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Automate Tasks in Word using Macros 

MS Word 2003 MS Word 2007 

Recording a Macro 

� (Optional)  Make a list of steps for specific task you are 

going to perform. (e.g., applying bold and italic 

formatting at the same time) 

� From Tools menu, select the Macro submenu. Click on 

Record New Macro. 

 

Recording a Macro 

� (Optional) Make a list of steps for specific task you are going to 

perform. (e.g., applying bold and italic formatting at the same 

time) 

� From the View menu, go to Macros and click the Record 

Macro button. 

 

 
 

 

� Record Macro window will display. 

 

� In the Macro name, enter a new name for your macro.  

 

Tips:  

� Give your macro a name that describes the task. 

� Make sure that the macro’s name doesn’t include any spaces. Word will not let you record a macro with spaces in its name. 

 

� Enter description to the task. (Optional) 
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Assigning a keyboard shortcut to your Macro 

� From the Record Macro window, click the button Keyboard. 

 

� Customized window will appear. In the textbox Press new shortcut key perform your own keyboard shortcut. For example: 

alt+ctr+x.  

 

Note: Make sure the keyboard shortcut does not have corresponding shortcut key in Word. 

 

� In the lower left corner of the Customize Keyboard window, click the button Assign 

� Then click Close place in lower right corner of the Customized Keyboard window. 

� Then click the Close button. Word is now ready to begin recording the macro. Do whatever task you want to accomplish.  

Running a Macro 

� Position your cursor at the location in your document where you wish to perform your task. 

� Run your macro using one of these techniques. 

1. Press the keystroke combination that you assigned when you recorded the macro, or 
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2. From the Tool menu, select the Macro submenu. 

� Click the Macros. 

 
� From the Macros window, click on the name of the 

macro you wish to run. 

� Click Run. 

 

 

2.  From the View menu, click Macros submenu. 

� Click View Macros. 

 
 

� From the Macros window, click the name of macro you wish to 

run. 

� Click Run. 

 

 

 

 
 

We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form. 

You may also email your comments and suggestions to ict-process@pjlhuillier.com. 

Click here for back issues of ProductivI.T.y in MyLink. 

 


