Lecture Notes

Using Macros, Forms, and Templates

Using Macros, Forms, and Templates
Overview

In this lesson, students will use Word to help organize and automate tasks. They will set up and use macros to save time by automating routine tasks. Using the VBA Editor, students will edit and run macros. Using custom toolbars, menus, and buttons, students will customize Word’s interface. Maintaining a neat work environment is important so students will delete macros and buttons no longer needed. Also, students will collect data using forms. They will use tables to design forms, insert different field types, and set field properties. After saving and protecting forms, students will fill out forms and experience first-hand the ease and effectiveness of collecting data in this organized way. They will also learn how to retain greater control over other documents made available electronically. Finally, adding to the knowledge gained in Lesson 16, students will learn more about templates and how using them makes their work more efficient.
Lesson Topics

	Understanding Macros

· Recording Macros
· Assigning Macros
· Macro Storage Locations
· Recording Limitations
· Running Macros 
	Working with Visual Basic for Applications

· Using the VBA Editor to Edit Macros

· Modifying Code in Visual Basic Modules
	Customizing Toolbars

· Adding and Removing Buttons and Menu Items

· Modifying Custom Buttons and Menu Items

· Adding Menus to Toolbars

	Deleting Macros and Buttons
· Deleting the Macro

· Deleting the Button

· Deleting the Toolbar
	Working with Forms
· Setting Up Forms

· Form Fields

· Field Properties
	Protecting and Restricting Forms and Other Documents
· Protecting Forms

· Distributing and Using Forms

· The Protect Document Task Pane

· Using Passwords

	Working with Templates

· Using the Normal Template
· Using Other Templates
· Saving Documents as Templates
· Modifying Custom Templates
· Setting the Location of Workgroup Templates
· Why Use Workgroup Templates
	
	


	Concepts/ Hands-On
	Concepts Review
	Skill
Builders
	Assessments
	TOTALS


	3 hrs 
	15 min
	1 hr
	30 min
	4 hrs 45 min


Lecture Plan

	Major Topic
	Subtopic(s)
	Discussion

	Understanding Macros


	· Recording Macros

· Assigning Macros

· Macro Storage Locations 
· Recording Limitations 
· Running Macros 

	Notes
· Define macros and discuss their usefulness.

· Explain how Word records keystrokes and commands as you issue them.

· Explain assigning macros to shortcut keystrokes, toolbar buttons, and menus.
· Explain where macros are stored, noting the significance of the Normal template.

· Explain recording limitations and alternative techniques used to overcome them.
· Set up a macro. Refer students to the Quick Reference table for more information.
· Record the macro.
· Run the macro and refer students to the illustration and Quick Reference table for more information.
Questions
· Ask: Have you used macros in other programs? When? 
· Ask: What routine tasks, if automated, would make your work more efficient?

· Ask: In what instances might a Word feature or tool suffice in lieu of a macro?

· Ask: In what instances would you store a macro in a document or template (other than the Normal)?

	Working with Visual Basic for Applications
	· Using the VBA Editor to Edit Macros 
· Modifying Code in Visual Basic Modules 
	Notes
· Discuss Visual Basic. Note that it is a program separate from Word.
· Explain the VBA Editor and modules.
· Open the VBA Editor and point to examples of objects, methods, and properties.
· Edit the macro using the VBA Editor.
· Run the edited macro.
Questions

· Ask: What processes in other Office 2003 applications might you want to automate or customize using VBA?

· Ask: In what situations might it be easier to create a new macro instead of using VBA Editor to modify it?

	Customizing Toolbars
	· Adding and Removing Buttons and Menu Items 
· Modifying Custom Buttons and Menu Items 
· Adding Menus to Toolbars


	Notes
· Compare built-in toolbars with custom toolbars.
· Discuss the layout of the Toolbars tab on the Customize box. 
· Create a custom toolbar.
· Discuss the layout of the Commands tab on the Customize box. 
· Add a macro button to the custom toolbar.
· Modify the button.

· Use the custom button in a new document.
· Add a new menu to the custom toolbar.
Questions

· Ask: When might you simply add or remove buttons from Word’s built-in toolbars rather than create a new toolbar?

· Ask: When might you create a new toolbar rather than add or remove buttons from Word’s built-in toolbars?

· Ask: In what situations would you add a new menu, instead of buttons, to a toolbar?

· Ask: Do you find such customization worthwhile? Why or why not?

	Deleting Macros and Buttons
	· Deleting the Macro

· Deleting the Button

· Deleting the Toolbar
	Notes
· Delete the macro and discuss the functionality of shortcut keys or buttons once a macro is deleted.
· Delete the macro’s button.
· Delete the custom toolbar.
Questions

· Ask: Why would you retain a macro rather than delete it if you no longer need it?

· Ask: Why would you retain a custom toolbar rather than delete it if you no longer need it?

	Working with Forms
	· Setting up Forms 
· Form Fields 
· Field Properties 
	Notes
· Define a form.

· Discuss the various methods in which forms can be distributed.
· Discuss the use and benefits of tables in forms.
· Display the Forms toolbar.

· Set up a form within a table.
· Discuss the different types of fields and their best uses.
· Insert a text form field then insert a text form field to be used for a date.
· Insert a checkbox field and a drop-down list field.

· Explain the various properties associated with each field type.

· Set the date text form field properties.

· Set the drop-down list properties.

Questions

· Have students brainstorm situations in which a form would be the best way to collect data.

· Ask: When might you not want to use a table in a form?

· Have students brainstorm examples of fields they might create and the field type most appropriate for each.

· Ask: Where else have you encountered fields?

	Protecting and Restricting Forms and Other Documents


	· Protecting Forms 

· Distributing and Using Forms 

· The Protect Document Task Pane 

· Using Passwords 
	Notes

· Discuss reasons and circumstances for protecting a form.

· Using the Protect Form button, protect and save the form, unprotect and edit the form, then protect and resave the form.

· Fill out the form.
· Display the Protect Document task pane. Explain what restrictions can be set.

· Set formatting restrictions.

· Set editing restrictions, allowing for exceptions for some users.
· Explain that you can use a password to prevent a document from being opened or being edited.

· Discuss password characteristics and tips for their use.

· Turn on password protection then remove it.

Questions

· Ask: Under what conditions might you distribute a printed form? An electronic form? A Web-based form?

· Have students brainstorm types of document content it would be wise to protect. from opening.
· Have students brainstorm scenarios when they might want to restrict formatting.

· Ask: How have you previously used passwords in Word?

	Working with Templates
	· Using the Normal Template
· Using Other Templates 
· Saving Documents as Templates 
· Modifying Custom Templates 
· Setting the Location of Workgroup Templates 
· Why Use Workgroup Templates 
	Notes

· Explain that all Word documents are based on templates and can include text, formatting, graphics, and any other objects or formats available in Word.

· Explain the benefits of using templates.

· Discuss the Normal template.

· Open the Templates dialog box and point out the built-in templates.

· Save a form document as a template.

· Use the template.

· Review the location of templates.

· Open the template.

· Modify the template, explaining the reason you must use the Open dialog box.

· Use the modified template.

· Discuss the benefits of using workgroup templates.

· Set a default location for Word workgroup templates. 

· Set the folder for workgroup templates.

· Open a workgroup template.

· Remove the workgroup template designation.

Questions

· Ask: When have you used templates before?
· Ask: When would you save a form as a template?
· Ask: What other documents that you use would you save as a template?
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