Eve Golden 

Combined NETA/CAEN meeting

Wednesday, November 20, 2002


Hi, folks. This is the handout for the combined NETA/CAEN meeting on using and making macros in Microsoft Word. We will concentrate on macros designed for editors and translators, and on basic techniques for recording them, creating them, and running them. If you are coming to the meeting, please print out a copy of this and bring it with you. (If you're not, I hope you'll find it helpful anyway!) You might also like to print out the tutorial on macro recording whose URL I have given on the next page below. If you have or can borrow a laptop, bring it, too, along with the electronic version of this document. We will be doing some on-the-spot macro making, and you may be able to build into Word some useful new tools. 

SECURITY:


One word about security, as I know that many of you worry about whether macros make you vulnerable.  Some do, but the kind of macros we are talking about are not dangerous to you or anyone else. Nor do they expose you to danger from anyone else. They are private sets of instructions that you give your own copy of Word,  and they are made specifically and exclusively to serve your own purposes. It is true that some macros travel within documents from computer to computer, but this kind does not. Furthermore, when you open a document from someone else and see the warning box:
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you can still tell Word to Disable Macros. This warning applies to macros in the new document, but not to the ones present in your own copy of Word, which will continue to function as always. 

WORD VERSIONS: And one word about Word versions.  There are two basic categories of Word macros, those written in WordBasic (up to Word 95), and those written in Visual Basic for Applications (Word 97 and on).  Later Words can read most WordBasic macros; early Words cannot read VBA. There are differences among the later (VBA) programs, but the simple stuff we'll be doing today is fundamental to all, so let's pretend they're not there. Note too that although we'll be talking about the VBA Words today, the recording technique is the same in earlier Words, so if you're still using Word 6 or 7, you can follow along fine.

DO-IT-YOURSELF MACROS

FOR WRITERS, EDITORS, AND TRANSLATORS

I. For a general tutorial on recording macros, please see the one prepared at the University of Reading in the UK. You'll find it at: 

www.reading.ac.uk/ITS/Topic/WordProc/WoPW7mac01

II. To install a macro in text form into your own copy of Word: 

Many excellent macros that may suit your purposes are available on the Internet or from friends, or can be created with the help of knowledgeable VBA types who are willing to lend a hand. (Endless thanks to Bryan Carbonnel of DailyWordTips for help with this macro, which has saved my sanity more times than I can think, and to Jefferson Scher and Hans V on Woody's Lounge. Also to Isabel Leonard for requesting it.)  Here is how to install into Word a macro that you receive as a text file. 

1) Copy and paste, or type, the text of your macro into a file, checking carefully that it's exactly correct. 

2) Click on Tools-Macro-Macros.  A dialog box will appear, possibly with a macro name already selected at the top. 
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(If my toolbars look strange to you, it is because they are packed with buttons for macros. Ignore anything unfamiliar. Very soon now your toolbar too will be full of your own favorite tools.) 

3) If a name is selected, disregard it. Type in instead the name of your new macro.  You will see it at the start of the text, Sub and before ().  The name of the vertical window macro, for example, is VerticalWindowCompact.

4) Look in the small box underneath the large macro window, that says Macros in:  and be certain that All active templates and documents appears there.  That will save your macro into your normal.dot template, the file in which all of your word settings are stored. (It is possible and often advisable to keep macros elsewhere, but that is a much more complicated proposition than we are tackling at the moment, so I am going to ignore it for the time being. 

5) Below that small box there's a slightly larger one called Description:, and in it you will see something like this: Macro created 11/02/02 by Eve Golden (your own name will be there, of course). 

6) It is very much in your interest to enter a brief description of what the macro does; i.e., arranges two files side by side so they are both visible, and zooms them down to 75% so that the entire width of both files can be seen at once.  

7) If you know already that you are going to assign the macro to a keyboard command, it is very useful to include that information in the description as well. I often include the keyboard shortcut in the macro name as a reminder (i.e., TogglePink_AltEP -- remember that no spaces are allowed in macro names, and the underscore can be useful in making them legible).  In the case of the VerticalWindows macro I didn't attach a keyboard shortcut, as I use it relatively infrequently and so find a toolbar button with a mnemonic picture more convenient. 

8) Click "create."

9) The Word Visual Basic Editor will open in a new window.  There will be a large text screen in the center right, where you will see the following text: 

Sub VerticalWindowCompact()

' VerticalWindowCompact Macro

' Macro created date by user

End Sub

(See the screen shot on the next page.)
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10) Go back to your Word file and copy your macro text to the clipboard. 

PLEASE NOTE: Some macro texts include the Sub Macroname() line that you can see in the screen shot above, and the End Sub line at the bottom of the listing. Some do not. Be aware that a macro can have only one Sub and one End Sub.  So if your text includes these two lines, either do not copy them (that is, copy only the text between them) or remember to delete the extras when you paste the text into the editor screen. If either of these are duplicated, you'll get an error message when you try to run your macro. 

11) Go back to the Visual Basic Editor window. 

12) Paste your macro text into the blank space above End Sub. If you have an extra End Sub, remove it, along with any extra Sub Macroname() at the top.  If you want to correct or amend the descriptive information (the lines under Sub that are preceded by apostrophes), do it as you like, making certain to preface any descriptive lines with apostrophes so that Word does not mistake them for program code.

13) Click the icon of the floppy disk on the toolbar at the top left to save the file.

14) Close the Visual Basic Editor by clicking on the closing "X." 

15) Macros are programs, and like all programs they require testing. Try yours out.  DON'T try it out on an important file without a backup -- especially when dealing with formatting or Find-and-Replace.  Make a test file, just in case. If it works, great!  If it doesn't, get help in debugging it from someone who knows about this stuff; they are not hard to find for anyone who reads DailyWordTips. 

NOTE: From here on, this text applies to all macros, not only the ones you enter as text.  Recorded macros, macros written directly into the Visual Basic Editor, and macros installed by Word add-in programs (like Dragon Naturally Speaking and Trados, if Ken tells me true) can all be made accessible through these methods.

To assign macros to menus, toolbars, and keyboard. 

15) If you want to assign your macro to a keyboard command, a menu, or a toolbar button, click on Tools-Customize. Or right-click on a toolbar and click on Customize from the drop-down list. The Customize dialog box will appear. 
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16) Click on the Commands tab, and then move down the categories box till you come to Macros, and click on that.  You will see a list of your macros in the right pane. 

17) Select the new macro, and drag it to the toolbar or to the menu where you want it. (An I-beam shaped cursor will appear when you reach a spot where the macro can go.)  The macro will appear on the toolbar with a long and unwieldy name, prefaced by NewMacros.  Right-click on it, and edit the name as you like. 

18) You will see a number of entries on the right-click menu, some of which allow you to change, assign, etc., toolbar buttons.  
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Play with these. "Default style" means a button with only an icon on it. You can have a text button if you like, or you can have text and picture both. "Change button image" gives you a small choice of buttons from which to choose; you can modify these and they are a useful basis for more informative buttons if you feel creative. "Edit button image" allows you to design your button; the screen is pretty well self-evident and is a ball.  Beware, because you can waste incalculable amounts of time on this, as my toolbars (in the screen shots) prove. 

If you want to assign a keyboard shortcut, click on the Keyboard button at the bottom right. You'll get the following dialog box:
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Move down the Categories window to Macros, and select the one you want to assign.  Move your cursor to the Press new shortcut key: box, and click in it. Enter the shortcut key you want, starting with Shift, Ctrl, or Alt.  In the Current Keys box you'll see any assignments already made to that macro (note that this is a way to remind yourself of any keyboard assignments you may have forgotten).   If they shortcut you've chosen already belongs to something else, you'll be given a choice of whether or not to change it.  When you've chosen the shortcut, click Assign, and then Close. 

19) Close the Customize box and you're all set.  When you click on the button, the new menu command, or the keyboard shortcut, your macro will run! 

20) The first time you close Word, or SaveAll files, after installing a macro, you will receive a prompt dialog box.  Depending on your version of Word, it will say something like: 
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Click on YES. (Do not save changes to Normal.Dot when you don't know what they are. But when you are creating macros or doing any other customizing, the changes must be saved to the file or they will be lost. On the other hand, if you want to make a macro on the fly for a one-shot use and you know you'll never want it again, you need not save the changes to Normal.Dot.)

NOTE: If you use a lot of macros, make sure to back up your normal.dot file.  If anything should happen to it, and it does sometimes get corrupt, you don't want to have to spend days reconstructing it.  It lives in the templates directory of the Microsoft Office folder, which varies slightly from version to version.  Or you can just do a search for it.  Keep the copy in a safe place on a floppy and you'll be able to sleep at night. 

RESOURCES


There is an enormous amount of information available on Word and ways to make it work better.  These are some portal sites that will lead you as far as you want to go in this labyrinth, but it is only a scratch of the surface.  If you find any sites that you think are especially wonderful, I'd be interested to hear about them. 


These entries are not in any particular order, and the size of the entry is independent of worth. 

WEBSITES:

1) www.addbalance.com/word


This site belongs to Charles Kenyon, a lawyer who is very interested in legal word processing. Very good tutorials, not only on legal topics, a great FAQ list, and lots of good links. 

2) www.wopr.com


Woody Leonhard's monster site, which covers just about everything you can think of about MS Office.  The best part is the excellent "Lounge" of various Office-related bulletin boards. These are populated by extremely competent folks like Jefferson and Hans who fixed an original version of the vertical windows macro, and incompetent ones like me, who ask for help and get it.  There are also sign-up forms for, and archives of, Woody's newsletter, Woody's Office Watch, if you want to look stuff up. Woody has a newsletter for newbies, too, Woody's Office for Mere Mortals, and the archives and sign-up pages for that are available. People have strong feelings about Woody. He's a gadfly who on his own admission thinks his mission in life is to hold Microsoft's feet to the flames. A lot of pros think he has a little too much faith in his own infallibility, but as a complete non-pro I learned a ton from his books when I was starting out, especially the very early Hacker's Guide to Word which I still think is great. Woody was also a co-author of Word 97 Annoyances, which has a very good introduction to Visual Basic for Applications for those who feel adventurous, and some other useful stuff for those of us who are sentenced to Word, as it were, for life. (See more on books below.)

3) www.reading.ac.uk/ITS/Topic/WordProc/WoPW7mac01 


An extensive general tutorial on macros (including recording and editing them) and auxiliary techniques, quite extensive and with good pictures. I didn't make a tutorial for recording because this one already exists. 

4) www.mvps.org/word/


Site written by a group of super Wordmeisters, with a lot of individual small essays and idiosyncratic takes.  More interesting but less methodical and less elementary than some of the others listed here.

5) www.wordsite.com


Site of Bill Coan, a Word expert and pro.  Again, interesting and provocative and better for people who are ready to spread their wings a bit. 

6) www.vitalnews.com


Sign up here for WordTips, a very good newsletter with all kinds of hints and tips for using Word.  There's also a listserve, DailyWordTips, for people who want to get seriously into this stuff.  You can ask questions and they generally get answered.  This is a wonderful, wonderful resource. Several of the macros I've appended here have been polished by Bryan Carbonnel and Gary Frieder, two pros who frequent that list as well as Woody's. This list is kind, generous, and very patient with beginners. But there's a huge amount of traffic, and if your interest in Word does not extend to a hundred e-mails a day, stick to the newsletter.

7) www.microsoft.com/officedev/articles/Opg/007/007.htm#PG007C9


Needless to say, Microsoft has tons of stuff on Word, a lot of it more wishful than accurate, but some of it interesting.  This is a section of the Visual Basic Programmer's guide; the piece on modifying Word commands is useful for the very adventurous. 

8) www.standards.com

 
This site belongs to Howard Kaikow, also a contributor to Woody's list and Daily Word Tips. Howard does custom design of Word macros, and is very opinionated and very interesting on many aspects of macro programming.  Essays, bits of code, pragmatic approaches to different Word versions, book reviews, all kinds of stuff. 

9) www.gmccomb.com/wordmacbooks.html


Gordon McComb the Macro Man's Field Guide to Books on Writing Microsoft Word Macros. Critiques of Word macro books, of which there are dozens, all guaranteed to drive an intelligent person nuts. Their biggest value for us amateurs is that you can search them for boilerplate and pattern macros.  A lot of these don't work. When they do, though, it's worth it. 

OK, enough of this.  

Books:  


My approach to this is much more pragmatic than that of pros like McComb and Kaikow.  Here's what I think. If you're just interested in acquiring some new macros (a perfectly reasonable and intelligent stance), take lots of macro books out of the libe, and raid them for any macros you think might be useful. Search the Net, too; start with Google -- Word, Macro, Vertical Window, for instance.  Or Word, Macros, Editors. You'll find plenty. Try them out. If they work, fine. If they don't, nothing lost. Don't buy books just as a macro source. It isn't necessary. 


On the other hand, if you want to get better at writing macros yourself, you're going to need books. This is definitely going to keep you off the streets, you'll tear out a lot of hair in the process, and it'll cost you some bucks. Still, it's much more fun than crossword puzzles, and it's useful, too.  (By the way, there's a word macro on the Net for formatting the online Sunday Times double crostic so you can print it out as a Word file: 

http://www.engineeringobjects.com/wm_acrostic_to_print.htm


None of the books that I've seen are very satisfactory for folks like me. The ones I've found most useful are listed below. Word Annoyances is pretty mesmerizing, but mostly I just look up what I'm interested in, and try to apply it. It's like landing in Paris with high-school French. You try to say what you mean, see what people think you meant, and refine your technique as you go along. I treat the books as if they were dictionaries.

Word 97 Macro and VBA Handbook by Guy Hart-Davis.  Sybex.


There's a Word 2000 version of this out, too, called The Word 2000 Developer's Handbook.  Don't be intimidated by the title. These are beginners' books, slow and methodical and ponderous and in some ways very frustrating.  Some of the examples don't work; that's true of every VBA book I've ever seen, and I've seen a lot.  Don't know why it should be. But there are lots of usable bits and pieces scattered around, and some of the explanations are useful. These books are also a lot more comprehensible than most; this is where I learned what I know about loops and conditional clauses -- it's very little, but it's done well by me.  I had a question about a test macro in the book once and wrote to Guy Hart-Davis, who answered it immediately and most graciously. 

Word Annoyances by Woody Leonhard, Lee Hudspeth, and Timothy James Lee. O'Reilly.


This is one of Woody's tell-it-like-it-is, in-your-face, don't-let-Microsoft-get-away-with-anything tomes.  Whatever you think of Woody, it's very, very good.  Not only on macros, but on all of Word's various ways of driving people crazy. Everybody who uses Word for a living ought to look at it, at least. Take it out of the libe if you're skeptical. I refer to my copy a lot, though.

Hacker's Guide to Word for Windows, Second Edition  by Woody Leonhard, Vincent Chen, and Scott Krueger.  Addison-Wesley.


An early book of Woody's, originally written for Word 2. Updated, but still limited strictly to WordBasic, the macro language that preceded VBA.  But it's still the best book I've ever seen (except for Word Annoyances) on how Word actually works, better than Word Annoyances on how to think about macros, and of course if you're using Word 6 or 7 (Word 95), WordBasic is exactly what you need. 

SOME USEFUL AND/OR INSTRUCTIVE MACROS

Here follows the text of some of the macros we'll be talking about at the meeting.  If you don't like this kind of stuff feel free to ignore it. You can use macros extravagantly and make your life much easier without ever looking at a single piece of macro code. 

Vertical Window Macro 

This is the final version of the Vertical Window macro that Isabel sent me, and I love it with a ferocious passion. It sets up two open files so that they're side by side, and reduces them so that they fit into the new windows. Word 97 will establish only horizontal windows.  Word 2000 will put two vertical windows side by side, but it treats them as two separate instances of Word, rather than two files open at the same time in one (at least that's the way I think of it), which I find infuriating.  I understand you can override this with some serious fussing, but I don't have the energy right now.  This is the reason that I do not use Word 2000. 

Sub VerticalWindowCompact()

' VerticalWindowCompact Macro 

' Macro created 11/12/02 by Eve Golden with lots of help from Bryan Carbonnel on DWT

' Established two files side-by-side vertical windows; zooms them down to 75% 

' Main subroutine written by Jefferson Scher on Woody's Lounge (Word)

' http: //www.wopr.com/cgi-bin/w3t/showflat.pl?Cat=&Board=wrd&Number=195125

Dim lngWidth As Long, lngHeight As Long

lngWidth = Application.UsableWidth * 0.5

lngHeight = Application.UsableHeight

If ActiveWindow.WindowState = wdWindowStateMaximize Then

 ActiveWindow.WindowState = wdWindowStateNormal

End If

With Windows(1)

 .Activate

 .Top = 0

 .Left = 0

 .Width = lngWidth

 .Height = lngHeight

End With

With Windows(2)

 .Activate

 .Top = 0

 .Left = lngWidth

 .Width = lngWidth

 .Height = lngHeight

End With

' VerticalWindowDoubleZoom 

' Subroutine created 11/05/02 by Eve Golden and perfected by Hans V. on Woody's Lounge --

' http://www.wopr.com/cgi-bin/w3t/showflat.pl?Cat=&Board=wrd&Number=195125

    ActiveWindow.ActivePane.View.Zoom.Percentage = 75

    On Error Resume Next

    ActiveWindow.Next.Activate

    If Err Then

    Windows(1).Activate

    End If

    On Error GoTo 0 ' or On Error GoTo ErrorHandler if you have an error handler

    ActiveWindow.ActivePane.View.Zoom.Percentage = 75

End Sub

NormalSave Macro


If you customize your Word a lot (and if you don't, you're working much harder than you ought to be), you've got to back up your normal.dot file regularly, because that's where all your hard work is stored. Here's a macro that copies it to a designated spot on your hard drive, and gives you the option to copy it to a floppy as well.  DO IT, or if anything happens to your computer all your macros will be lost. The line in bold will have to be adjusted to direct the file to where you want it on your computer.  Obviously I don't know where that is.  But if you put a subdirectory called SafetyNet in the folder where your Word files go by default, this should work for you as is.

Sub NormalSave()

'

' NormalSave Macro

' Saves Normal.Dot to Floppy or various places on hard drive.  EG 7/20/99.

' Vastly improved by Bryan Carbonnel, Daily Word Tips, November 2002.

Dim Response As Integer

Dim strBaseNormal As String

Dim strCopyNormal As String

Dim strPath As String

Dim doc As Document

'Get Full Path to Current Normal.dot

strBaseNormal = Templates("Normal.dot").Path & "\" & "Normal.dot"

Response = MsgBox("Do you want to save Normal.Dot to a floppy?", vbYesNo + vbQuestion)

'Open Normal.dot

Set doc = Documents.Open(strBaseNormal)

'This copies to Floppy

If Response = vbYes Then

    'Set the Path to  copy to

    strPath = "a:\"

    'Set the full path and name

    strCopyNormal = strPath & "Normal.dot"

    'Copy the file

    doc.SaveAs strCopyNormal

    'Close Normal.dot

    doc.Close

End If

'No need to check for a no response since you always want a copy

' on the HD

'This copies to designated backup location on hard drive

'Set Path to copy to

strPath = Options.DefaultFilePath(wdDocumentsPath) & "\SafetyNet\"

'Set the full copy to name

strCopyNormal = strPath & "normal.dot"

'Copy the File

doc.SaveAs strCopyNormal

'Close Normal.dot

doc.Close

End Sub

Accents Macro: types a string of the most common accents so you don't have to deal with the slow and cumbersome Insert Symbols box. You can just pick out the one you want and delete the rest. 

Sub Accents()

'

' Accents Macro

' Macro recorded 04/25/00 by Eve Golden

'

    Selection.TypeText Text:="àáâäçèéêëîïôöúüñß"

End Sub

CutSafe Macro: inserts a Save before you Cut, to protect in case of the cut-related crashes that change-tracking occasionally invokes. 

Sub CutSafe()

'

' CutSafe Macro

' Macro recorded 10/30/02 by Eve Golden. Edit cut, but saves file first. CtrlKX, and Ctrl X.  Replaces the unsafe cut command.

'

    ActiveDocument.Save

    Selection.Cut

End Sub

DoubleSpacesReduceLoop Macro: loops through a file reducing two spaces to one until there are no more double spaces left.  I use it as a template for all such tasks.  

Note: several folks on DWT are now working on improvements to this. Coming soon!

 Sub DoubleSpacesReduceLoop()

'

' DoubleSpacesReduceLoop Macro

' Condenses two spaces to one.  Run repeatedly prn.  Macro recorded 07/21/99 by Eve Golden

'   I don't know why I couldn't get this to work as a Do -- While Loop.  It just didn't loop.

'   Had to do it with Ifs. But this works perfectly, and is a good template for conditional loops.

Selection.HomeKey Unit:=wdStory

test:

   With Selection.Find

            .ClearFormatting

            .Text = "  "

            .Forward = True

            .Wrap = wdFindStop

        End With

             Selection.Find.Execute

 If Selection.Find.Found = True Then

     GoTo FindAndReplace

 Else

     GoTo Bye

 End If

FindAndReplace:

   Selection.Find.ClearFormatting

   Selection.Find.Replacement.ClearFormatting

   With Selection.Find

            .Text = "  "

            .Replacement.Text = " "

            .Forward = True

            .Wrap = wdFindContinue

                End With

        Selection.Find.Execute Replace:=wdReplaceAll

   GoTo test

Bye:

    Selection.HomeKey Unit:=wdStory

    Exit Sub

End Sub

Aimed Find and Replace Box Macro: 


This is a template for all macros that open a find-and-replace box with the boxes already filled in (that is, so you don't have to enter the search terms).  We'll discuss these at the meeting, if we have time. 

Sub FindAndReplaceBoxAimed()

'

' FindAndReplaceBoxAimed Macro

' Macro created 06/22/99 by Eve Golden, M.D.

' This macro allows you to call up an aimed FindAndReplace Dialog Box.  

' Escape from it by clicking is apparently this is not possible in Word 97, but it is in 2000. 

' (That's why FindAgain ^QA is useful.)

'

' TEMPLATE MACRO FOR AIMED FIND AND REPLACE.

Selection.HomeKey Unit:=wdStory

On Error GoTo ClosingError

      With Dialogs(wdDialogEditReplace)

        Selection.Find.ClearFormatting

        Selection.Find.Replacement.ClearFormatting

        .Find = "( "

        .Replace = "("

        .Wrap = wdFindContinue

        .Show

      End With

ClosingError:

If Err.Number = 5453 Then

  Exit Sub

Else

  Exit Sub

End If

Selection.HomeKey Unit:=wdStory

End Sub

Triple Red Brackets Macro: Inserts triple red brackets, bold, in the text with cursor positioned between them for entering comments. 

Sub TripleRedBrackets()

'

' TripleRedBrackets Macro

' Macro recorded 04/04/01 by Eve Golden

'

    With Selection.Font

        .Hidden = False

        .ColorIndex = wdAuto

    End With

    Selection.TypeText Text:="  "

    Selection.MoveLeft Unit:=wdCharacter, Count:=1

    With Selection.Font

        .Bold = True

        .Hidden = False

        .ColorIndex = wdRed

    End With

    Selection.TypeText Text:="[[[]]]"

    Selection.MoveLeft Unit:=wdCharacter, Count:=3

End Sub

Triple Red Brackets Find and Select Macro: Finds the brackets and their contents and selects them so that they can be easily found or deleted. 

Sub TripleBracketsFindAndSelect()

' TripleBracketsFindAndSelect Macro

' Macro recorded 04/04/01 by Eve Golden

'

' This highlights triple brackets and whatever lies between them, so they can be deleted.

' It does not replace.

'

    Selection.Find.ClearFormatting

    Selection.Find.Replacement.ClearFormatting

    With Selection.Find

        .Text = "\[\[\[*\]\]\]"

        .Replacement.Text = ""

        .Forward = True

        .Wrap = wdFindContinue

        .Format = False

    End With

    Selection.Find.Execute

End Sub

Find Underline

Sub ULineFind()

'

' This works OK but it has no replace.  Would be better to add

' the option of replacing with no underline.

'

' ULineFind Macro

' Searches for remnants of Underline.  Macro created 07/13/99 by Eve Golden, M.D.

' TEMPLATE FOR A FORMATTED AIMED FIND AND REPLACE.

Selection.HomeKey Unit:=wdStory

On Error GoTo ClosingError

      With Dialogs(wdDialogEditFind)

        Selection.Find.ClearFormatting

        Selection.Collapse

        With Selection.Find.Font

        .Underline = wdUnderlineSingle

        End With

        .Find = ""

        .Show

      End With

ClosingError:

If Err.Number = 5453 Then

  Exit Sub

Else

  Exit Sub

End If

Selection.HomeKey Unit:=wdStory

End Sub
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