Sam Flower Macro’s and Toolbars GNVQIT

Macro/ Toolbar

| am going to create a macro that will allow Mr Gascoigne’s company, (Shoes ‘n all)
to insert a different response into a template letter, so that the letter will contain the
necessary information appropriate for the use.

| am going to create 4 different Macros. They will input a short paragraph that
will tell the reader about their credit bill to the company.
The 4 Macro’s will be:

1. To open the Master Letter

2. Telling the reader that their credit bill is up to date and that they hope thatt he
customer will continue using the company to buy their shoes.

3. Telling the customer that their credit bill is slightly behind and that the require
the credit bill as soon as possible

4. Telling the customer that they haven’t paid their bill for quite a while and that
their credit account has been closed.

5. A slogan that will appear in the footer.

| first created a simple letter and put in ‘<’ where information will be inserted. (See
first of documents)

On the same document but on a different page | created the responses that will
eventually be the different macros. (See second of documents)

| then saved the document as a ‘.dot’ file, as this then becomes the master copy.
Once they were created | had to start recording a macro.

| went to, file-> new and opened a blank document. [1ock Tl tinton 1
New was the time to start recording. e

el Ut
) dgomaren
| wanted to record a macro that would open the master Bocoma...
Document. Back ares
Mo g [ mants.
To start to record the Macro | went to tools -> Macros e
->Record new Macros (left) O e
Rkt Wi
; i I stara
Once | had pressed it a new box came up, whe re | inputted the S e .h
Name. | named it master and pressed OK (Below) i sty
NS Mvaril
Record Macro EHE |
S reetuseses _ _ When Ok |s'pressed, a new toolbar
i = appears which are the controls for
aster the Macro Recording. (Below)
As5ign macro ko L‘ZEII
2| @&
aelksts Kexboard Also to show that the macro is

Stare macro in: recording, the mouse cursor turns

I.ﬁ.ll Documents (Normal, dot) j into a little picture of a tape.
Description: So to tell the Macro to open the
Macro recorded 07052003 by RM master document, | did just that. |

went to File -> New-> and then

pressed, Master.dot '
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Now that | had opened the file | pressed Stop on the Macro Tool bar.
Now that the master had been created. | wanted to start recording the responses to
go in the letter.

So to record in the first response | first needed to load the master Macro because it
contains the different responses and the blank letter.

To load the Macro | went to Tools -> Macro -> Play Macro

Tods Table Wirdow Help Once Macro was pressed a box

¥ gpeling ard Grammar..,  F7 appeared which allowed me to
Language » choose the recorded macro. | had
Word Count.., only recorded the master Macro so

A auposunmarize... that was the only one in the list.
AuboCorreck, ..
Track Changes ’ I highlighted that Macro named
Merge Documents. .. master and pressed run.
ErIZItBI:'I Dwocurmeant. ..

| 2L 5 The Document containing the letter
Mail Merge. . and the responses appeared.

1= Envelopes and Labek, .

© Letharwigard. ..
Templates and &dd-[ns,.. & Record Mew Macro, ..
Cushomize. .., aecurity, ..
SR - visusl Basic Editee AE+FL

&8 Microsoft Soipt Edbor Alt+Shifc+FL1

Now that the letter had been opened | wanted to start to recor d a new macro. |
started it the same way as | did at point 1 and entered the name as Para. Again, like
before the cursor turned into a picture of a tape, to signify that it is recording.

When recording macros it is unadvisable to use the mouse to select t ext because it
sometimes causes complications. So what | wanted to do was to select the
paragraph, Copy it, Move up to the blank space in the letter and paste in the
paragraph.

So to do this all on keyboard | moved down the page to the paragraph by using the
cursor keys.

Once | got to the first paragraph | wanted to highlight it. To do this without the mouse
| went to the point before the paragraph, held down shift and scrolled along the text
using the cursor keys. | stopped scrolling at the end of the p aragraph. This then
highlighted the text.

Now | wanted to copy it. The hotkey to copy it on a keyboard is Ctrl+C. This then
saved the information to the clipboard.

Now | wanted to paste the paragraph in the blank space. So | scrolled up to the
space using the cursor keys. To paste the copied text in | just pressed Ctrl+V. This
then pasted the paragraph in to the slot needed. | then used the mouse to stop
recording the macro like | did at point 1.
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| recorded the other three macros like | did at point 2 an d named each one Para 1,

Para 2 an

d Para 3.

Now | wanted to create a macro so that it will input a slogan into the footer. So |
started off recording it and named the macro as Slogan.

Using the

mouse is necessary when creating a footer, but it is usually advisable to

use the keyboard whenever possible.

So | used

Wigw Inser

the mouse and pressed View -> Header and Footer (Bottom Left)

£ Farmat 1005 once this was pressed the view of the main workspace moved up

i E normal | to the top and a new Toolbar appeared. (Bottom Right)
L a \Web Lawvout B
I E Prink Layouk o
I
Toolbars k
* Header and Footer
Header and Footer e Tee o D&l E eS| de
L0000, .
This button allows
This button you to switch
adds the between the
This button inserts rrent dat header and footer.
the number of pages current aate.
F =i (R [2r AT | # | 9 (2 | B Bh || E& | =z T 0O, | Close
That button adds i This button
the page number This button adds the
to the header allows you to time
format the
page number.
So, back to the recording - Now that the Header and Footer toolbar was open | wanted to
alternate between the header and footer. Now that the footer was selected | wrote ‘Buy our

Shoes it will be good for you’, | realise now | could have come up with a better slogan.

Now that

Now that

| had put the slogan in the footer | just stopped the macro recording.

all macros had been recorded | wanted to put the macros in the toolbar and use

symbols to represent the different macros.
To do this | pressed the right mouse button on any toolbar and went down to customise.

Once pre

Page 3

ssed a new box appeared. (Next Page)



Sam Flower Macro’s and Toolbars GNVQ IT

21| L1 pressed New
This box appeared
Toolbars ] Commands | Options | that allowed me to
create a new
|| New.., * toolbar | called it
— ‘Macros’
Rename. .. I And pressed Ok.
New Toolbar EE
R Once ok a
completely blank
Il'"la:rns
toolbar was
Make toolbar available bo: created
[noRMaAL.DOT =]
| (84 I Cancel |

=

Kevboard... | Close I

Now That the actual bar was created | just wanted to insert the macros in to the
toolbar. So | pressed the commands tab and dragged each of the macros into the
toolbar.

Once they had been dragged in, they looked like this.

|NormaI.NewMacros.master|NormaI.NewMacros.paral Mormal MewMacros.paraz  Mormal MewrMacros.para3 Mormal MewMacros.slogan

As you can see the icons are very wordy. So | decided to assign a picture to each of
them so it would be easier select them and understand them.

So, to do this I: 2l

. Toolbars  Commands | Cptions

1. Selected the icon. | |

Tioadd a corimand to & toolbar: select a category and drag the
command out of this dialog box to a toolbar,

2. Press MOdIfy Categories: Cormmands:
Selection E;:!_::Brge ;I S Normal,NewMacros. master ﬂ
Control Toolbox 2 Normal.NewMacros.paral
3. Select Change i 5 Normal NewMacros.paraz
Button Image ;E::;?rext 5 Normal NewMacros.paras
Styles &= MNormal Reset
4. Select the picture il - Sy
S 2. N_ame: Normal..NewMacros
Description | Madify Selection ~

Copy Butkan Image

So | selected a different

picture for each icon. | ol RSEEt ButtonImage 3, 4.
tried to make it as Save in: INormaI vl K E it Bul?'ton Image.... e
appropriate as | could [ e aienines »] © © & & B B
Default Stvle "f i]ﬁ) ‘Q 'h @ Q
Master=Speak @@ Text Oniy (Always) DEYeSS
Para1 =Happy Face 1 Text Only (in Menus) #omT %[
Para2=Piggy Bank ) Image and Text = 1+ ¥ W
Para3=Unhappy Face EBegin a Group | B8 M) ow g H
FOOter:StepS Assign Hyperlink b. i Q== Q%
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It is also possible to change the Macro in the actual code. To open the macro code |
went to Tools-> Macro->Macros

| then selected the Macro | wanted to edit and Selected edit.

The code then appeared. | then Edited it. See documents 6 & 7

Macros 2| x|
Macra name:
Islogan Run |
masker ;I

paral
| paraz Skep Inko |
lEaraS

Create |
Delete |
j Organizet... |

" Macros in: |n|| active templakes and documents j Cancel |

Ciescription:
Macro recorded 18/05/2003 by Sam
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