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How to Record a Macro in MS Word 2007 and MS Excel 2007
How to Select Text using the Keyboard.
The same process is used for Word and Excel and Word 2007 is shown here.

In Microsoft Office Word 2007 and Excel 2007, 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
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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). Note: To
work with macros in Office Word 2007and Excel 2007, you need to show the Developer tab —
as below.

Click the Microsoft Office Button (1) , and then click Word Options (2).
Click Popular (3).

Under Top options for working with Word, select
the Show Developer tab in the Ribbon check box (4)

Recent Docsments

_R. Change the most popular options in Word.

1 adubed-sidebar tovhdes

“ 1 asebef-tuitem ol

1 adabeB.main-wndiw doc -- Proching Top options for working with Word
4 intemmet secunty. dac --

§ text-boudeter.d dot ¥ Save #| Show Mni Teoibar on selection

h.;lo Sy b | — . p— ¥ Enable Lve Preview
1 o [¥], Show Developer tab in the Ribbon
& Customize +|ypatn e-mail attachments in Full Screen Reading view

ol Show Developer Lab in the Ribbon

T Pstiom IR B =

§ Regeat Fesciption new,ga¢

§ macrpwodd- el 2007 850 4

typ-laptop depbosd fral htm ¥ Add-Int

. —— The Developer tab indludes macre

b
o T
Wt B LsUD. BAE = st Comer 9 Ao A Athoap ool 2 !"‘ .
2es well a5 XML-related features
g tuddy image. Soc ¥ Resourees Persd
touchpad.doc b
”y h » o ad-eucel-200T m ¥
oy macro-wodd-euce m User name: | Dave
me “d-gacel- 2007 i
& - s #acel- 2007 2t memd = ok ~

Choose the languages you want to use with Microsoft Office

Using the Macro recorder.

On the Developer tab, in the Code group, click Record Macro (5 below).
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Note: If you give a new macro the same name as a built-in macro in Office Word
2007/Excel 2007, the new macro actions will replace the built-in macro. To view a list
of built-in macros, on the Developer tab, in the Code group, click Macros. In the
Macros in list, click Word Commands

In the Store macro in box, click the template or document in which you want to store
the macro.

o In the Description box, type a description of the macro.
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Macro button after recording — click to run

Do one of the following:

To begin recording the macro without assigning it to a button on the Quick
Access Toolbar or to a shortcut key, click OK.

To assign the macro to the Quick Access Toolbar (6 above), do
the following:

Click Button in Record Macro dialog box (above).

Under Customize Quick Access Toolbar, select the document (or all
documents) for which you want to add the macro to the Quick Access
Toolbar.

Under Choose commands from dialog box, click the macro that you are
recording, and then click Add.

Click OK to begin recording the macro.

To assign the macro to a keyboard shortcut, do the following:
Click Keyboard in the Record Macro dialog box (above).

In the Commands box, click the macro that you are recording.

In the Press new shortcut key box, type the key sequence that you
want, 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.

To stop recording your actions:

Click Stop Recording in the Code group.

Note: macros can always be run in any document by clicking Macros in the Developer Tab.

Selecting Text Using the Keyboard.
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‘ To select H

Keyboard action

| One character to the right ||

Press SHIFT+RIGHT ARROW.

| One character to the left ||

Press SHIFT+LEFT ARROW.

A word from its beginning to
its end

Place the insertion point at the beginning ofthe word, and then
press CTRL+SHIFT+RIGHT ARROW.

Aword fromits end to its
beginning

Move the pointer to the end of the word, and then press
CTRL+SHIFT+LEFT ARROW.

A line from its beginning to its
end

Press HOME, and then press SHIFT+EMND.

A line fromits end to its
beginning

Press EMD, and then press SHIFT+HOME.

| One line down ||

Press END, and then press SHIFT+DOWN ARROW.

‘ One line up H

Press HOME, and then press SHIFT+UP ARROW.

A paragraph from its
beginning to its end

Move the pointer to the beginning of the paragraph, and then press
CTRL+SHIFT+DOWN ARROW.

A paragraph from its end to its
beginning

Move the pointer to the end of the paragraph, and then press
CTRL+SHIFT+UP ARROW.

A document from its end to its
beginning

Move the pointer to the end of the document, and then press
CTRL+3HIFT+HOME.

A document from its beginning
to its end

Move the pointer to the beginning of the document, and then press
CTRL+SHIFT+END.

From the beginning of a
window to its end

Move the pointer to the beginning of the window, and then press
ALT+CTRL+SHIFT+PAGE DOWN.

The entire document

Press CTRL+A.

A vertical block of text

Press CTRL+SHIFT+F8, and then use the arrow keys. Press ESC
totum off the selection made.

The nearest character

Press F& to tum on selection mode, and then press LEFT ARROW
or RIGHT ARROW; press ESC totumn off the selection mode.

A word, a sentence, a
paragraph, or a document

Press F8 to tum on selection mode, and then press F8 once to
select a word, twice to select a sentence, three times to select a
paragraph, or four imes to select the document. Press ESC to tum
off the selection mode.
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