INSTRUCTION FOR MACRO USE IN DD1423 CDRL

1. The CDRL document contains 2 different macros.  One is named InsertCDRLpage, and the other is print_setup.  The functionality of these macros is broken down as follows:

a) InsertCDRLpage, will automatically insert another DD1423 form.  To use this macro, the user will have to place the cursor at the bottom of the first page of the CDRL, and then run the macro.  (See instructions on running a macro on Step 2)

b) print_setup will automatically change the page margins from 1” margins to a .5” margin, so the actual form will all fit on 1 printed page.  To use this macro, the user will have to run the macro named print_setup.

2. Running Macros in MS Word.  To find the macros in the document, the user must ensure that when first opening up the attachment, and being prompted that the document may contain macros that they choose to enable the macros.  If the user does not enable the macros, then they will not be available within the document.  The following are steps necessary to run the macro:

a) Select Tools..Macro..Macros from the MS Word Menu.  This will open up the Macro Screen.

b) Scroll through the list, and find the macro that you would like to run (either InsertCDRLPage, or print_setup).

c) Highlight the Macro, and click the Run Button.  This will run the applicable macro.

3. Adding a Macro Icon to your document.  You can add an icon to the toolbar that will represent the macro.  This makes it easier for the user to just click a button to run the macro, vice using the menu option discussed in Number 2.

a) Select Tools..Customize from the MS Word Menu.  This will open up the Customize Dialog Box.

b) Click the Commands Tab.  This will place you in the Commands portion of the Customize Dialog Box

c) Scroll down in the Categories box, and find Macros.  

d) Highlight Macros, and the Commands box will populate with the different Macro commands currently in this particular document.  Find the command named “Normal.NewMacros.InsertCDRLPage”

e) Highlight the command.  Click and drag that command to the toolbar of choice.  This will place an Icon on the toolbar for this macro.

i. If you would like to change the appearance of the icon, or the verbiage of the macro, do the following:

a) Open up the Customize dialog box, by selecting Tools..Customize from the MS Word Menu.  Click on the Commands tab, and scroll down to highlight Macros.

b) Click on the Icon that you previously dragged to the toolbar.  This will activate a button called Modify Selection.  Click Modify Selection.  A menu with different options will appear.

c) To change the name that appears next to the Icon, Click inside the text box next to Name, and type in your desired name.  This will only change the name that appears on the screen, but will not change the name of the actual macro.

d) If you want an different graphic on the icon, select modify selection, Change Button Image, and select a different image from the selection.  

e) Once you have completed this, your Icon will look like you want, and say what you want. 

4. Follow all steps under number 3 for any other Macros that you want to add to the toolbar as icons.

