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Word 2007:  Chapter 9 – Short Answer

Instructions: Fill in the best answer.

1. A(n) _______________ is a set of commands and instructions grouped together to allow a user to accomplish a task automatically. 
2. In word, a macro consists of _______________ code.

3. A(n) _______________ macro is a macro that is unavailable to Word.
4. To reuse a combination of color scheme and font set over again in the future, you save these settings with a theme _______________.

5. The _______________ creates a macro based on a series of actions you perform while it is recording.  
6. You click the _______________ button to suspend the macro recorder.
7. A(n) _______________ is a macro that executes automatically when a certain event occurs.  
8. A procedure begins with the words Sub and continues to the words _______________.

9. The _______________ checks a document for content that you might not want to share with others.
10.       The term XPS stands for _______________.

