
Get over 1200 Excel 

visual basic macro 

examples with 

explanations  
www.add-ins.com/macro_examples

Macro

1000s of Brands, 100s of 

Shops, Macro at 

SHOP.COM  
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To Assign a Macro: 
Note: Excel will only give you the option to assign to a shortcut key (Ctrl+” “) in the 
above dialog box. 

1. To assign the macro to a toolbar or menu, click Toolbars in the Record Macro dialog box above, 
and then click the Commands tab. 
In the Commands box, click the macro you are recording, and drag it to the toolbar or menu you 
want to assign it to. Click Close to begin recording the macro. 
 
2. To assign the macro to shortcut keys, click Keyboard in the Record Macro dialog box above. In 
the Commands box, click the macro you are recording. In the Press new shortcut key box, type 
the key sequence, and then click Assign. Click Close to begin recording the macro. 
 
Perform the actions that you want to include in the macro.  

Note: When you record a macro, you can use the mouse to click commands and options, 
but not to select text. You must use the keyboard to select text. For more information 
about selecting text by using the keyboard, see Selecting Text Using the Keyboard 
below. 

Also: If you give a new macro the same name as an existing built-in command in 
Microsoft Word and Excel, the new macro actions will replace the existing actions. 
 
Macros can always be run in any document by going to Tools – Macro – Macros – click 
the Macro and then Run. 

Selecting Text Using the Keyboard. 
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Microsoft Excel Question?

Tech Support Experts Online. Ask 
A Question, Get an Email Answer 

ASAP!  

www.JustAnswer.com

Word Tutorial

Learn Word visually with this 
comprehensive learning tutorial.  

www.teachucomp.com

Free Spreadsheet CD

Plus Word Processor, Presentation 
software & more on CD - Free!  

FreeSoftwareCD.net

Macro Programming

Affordable Excel Development Exp 
Team, Custom Macros, Free Quote 

www.xlautomation.com.au
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