Zoë’s Foolproof Instructions to Create a Macro with Button 

By Zoë Oxaal



What is a macro? Why might I want one?

Do you want to work more efficiently?  Are you fed up with repeatedly doing a series of clicks to perform a simple function, (e.g. edit, paste special; e.g. file, print, current page, ok)?

If so, consider creating your own macro.  When you create your own macro and you can perform a function that would normally take several clicks, by just clicking one button.  You can create your own custom macros to perform all kinds of functions, each with just one click.

It only takes a few minutes to create a macro. Just follow these easy step-by-step instructions.  First, we’ll create a new toolbar for your macro.  Then we’ll set up (or record) the macro to perform the function you want.  Finally we’ll create a button for your macro on your toolbar.

Ready? Let’s go.

Stage 1. Create a new toolbar

Go into Word.

Select:

-------View

-----------Toolbars (scroll to the bottom)

--------------Customize
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-----------------Click on the Toolbars tab

------------------------New

---------------------------Give it a toolbar name (any name that suits e.g. Zoe)
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The toolbar you just created will pop up on your screen. Single left click on it and, holding down, drag it into the grey toolbars area above your Word document.
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Good work.  Now move on to Stage 2.

Stage 2. Record your macro

Make the Visual Basic toolbar visible:

----View

--------Toolbars

-----------Visual Basic
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Press record on the Visual Basic toolbar (the round blue symbol).  It’s just like a tape recorder.
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Give your macro a name (don’t use spaces or apostrophes or slashes—keep it nice and simple).  Then click OK.
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Pause for a moment: 

You are about to record your macro.  To do this you will need to perform the entire procedure using the keyboard only—you can’t use the mouse—so you need to know which shortcut keys to use.  You can get a list of shortcut keys from Microsoft Word Help (press F1 on your keyboard).  Alternatively the WP Enablers (Xt. 4400) or the WP Hotline (Xt. 4000) may be able to tell you shortcuts.

Got the shortcuts figured out? 

Then you can now go ahead and record the macro by doing the operation on the keyboard.  You are recording the steps to set up what the macro will be able to do for you with just one click.  Understand the concept? Remember, you can think of it as being just like a tape recorder.

e.g. I recorded a “paste special” macro like this:

Before you start recording, in Word, cut or copy some text to your clipboard.

Then start to record by pressing record (round blue symbol)

---Alt e (edit)

-----s (paste special)

-------Use the arrow keys on your keyboard to select “unformatted text.”

----------Enter.

Now you’ve done the operation, press STOP (blue square) to stop recording.
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Great.  You’re nearly done.  Go on to Stage 3.

Stage 3. Create a button for your macro

Right click on toolbar you created earlier.

---Customize (at bottom of scroll-down list)

--------Commands

-----------Macros

--------------Scroll to find the macro you just created (e.g. special)

------------------Click on your macro and drag it into your toolbar
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Is the name on your button awkwardly long?  If so, to make the name on the button shorter:

---Right click on your toolbar

-----Customize (scroll to the bottom)

-------Right click again on the toolbar

---------Modify the name in the white area beside “Name:” in the scroll-down menu 

-----------Hit enter
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That’s it! You’re done.  All you need to do is click on the button any time you want to use the macro.

THE END
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