Using Macros
Macros

If you perform a task repeatedly in Word, you can automate the task by using a macro. A macro is a series of Word commands and instructions that you group together as a single command to accomplish a task automatically. Instead of manually performing a series of time-consuming, repetitive actions in Word, you can create and run a single macro— in effect, a custom command — that accomplishes the task for you.

Here are some typical uses for macros: 

· To speed up routine editing and formatting

· To combine multiple commands; for example, File/print/save/close/exit.

· To make an option in a dialog box more accessible.

Word offers two ways for you to create a macro: the macro recorder and the Visual Basic Editor

Recording a macro

The macro recorder can help you get started creating macros. Word records a macro as a series of Word commands in Visual Basic for Applications. When you record a macro, you can use the mouse to click commands and options, but the macro recorder doesn't record mouse movements in a document window. When you're recording a macro, you can temporarily pause recording and then resume recording where you stopped. 

For quick access to your macro, you can assign it to a toolbar, a menu, or shortcut keys. Running the macro is as simple as clicking the toolbar button or menu command or pressing the shortcut keys. You can also use the Macros command (Tools menu, Macro submenu) to run a macro.
