Customizable Assessment

Using Macros, Forms, and Templates

Assessment: Create and Run a Macro

In this exercise, you will create a macro that saves and closes a document. You then will assign the macro a shortcut keystroke and run it.

1. Open Word and follow these guidelines:

· Create a new document and type the phrase Macro Test at the top

· Save the file as Save and Close
· Replace the phrase Macro Test with Save and Close Macro Test
· Create a macro named SaveClose (replace it if it already exists)

· Assign the macro to the shortcut keystroke (Alt)+(C)
· Make the macro record the following commands:

· Save the document (using the Save button)

· Close the document

· Stop recording the macro

· Open the file Save and Close
· Center the phrase Save and Close Macro Test on the line

· Run the SaveClose macro

2. Open the Save and Close document. The phrase should be centered; the alignment change was saved by the macro.

3. Close the document.
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