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Microsoft Word: Macros

1-hour

Macros allow you to automate repetitive tasks. This workshop assumes a comfortable knowledge of Word. Topics include using find and replace, including special characters and formatting, creating applying and deleting macros, basic editing of macros and customizing Word Toolbars.

Topics: 

· Moving around in Word 
· Recording a Macro 
·  Limitations

· Page Setup

· Find and Replace

· Shortcut-Keys

· Menu/Toolbar Options

· Editing a Macro

· Deleting a Macro 

Worksheets: 

1Navigating and Selecting Text


1Arrow Keys


1Home and End


1Backspace and Delete


2Insert


2PageUp and PageDown


2Using the Mouse


2Scroll Bars


3Macros


3Record A New Macro


4Assign Macro To Toolbars:


5Assign Macro To Keyboard:


6Recording a Macro


7Shortcut Keys


[image: image11.png]Press new shortcut key:
[ceri+8]

Currently assigned to;
Bold






Navigating and Selecting Text

Arrow Keys

The ( (left arrow) on the keyboard will move your cursor left one character and the ( (right arrow) on the keyboard will move your cursor right one character.

· If you hold down the SHIFT key while moving your ( or ( you will select text as you move.

· If you hold down the CTRL (control) key while moving your ( or ( you will move word by word.  (Word considers end of sentence punctuation (.?!) as whole words.)

· If you hold down the SHIFT and CTRL key while moving your ( or ( you will select word by word.

The ( (up arrow) and the ( (down arrow) on the keyboard move your cursor up and down respectively, line by line.

· If you hold down the SHIFT key while moving your ( or ( you will select text as you move.

· If you hold down the CTRL (control) key while moving your ( or ( you will move paragraph by paragraph.  (Every Enter (¶) is considered a paragraph).

· If you hold down the SHIFT and CTRL key while moving your ( or ( you will select paragraph by paragraph.

Home and End

The HOME key takes to you the beginning of the current line.

· If you hold down the SHIFT key when you press the HOME key you will select text from where the cursor is blinking to the beginning of the line.

· If you hold down the CTRL (control) key when you press the HOME key you will move to the beginning of the document.  

· If you hold down the SHIFT and CTRL key when you press the HOME key you will select from where the cursor is blinking to the beginning of the document.

The END key takes you to the end of the line.

· If you hold down the SHIFT key when you press the END key you will select text from where the cursor is blinking to the end of the line.

· If you hold down the CTRL key when you press the END key you will move to the end of the document.  

· If you hold down the SHIFT and CTRL key when you press the END key you will select from where the cursor is blinking to the end of the document.

Backspace and Delete

The Backspace key erases text backwards, from right to left.  The Delete key erases text forwards from left to right.  

· If you hold down the CTRL key when you press Backspace or Delete, it will erase word by word.

Insert

The Insert key will put MS Word into “overtype” mode.  Look along the bottom of the screen the little OVR on the status bar will go dark to show you that you are in “overtype” mode.
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.  Overtype Mode means that instead of inserting text where the cursor is currently blinking, Word will start replacing text, typing “over” what’s already there.  To get out of overtype mode, you can press the Insert button again, or double click on the little OVR.

PageUp and PageDown

The PageUp key will move your cursor up one screenful.  The PageDown key will move you down one screenful.  

· If you hold down the SHIFT key when you press the PageUp/PageDown key you will select text from where the cursor is blinking to the screenful above or below (respectively) of where your cursor were blinking.

· If you hold down the CTRL key when you press the PageUp/PageDown key your cursor will move to what your browse object buttons are set to, by default this is to the top of the previous or next page (respectively).  However, if you have used the Find/Replace/Goto features in Word, it will reset these buttons (and this shortcut key) to search for that item.  

Using the Mouse

 If you move your mouse over text and you:

· Click once – Word will move the cursor to where you clicked.

· If you hold the SHIFT key when you click, it will select the text from where the cursor was blinking to where you clicked.

· If you hold the CTRL key when you click, it will select the sentence you clicked on. 

· Click twice (Double Click) – it will select that word.

· Click three times – it will select that paragraph.

· Click and Drag (don’t let go of the mouse) it will select text, from where you first clicked to where you let go of the mouse button.

If you move your mouse out into the left margin so that the mouse cursor turns into a white arrow that points back at the text and you:

· click once – it will select the line

· click twice – it will select the paragraph

· click three times – it will select the whole document (Same as select all Ctrl-A)

Scroll Bars

The scroll bar will move you in the direction you wish, however it does not move the cursor, only the screen view.  Remember the keyboard stays active with the blinking cursor.  If you scroll to an area you wish to type in, be sure to click on the screen to move the cursor to that location.

Macros 

A macro is a series of commands executed with just one command from the user.  You can use Microsoft Word’s macros to automate any tasks that you find yourself repeatedly doing.  

Record A New Macro
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You can double click on the [image: image3.png]


 on the status bar or from the Tools menu, choose Macro, Record New Macro… and you will get this dialog box:

The first step is to give your macro a descriptive name. You cannot use spaces or dashes (hyphens) in your macro name, if you try, it will give you an error message and cancel the operation.  You can use underscores ( _ ) in place of spaces/dashes. (i.e. Page_Setup or Delete_Spaces will work).

Next decide where to store the macro.  You can save it in the Normal.dot, which will make it available for every document in Word (on the computer you are working on), or save it in just this document, such that the macro is only accessible when you open this file no matter what computer you use.  

You can enter a description to better explain what this macro will do, the description can be edited at a later time.

Finally decide if you want this macro to be displayed on the toolbars or if you want a shortcut key assigned to it.  You do not have to decide here, you can assign a button or shortcut key after the macro is created through the Tools->Customize window.  If you do not want either you can just click OK and begin recording your macro.  If you want both, choose the Toolbars button first, from there, you can expand to the keyboard.
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Assign Macro To Toolbars:

When you choose to assign this macro to the toolbar, Word takes you to this customize screen.  From here, you pick up the button listed under Commands: and drag it to a location on the existing toolbars.  

When you place this button on the toolbar or menu, it will appear as a text button that states what you see listed there in the command box.  The one shown here would appear as such:
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Once you place your button on the toolbar you will see the Modify Selection button light up.  This button gives you several options regarding this button.
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Once you change the button, you can Reset it.  At anytime you can Delete the selected button.

You can rename the button in the Name: box.  This is the name that is displayed on the toolbar.  

You can copy the picture off another button, by clicking on that button, choosing Copy Button Image and clicking onto your macro button and choosing Paste Button Image.

There are more buttons available under Change Button Image.  You can Edit Button Image… to customize a button to your own design.  

Notice this menu is currently set to Text Only (Always).  Once you add an image it will change to Image and Text.  If you don’t want to see the text on the toolbar at all, you can set this to the Default Style for just the image.  You can also set it to Text Only (in Menus), to not see an image.

The option to begin a group places a spacing line before the button or menu item you are on.  

Once you have set up your button to your satisfaction you can click the Close button to continue creating your macro, or you can click the Keyboard... button to assign a keyboard shortcut.

Assign Macro To Keyboard:
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Whether you choose the Keyboard command from the Record New Macro dialog box or from the Customize Toolbar dialog box you will get this Customize Keyboard window.  

Microsoft Word has many many preset shortcut keys.  It’s never a good idea to replace a shortcut key that is already in use.  When you come to this screen your cursor will be blinking in the Press new shortcut key: box.

[image: image16.wmf]Why you press your combination of keys you will get a message under the box telling you if this key combination is currently assigned.
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Word will tell you what the shortcut key is assigned to if the combination that you entered already has a value.  I recommend using control and the numbers on the Num Pad (the numbers on the far right of your keyboard).  Usually all but the 5 are unassigned.  (**be sure the Num Lock is on… Ctrl+Num 1 is very different from Ctrl+End**)

Once you have found the key combination you think you can remember and you are pleased with, click on the Assign button and then the OK.

Recording a Macro
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After you have assigned a menu/toolbar option and/or a keyboard shortcut to you macro, Word takes you back into your document.  There are a few clues that show you are recording.  The biggest is your mouse now has a cassette attached to it:  

You will also have a new toolbar floating on your screen.  If you would like you can move the toolbar without affecting the macro, but be careful not to close it.

This new toolbar only has two buttons, stop and pause.  If you click the X to close this menu, it will still be recording the macro.  You can see this from the dark [image: image5.png]REC



 on the status toolbar.  

As you do tasks in Word, the Macro recorder keeps track.  The mouse does not always behave the way it should.  If you are proficient with the keyboard commands, you will have much more effective macros.  See the worksheets on Navigating and Short Cut Keys.

You cannot insert files or pictures within a macro.  Word will let you do it, but when you try to run the macro, it will not work.

Once you have completed all the steps you want your macro to automate, stop the recording by clicking on the square stop button.  If you do accidentally close the stop recording toolbar, you can stop recording by double clicking on the REC, or by going to Tools, Macro, Stop Recording.

Test your macro, whether you placed this macro on a menu, on the toolbars or set up a shortcut key, you should make sure all options work.  You can always go through the menu, and choose Tools, Macro, Macros…  Choose the macro you created and click the Run button.

If you Edit the macro you will actually see the visual basic code.  I do not recommend playing with this.


This screen allows you to 

· Run a macro

· Step Into a macro (see the first step of your macro)

· Edit a macro (see the visual basic code behind it)

· Create a new macro (with just visual basic code)

· Delete a macro

· and use the Organizer... to copy macros from other documents or templates.

Shortcut Keys

Ctrl-A – Select All
Shift-Ctrl-A – All Caps

Ctrl-B – Bold
Shift-Ctrl-B – Bold

Ctrl-C – Copy
Shift-Ctrl-C – Copy Format

Ctrl-D – Font
Shift-Ctrl-D – Double Underline

Ctrl-E – Center
Shift-Ctrl-E – Track Changes

Ctrl-F – Find
Shift-Ctrl-F – Font - Format Toolbar

Ctrl-G – Goto


Ctrl-H – Replace
Shift-Ctrl-H – Hidden Text

Ctrl-I – Italicize
Shift- Ctrl-I – Italicize

Ctrl-J – Full Justify


Ctrl-K – Hyperlink
Shift-Ctrl-K – Small Caps

Ctrl-L – Left Align
Shift-Ctrl-L – Bullet

Ctrl-M – Increase Indent
Shift-Ctrl-M – Decrease Indent

Ctrl-N – New Document
Shift-Ctrl-N – Normal Style

Ctrl-O – Open Document


Ctrl-P – Print Dialog Box
Shift-Ctrl-P – Size - Format Toolbar

Ctrl-Q – Reset Paragraph

Ctrl-R – Right Align


Ctrl-S – Save 
Shift-Ctrl-S – Style - Format Toolbar

Ctrl-T – Increase Hanging Indent
Shift-Ctrl-T – Decrease Hanging Indent

Ctrl-U – Underline
Shift-Ctrl-U – Underline

Ctrl-V – Paste
Shift-Ctrl-V – Paste Format

Ctrl-W – Close Document
Shift-Ctrl-W – Word Underline (no spaces)

Ctrl-X – Cut


Ctrl-Y – Redo


Ctrl-Z – Undo


Ctrl-1 – Single Space


Ctrl-2 – Double Space


Ctrl-5 – 1.5 Spacing


Ctrl-Home – Go to Beginning of Document
Shift- Ctrl-Home – Select to the beginning

Ctrl-End – Go to End of Document
Shift-Ctrl-End – Select to the End

Shift-Ctrl-> - Increase Font Size
Shift-Ctrl-< - Decrease Font Size

Ctrl-] – Increase Font Size (by points)
Ctrl-[ – Decrease Font Size (by points)

Microsoft Word:
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