
How to Build the Word Macro BANNER REPORT

Below are the steps to build the basic BANNER_REPORT Word macro. The one we build will work for most Banner reports. If you find a special report that you need formatted differently, you can refer to these instructions on how to build your own specialized macro (be sure to give it a different name than BANNER REPORT).

You only have to build a Word macro once on your local PC. Once you build it, it will be available for you to use on future documents.

1.
Start Word using your desktop icon.

2.
We will be working on a blank document. Note that this must be the only Word document that you can have open while building the macro.

3.
Use the Tools > Macro > Record New Macro menu option. This will open up a new window called Record Macro.

4.
Type in BANNER REPORT in the Macro Name field, no spaces are allow, that is why you need to use an underscore character between words. Make sure the Store macro field says All Documents (Normal. dot).

5.
Press the OK button to begin recording the macro. This will begin recording every keystroke that you make into a macro called BANNER REPORT so be careful and follow the remaining steps exactly as listed.

6.
We are now going to build a macro that does six things: a) position cursor at the top left of the document, b) set margins to .5,   c) set paper orientation to landscape,   d) set the font to Courier New, 8pt size,   e) set the line spacing so 66 lines will fit on a page,   f) position the cursor at the top left of the document and un-select the text.

a)
Hold down the Ctrl key and press the Home key once.

b)
Use the File> Page Setup > Margins menu and set the four margins (top, bottom, left and right) to 0.5. Then click the OK button.

c)
Use the File> Page Setup > Paper size menu and set the Orientation to Landscape. Then click the OK button.

d)
Use the Edit> Select All menu option to select all of the text. Use the Format> Font menu option to select Font: Courier New, Font Style: Regular, Size: 8 Then click the OK button.

e)
Use the Format> Paragraph > Indents and Spacing menu and set the Line Spacing box to Exactly. Then set the At box to 8pt. Then click the OK button.

f)
Hold down the Ctrl key and press the Home key once.

7.
Use the Tools > Macro> Stop Recording menu option to stop recording the macro.

8. At this point, close your blank Word document without saving it. This will update your Normal.dot template file with the new macro in it. You are now done building the macro.

Add a button to a toolbar

1.
Show the toolbar you want to add a button to.

2.
On the Tools menu, click Customize, and then click the Commands tab.

3.
In the Categories box, click a category for the command you want the button to perform.

4.
Drag the command or macro you want from the Commands box to the displayed toolbar.

If you don’t see the command you want under a particular category, click All Commands in the Categories box.

       If you want to give your button a short name, 

5. Leave the Customize dialog box open (you might need to move it out of the way), and do one of the following: 
· For a menu command, click the menu that contains the command you want to change, right-click the command, type the name in the Name box, and then press ENTER.

· For a toolbar button, right-click the toolbar button on the toolbar, type the name in the Name box, and then press ENTER. 

Tip To quickly add a built-in button to a built-in toolbar, click More Buttons
on a docked toolbar, (or click the arrow in the upper-left corner of a floating toolbar), click Add or Remove Buttons and then select the check box next to the button you want to add.

