
CLASS NOTES 

Class:  V Topic:   

Chapter-5  Macros in Word 2013 Subject: Computer 
 
 

G. Fill in the blanks: 

1. You can assign a shortcut key to the macros in order to quickly start running them. 

2. In Word 2013, Record Macro is located in Macros group in view tab. 

3. Macros are used to Record and Play repetitive tasks. 

4. Review and Edit Macro button is not present in Macros drop-down menu in Word 2013. 

5. You can save approximately 10 -70% of time that is spent in doing repetitive tasks. 

 

H. Write the steps for creating a New Macro and assigning a shortcut key to it in Word 2013. 
Ans: - Step 1: Open a blank document. Go to View tab and click the Macro button and select ‘Record   
                         Macro’ option. 
           Step 2: A dialog box appears, write the name of the macro and click on the  
                         keyboard option. 
           Step 3: Press the key combination e.g. Ctrl+1 and click on Assign button. Click Close button to start   
                         macro recording. 
           Step 4: Type the text to record in macro, When you have finished, click Stop Recording option  
                         under the Macros option.  

 

I. Out of the four options given below, tick () the correct option. 
1. In Word 2013,    option is present in  

c.    View tab      

2. Macros can be assigned to 
c.    Both ‘a’ and ‘b’                 

3. Which button is not present on Macros drop-down menu in Word 2013? 
            c.    Play Macro         

4. You can speed up the formatting of a table and any complex table formatting can be applied to 
tables in a flash using 
d. Macros 

5. Macros 
d. All of the above 



6.  is used for 
b. Record Macro 
 

7. Which of the following options can be done with the help 
of given dialog box? 
d. Both ‘a’ and ‘b’ 

e.  image indicates that, 
a. Macro is being recorded           

f.  is used for 
a. Pause recording                          
g.   is used for 
b. Stop Recording 

 
Note: The above content/document is prepared at home. 
 


