Microsoft Word Macros:
Obviously you use these macros at your own risk. I am not responsible if they do something unexpected to your computer or your document. But do tell me about it for entertainment value. 

ALWAYS SAVE THE FILE YOU ARE WORKING ON BEFORE RUNNING ANY MACRO!

Note on security settings

You have to have your macro security setting set to “medium” to run macros. 

Tools ( options ( security ( macro security ( medium.

The macros and what they do:

FindTXT = Find text ( When you have text highlighted, hit this button and you will be taken to the next point in the document with the same text.

Fagain = Find again ( Searches again for the text you most recently searched for using the windows find text dialog box. 

Top ( Takes you to the top of the document you are in. (Same as holding down Crtl and hitting the home key).

Bottom ( Takes you to the last line of text in the document. 

M2Top = Move to top ( Takes the text you have highlighted and moves it to the top of the document. This is useful if you want to make a table of contents. Start at the bottom of your document, work your way to the top and as you go send each heading to a developing table of contents by using this button. 

Foot = Footnote ( Inserts a footnote in one click instead of many clicks. 

Paranumbers = Paragraph numbers ( Inserts paragraph numbers. 

To use this program, when you create your document you should enter [pp] in all places where you would eventually like to have a paragraph number. 

Then when you have finished your document, and you want to add the paragraph numbers, you run the macro and it will place sequential paragraph numbers in place of all the pp’s i.e. the macro looks through the document and where ever it finds [pp] it replaces it with a sequential number in square brackets. 
If you already have the paragraphs numbered, but now they are wrong because you added a paragraph and all the subsequent paragraph numbers need to increase by 1, then you can still run this program, it will delete the existing paragraph numbers and replace all of them with new ones in order. Note however that your existing paragraph numbers must be in square brackets. 

Warning #1.

The user is asked to estimate the number of paragraphs. Enter any number GREATER than the number of paragraphs you think you have but BEWARE OF THE FOLLOWING: Before the program numbers the paragraphs it checks through and looks for numbers lower than the specified number in square brackets. The program assumes these are stray paragraph numbers and replaces them with [pp]. If apart from paragraph numbers you have a number in square brackets which is less than the specified number the program will replace this number with pp not realising that it is actually not a paragraph number. Then when the program numbers the paragraphs it will replace this [pp] with a sequential number. You will now have some random sequential paragraph number instead of the original intentional (non-paragraph) number you had before you ran the program . Moral of the story ( don’t use this macro if you have square brackets with numbers in which are not paragraph numbers. This may be the case if you have a document with more than 1700 paragraphs (unlikely) and you have case citations for old cases which put the year in square brackets.  

Warning #2 

If you are renumbering a document which already had paragraph numbers, say because you added a new paragraph and now you need to renumber the document, then an error may occur if you had many already numbered paragraphs with the same number e.g. you had two paragraphs already numbered [5], (sloppy you).  In fact the program tolerates you having two paragraphs with the same number, but not more than that. If an error occurs, it will just mean that that wrongly numbered paragraph will not be detected, and will be left with whatever number it had before. This is an unlikely event i.e. what are the chances you gave three paragraphs the same number before running the program? To be safe, if you add a new paragraph, just number it [pp] before running the program. 

Note: it is possible to use paragraph numbers using the built in styles feature of Word. However, I find that Word gets mixed up, especially when I want to number headings in the document, and then also have numbered lists within my paragraphs. So I like to separate out the paragraph numbering process and use these macros.  
Removeparanumbers = This program does exactly the opposite of the Paranumbers macro i.e. it removes numbers in square brackets and replaces them with [pp]. If you are revising a document which previously had paragraph numbers and you don’t like having a mix of paragraph numbers and [pp]’s, then you can use this macro to replace all paragraph numbers with [pp]’s. Then you keep working on your document, giving all new paragraphs a [pp], and then at the end of modifying your document, run the Paranumbers macro to give all the paragraphs numbers. 

Modifyparanumbers = If you do not like having your paragraph numbers in square brackets, then you can run this macro just before you print out your document and it will remove all of the square brackets. 

Note that you cannot undo this i.e. you cannot run the Removeparanumbers macro to replace all the numbers with [pp], and so you cannot renumber the paragraphs if you later want to add one in. So always use the square bracket paragraph number format in you master copy, then make a copy of the file to print out, and just before printing out run this macro. But then go back to the master copy with the square bracket paragraph numbers to make future modifications. 
Stake and Return = Sometimes when working in a document, I want to go off and check something in another part of the document, and then come back to the place I am now. But in large documents it can sometimes take a while to find my way back, especially if a few minutes have passed. This set of macros allow you to put in an invisible "stake" (i.e. a flag / marker), and then when you want to return to your stake, you click the "return" button and it takes you back to your stake. Very useful to when combined with "ctrl-F" to find the other place you want to see, and then returning quickly to your stake. 

Installation instructions:

It is probably easiest to print out this page so you can read the instructions when you are in the visual basic editor. [Also, at some point below, you are advised to shut down MikeMacrofile.doc and so you will need a printout of the instructions anyway].
This process may seem kinda long and painful, but you will only have to do it once, and it should save you lots of time in the future. 

Generally, “(”, means you will have to click on the word that follows, so if you see “(” then look for a menu item which matches the word following the “(”.

Download the file “MikeMACROfile”, open it on your computer:

Open the visual basic editor:

Hold down the “Alt” key and press “F11” ( This will open up the visual basic window.

In the visual basic window, ensure the project explorer window is visible:

( View ( Project explorer

Move the macros into the normal template
Drag the “MikeMACRO” module from the “MikeMACROfile” project into the “Normal” project. Do this by hovering the mouse over the module name, single clicking and holding down, then dragging it to be over the “normal” label, and let go the single click.

Move the form into the normal template

Drag the “Lurkingwordsform” form from the “MikeMACROfile” project into the “Normal” project. Do this by hovering the mouse over the form name, single clicking and holding down, then dragging it to be over the “normal” label, and let go the single click.

Close the visual basic file and return to Word

( File ( Close
Close the MikeMACROfile.doc
You should shut down the MikeMacrofile.doc. [You may first want to print out these instructions.]

( File ( Close
The reason for this is that when you create the buttons below you want to be sure to create them out of the normal project, not the MikeMACROfile.doc project, else when you close down the MikeMACROfile.doc file the macros will not work. [Don’t worry if you don’t understand this, just close the MikeMACROfile.doc file and you will be safe].

In Word, Create a toolbar:

( View ( Toolbars ( Customize (it is at the very bottom) ( Toolbars ( New, give it a name, say “MikeMACRO” ( OK ( Close

You will see the toolbar appear somewhere on the page.

Add Button to your new toolbar:
On the new toolbar, Click the little black arrow pointing downwards ( Add or remove buttons ( Customise ( Commands. 

Now in the list box on the left hand side entitled “Categories”, scroll down and click on “Macro”. A list of Macros will appear on the right of the list box. Click, hold, and drag each of these buttons onto your new toolbar. When you have put them all onto the toolbar, close the dialogue box ( Close. 

So how many buttons do you have to add? That depends on which of the macros listed above you want to use. You only have to create buttons for the ones you want to use. So you should only drag buttons out of the “categories” box which correspond exactly to the titles of the macro listed above that you want to use. 
Shorten the names of the buttons:

You will notice that each button has a very long name. Shorten it by doing the following:

Put the cursor over a button and single right click ( Customize (again it is at the very bottom) ( Commands.

Now single left click on the button on your new toolbar again i.e. the button for which you are trying to shorten the name, a black border will appear around the button.

Then back in the dialogue box ( Modify Selection.  Then in the “Name” field, modify the button name to what you want it to be. You can name it what you want, but I suggest just deleting the text “Normal.MikeMACRO.” off the front of the name – but that is because I think the names I have the macros are meaningful – you decide! Hit enter to register the new name.

Single left click on the next button for which you want to modify the name, continue until you have given all of the buttons new names. 

Put the new toolbar up with the other toolbars:

Click on the very top left of the new toolbar, hold, and drag this new tool bar up to the top of the screen with all the other toolbars. 

FINALLY – YOU ARE DONE! This menu will always be here when you open up word and hopefully the Macros will be useful. 
