Creating a Writing Structure using Macrobuttons

In addition to Outline view, another way of creating writing frames is to use Macrobuttons.

Creating a blank macro to use with the Macrobuttons
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It is possible to automate common tasks you perform in Word by using Macros.  The easiest may to create a macro is to record a series of actions on the computer.  These recorded actions may be activated by pressing a combination of keys or by clicking on a customised toolbar button or menu item.  For this task, you only need to create a blank macro, however you may wish to try out some macros of your own if you have time.

1. Click on Tools – Macro – Record new macro.

2. Give the macro a suitable name.  I would suggest Macro1 for this exercise (note macro names cannot include spaces).

3. Select the document you are working on from the Store macro in dropdown list.  If you have not yet saved the file, it will be called ‘Document1(Document).

4. Click on OK.
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The Stop Recording toolbar will appear.  Click on the blue square button to stop recording the macro (Those of an inquisitive nature might wish to view the macro code – To do so press Alt+F11).

Creating a Macrobutton field

1. Click on Insert – Field.

2. Select Document automation from the list on the left.
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Select Macrobutton from the list on the right.

4. In the box below type the name of the blank macro you created (The example uses ‘Macro1’).

5. Next type the text you want to appear in the Macrobutton (This example uses ‘Type your title here’).

6. Click on OK – The Macrobutton will appear in your document.

Making more Macrobutton fields

To avoid having to create each Macrobutton from scratch…

1. Copy the first Macrobutton you created.

2. Paste it for each Macrobutton you want to create.

3. Press Alt+F9 to view the field codes.

4. Edit the text in the field codes to whatever prompts you require.

5. When you have created all of your Macrobuttons, press Alt+F9 to hide the field codes.

6. Note: Macrobuttons can be formatted in bold, centred etc.

Saving the document as a template 
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Save the document as a template in the same way as you did for the Outline view task.  Students may then create a new document from this template if it has been saved to the network.

Using the writing template

1. Read the Macrobutton prompts for instructions on what to write.

2. Click on the Macrobutton and it will disappear, leaving you space to type, as necessary.
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