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 Working with Macros 

 
THE BOTTOM LINE

A macro is a sequence of keystrokes or mouse commands saved together 
that can be performed by issuing a single command. When working in 
Word, you may find yourself repeatedly keying certain text, perhaps your 
name and title, within many of the documents you create. You can save time 
and keystrokes by creating a macro that will automatically add this text to a 
document each time it runs. A macro can be created to perform any number 
of commands in Word, including formatting text, inserting an object, and 
opening a dialog box. 

Writing a Macro 
The Record Macro command enables you to create a macro by recording a 
specific sequence of actions. To access the macro commands, the 
Developer tab must be displayed on the ribbon. 

WRITE A MACRO 

GET READY. Before you begin these steps, be sure to launch Microsoft 
Word and open a new document. 

1. Click the Microsoft Office Button, and then click Word Options. 
2. Click the Popular option, if necessary. 
3. In the Top options for working with Word section, select the Show 

Developer tab in the Ribbon checkbox, as shown in Figure 1. 
 

Figure 1 

Show Developer tab in 
the Ribbon checkbox 
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4. Click OK to display the Developer tab in the ribbon. Click the 
Developer tab. The macro commands are found in the Code group, 
as shown in Figure 2. 

 

Figure 2 

Developer tab in the 
Ribbon 

 

Record Macro 
button 

 
 

Code group 

 
 
5. On the Developer tab, in the Code group, click Record Macro. The 

Record Macro dialog box appears, as shown in Figure 3. 
 

Figure 3 

Record Macro dialog 
box 

 
 
6. In the Macro name box, key Name_Title. 
 

TROUBLESHOOTING 
When naming your new macro, ensure that you choose a unique name. If 
you enter a name that currently belongs to an existing macro, your newly 
recorded commands will replace any actions recorded in the original macro.  

 
7. In the Store macro in box, select All Documents (Normal.dotm), if 

necessary. 
8. In the Description box, key First and last name with title. 
9. Click the Keyboard icon to display the Customize Keyboard dialog 

box, as shown in Figure 4. 
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Figure 4 

Customize Keyboard 
dialog box 

 

 
10. Click to place your cursor in the Press new shortcut key box if 

necessary. On your keyboard, press Ctrl + 1. The dialog box should 
look similar to Figure 4. 

11. Click Assign, and then click Close. 
12. Key your name, press Enter, and then key President. 
13. On the Developer tab, in the Code group, click Stop Recording, as 

shown in Figure 5. 
 

Figure 5 

Stop Recording button 

 

Click to stop 
recording macro 

 
14. SAVE your document as Name_Title_Macro. 
 PAUSE. LEAVE the document open to use in the next exercise. 

As you have just seen, the Record Macro command enables you to create a 
custom macro by recording a sequence of actions. The macro commands 
are found on the Developer tab of the ribbon. To write a new macro, click 
Record Macro in the Code group to display the Record Macro dialog box. 
After you’ve entered a name for the macro, and a brief description, you can 
assign the macro to a combination of keys on the keyboard or to a newly 
created button on the Quick Access toolbar, as shown in Figure 3. This 
enables you to run the macro easily at any time using the designated keys or 
the button. After the macro has been named and/or assigned a shortcut, 
perform the set of actions to be included in the macro and click Stop 
Recording in the Code group. If you have not finished recording the entire 
sequence of actions, but need to perform other actions that should not be 
included in the macro, you can click Pause Recording in the Code group, as 
shown in Figure 6. 
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Figure 6 

Pause Recording 
button 

 

Click to pause 
recording macro 

When the macro recording is paused, the Resume Recorder button appears 
in the Code group, as shown in Figure 7. When you are ready to resume the 
macro recording, simply click Resume Recorder and complete the sequence 
of actions. 

Figure 7 

Resume Recorder 
button 

 

Click to resume 
recording of 
macro 

Using a Macro 
You can run a macro within any Word document. You can use a macro to 
save keystrokes, which can speed up your writing, editing, or formatting 
process.  

USE A MACRO 

USE the document from the previous exercise. 

1. Press Ctrl + A to select all of the text in the document, and then 
press the Delete key to remove the text.  

2. Press Ctrl + 1. Your screen should appear similar to Figure 8. 
 

Figure 8 

Running a macro 

 

 

  



Working with Macros | 5 
 
 

3. Press Ctrl + A to select all of the text in the document, and then 
press the Delete key to remove the text.  

4. On the Developer tab in the Ribbon, click Macros. The Macros 
dialog box will be displayed. 

5. In the Macro name list, select Name_Title, and then click Run, as 
shown in Figure 9. The text is reinserted in the document. 

 

Figure 9 

Macro dialog box 

 

Click to select 
macro 

Click to run 
selected macro 

 
 PAUSE. LEAVE the document open to use in the next exercise. 

The Run command enables you to run an existing macro within a Word 
document. If a macro has been assigned to a shortcut, you can quickly run 
the macro by either clicking the appropriate button on the Quick Access 
toolbar or by pressing the designated series of keys on the keyboard. You 
can also run a macro from the Macros dialog box by clicking Macros in the 
Code group. Select All active templates and documents in the Macros in 
section to display a list of custom macros created in Word.  

Word also provides several built-in macros for commonly used commands. 
In the Macros dialog box, select Word Commands in the Macros in list to 
view a complete list of built-in macros. 

Editing a Macro 
The Edit command is found on the Macro dialog box. This command 
enables you to make changes to an existing macro.  

EDIT A MACRO 

USE the document from the previous exercise. 

1. In the Code group on the Developer tab, click Macros. 
2. In the Macros dialog box, select the Name_Title macro, and then 

click Edit. The macro appears in the Microsoft Visual Basic editor 
window, as shown in Figure 10. 
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Figure 10 

Macro displayed in 
Microsoft Visual Basic 
editor 

 
 
3. Select the word President on the next-to-the-last line, and then key 

Chief Executive Officer. Your screen should appear similar to the 
screen shown in Figure 11. 

 

Figure 11 

Edited macro 

 
 
4. Press Ctrl + S to save the changes to the macro. 
5. Click File on the menu bar, and then select Close and Return to 

Microsoft Word. 

6. Press Ctrl + A to select all of the text in the document, and then 
press the Delete key to remove the text.  

7. Press Ctrl + 1. Your screen should appear similar to Figure 12. 
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Figure 12 

Newly edited macro 

 
 
 PAUSE. LEAVE the document open to use in the next exercise. 

As you have just seen, you can make changes to an existing macro using the 
Microsoft Visual Basic editor. In the Code group on the Developer tab, 
click Macros to open the Macros dialog box. Select the macro you want to 
edit, and then click Edit. You can edit, remove, or add additional text or 
actions to the macro. After you have completed all changes, be sure to save 
the macro before exiting the Microsoft Visual Basic editor.  

TAKE NOTE 
Making more extensive edits to an existing macro requires a working 
knowledge of Microsoft Visual Basic. If you have many changes to make to 
a macro, it may be easier simply to record a new macro. 

Deleting a Macro 
The Delete command is also found on the Macros dialog box. This 
command enables you to remove an existing macro from Word 
permanently. 

DELETE A MACRO 

1. In the Code group on the Developer tab, click Macros. 
2. In the Macros dialog box, select the Name_Title macro, and then 

click Delete. 
3. A Word dialog box appears, as shown in Figure 13. 
 

Figure 13 

Word dialog box 
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4. Click Yes to delete the macro and return to the Macros dialog box. 

Click Close to close the Macros dialog box. 
5. SAVE your changes to the document, and then CLOSE the file. 
 STOP. CLOSE Word. 

The Delete command allows you to completely remove an existing macro 
in Word. In the Code group on the Developer tab, click Macros to open the 
Macros dialog box. Select the macro to be removed, and then click Delete. 
Microsoft Word prompts you to confirm the deletion. Click Yes to 
permanently remove the macro. 
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