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Macros—Why Automate?

Create and modify simple macros yourself
Make mundane formatting tasks:

& Quicker

& More simply

& More accurate

& Smarter
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Qverview

Today we will cover:

Creating and modifying useful VBA macros
Assigning macros to toolbars
Creating shortcut keys

Examples of automation tools at work
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Using the Macro Recorder

To start the Macro Recorder:

Select Tools > Macro > Record New Macro

OR

Double-click REC on the Word status bar
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Record Macro

Macro name:
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[macro1

Assign macro ko

Taolbars

Shore macro in:

Keyboard

|AII Documents (Mormal. dot)

d

Description:

Macro recorded 24/7/2006 by v lewis

Name your macro

Specify template to store macro — Normal.dot
Add to an existing toolbar — we’ll do this later
Assign a shortcut key — we'll do this later
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Stopping the Recording

In the Stop Recording toolbar (below), click the Stop

Sbh™ X
ﬁ

Recording button.

Stop Recording
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Finding your Macro—the Visual Basic Editor

Tools | Table ‘Window Help

Tvpe aqu

Language

‘i d @D al g o - @

Compare and Merge Documents. ..

Protect Document...

ki

= =[] = =
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Macra

’| p Macros... Alt+FS

Templates and Add-Ins...
Custaomize, ..

Options. ..

@ Record Mew Macra., ..

Security...

| #| visusl Basic Editor Blt+F1L

Microsoft Script Editor — Alk+Shift+F11

Click Tools>Macros>Visual Basic Editor.
Shortcut key: Alt+F11 (also toggles back to Word)
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Project Explorer

View | Imsert Format Debug R
Code F7
=N object Shift+F7
Definition Shift+F2
Groups all high-level objects, Last Position  Chrl+Shift+F2
including macros modules B Object Browser F2
] Immediate Window  Ctrl+a
=1 Locals window
Click View>Project Explorer. & Watch Window
2 Call Stack... ChrHL
Shortcut key to access — CtI+R Y okt Bplrer Cir4R
g Properties Window F4
s Toolbox
Tab Order
Toolbars 3
Microsoft Word  AIE+FLL

©2007 Yechiel Lewis. All rights reserved

© 2007 Yechiel Lewis. All rights reserved

21/1/2007




Working with Word Macros

Project

New macros are stored in the module NewMacros.
Double click NewMacros to see your macro.

=R=NE £

=- &% Normal
- @-[77 Microsoft Wword Objects
=-{%5 Modules
482 NewMacros
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Running your Program

There are a few ways to run your VBA macro:
From the VBA Editor:
¢ On the toolbar, click the Run Sub button OR press F5.
OR

¢ Single-step through the program in debug mode: From the
Debug toolbar, click the Step Into button or press F8.

From a Word document:

1. Select Tools > Macro > Macros OR press Alt+F8.
2. Select the macro name.

3. Select Run.
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Debug Mode

Looking for a problem in a macro (program) is
called debugging.

Press F8 to execute the program statements one
at a time until the program ends.

As you run the program, switch between the
document and the program to see what the
program is doing.

Sub MyFirstMacrol)
Selection. TypeText Text:="Hello world"
Selection. TypeParagraph

End Sub
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Problem—Macros are Disabled

To set your Security setting to Medium:

Select Tools > Macro > Security. The Security
dialog box appears.

Click the Security Level tab and select Medium.

Note: Quit Word for this to take effect.
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Problem—No VBA Help

Visual Basic Help is an optional part of MS Office.

You may have to reconfigure your Office
installation to add the VBA Help feature.

© 2007 Yechiel Lewis. All rights reserved

Creating a New Toolbar

To create a new a toolbar:
Select Tools>Customize.
Click the Toolbars tab.
Click New.
In the Toolbar name textbox, type TW Tools.
Click OK.
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Assigning a Macro to your Toolbar

To add a macro button to the “TW Tools” toolbar:
Select Tools>Customize and click the Commands tab.
In the Categories list on the left side, select Macros.

In the Commands list on the right side, select the macro,
e.g. KWN. Drag this macro onto the TW Tools toolbar in
the document window and release it there.

Right-click the new toolbar item and select Default Style.

Right-click again and select Change Button Image and
select an existing image for the button.

Click OK.
Click Close.
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Assigning a Shortcut Key to your Macro

To add a shortcut key that runs your macro:
Select Tools>Customize.
Click the Keyboard button.
In the Categories list on the left side, select Macros.

In the Macros list on the right side, select the macro, e.g.
KWN.

In the Press new shortcut key textbox, press a shortcut
key to run the macro, for example, <Shift>+<CtrI>+K.

Click Assign.
Click Close>Close.

©2007 Yechiel Lewis. All rights reserved

© 2007 Yechiel Lewis. All rights reserved 21/1/2007




