
HOW DO I WRITE A MACRO IN WORD

In Word, you can automate frequently used tasks by creating and running macros . A macro is a series of commands
and instructions that you group together as a.

On the Developer tab, in the Code group, click Macros. Select Custom Margins from the drop-down list. The
second method of creating a macro, writing one from scratch, is much more powerful. Select Normal. Step 3:
Record the macro Enter the keystrokes you want the macro to record. This tip applies to Microsoft Word 97, ,
, and  From the Insert tab, select Pictures. Be sure to copy them exactly as written. Click Add. To view a list of
built-in macros, click Word Commands in the Macros in list. Try it Free! Enter a width size of 5. Discover
More Saving Changes when Closing If you write a macro that makes changes to a document, you may want
that macro to save those changes. Check out Word For Dummies today! From step 4 above,select the View tab
again, and click Stop Recording. Click on the Current Font box and select Ariel. Never run macros that have
come from an untrusted source or download a Word document attached to a suspicious email. If the shortcut
key is already assigned to a command, a message will appear that says Currently assigned to followed by the
name of the command. There are actually two ways you can create macros. Note: Most of the shortcut keys
are already used by the system. Selecting the Keyboard Option If you select the keyboard option, you can
define which hotkey to assign the macro to. Next to Keyboard shortcuts, click Customize. If we assigned it to
a hotkey on the keyboard, we can press those keys to insert a table. In the Macro Name box, type a descriptive
name you want assigned to the macro you are writing. With the cursor still positioned at the end of the word
Donation in column 5, row 1: press and hold the Ctrl and Shift keys, then press the Left arrow key five times.
For more information about selecting text by using the keyboard, see Select text. Click Popular. In the Display
name box, type the macro name that you want to display. Insert a page break, then repeat steps P and Q above
to add headers and footers to the even numbered pages. Click on Create. Once recorded, you can tell Word to
repeat what you did at any time. More WordTips menu Comparing Strings When writing a macro, a common
task is the need to compare two strings.


