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Instructions

Click on the name of the template and a new document will be created based on that template. You can add templates to the list so long as they are in the workgroup templates folder 
or a subfolder of that folder. The easiest way to add a template is to copy and paste one of the existing lines and then press Alt-F9 to modify it to the name of the new template. (Press F9 and Alt-F9 again when you are done to see and test the modification.)

Correspondence

General

· Letterhead – click & type -  MacroButton TemplateListLoad Letters & Faxes \Kenyon Legal Letter 

· Envelope –  MacroButton TemplateListLoad Letters & Faxes \Kenyon Legal Envelope 

· Transmittal to Clerk of Courts –  MacroButton TemplateListLoad Letters & Faxes\Transmittal to Clerk of Court Dane County
Merge – requires Excel merge data file for client – can be done after the creating new document

· Adverse Attorney Letter –  MacroButton TemplateListLoad Letters & Faxes \^@Adverse Attorney 1 

· Adverse Attorney Envelope –  MacroButton TemplateListLoad Letters & Faxes \^Envelope to Adverse Attorney 1 

· Clerk of Courts Letter –  MacroButton TemplateListLoad Letters & Faxes \^@Clerk of Court 

· Client Letter –  MacroButton TemplateListLoad Letters & Faxes \^@Client
· Client Envelope –  MacroButton TemplateListLoad Letters & Faxes \^Envelope to Client
· Judge Letter –  MacroButton TemplateListLoad Letters & Faxes \^@Judge
Criminal Defense Forms – these are all merge forms

·  MacroButton TemplateListLoad Crim Def Manual Forms\^%Limine Motion in Limine

·  MacroButton TemplateListLoad Crim Def Manual Forms\^%Limine Motion in Limine

·  MacroButton TemplateListLoad Crim Def Manual Forms\^05_09 %Dismiss - Complaint Defective Motion to Dismiss – Defective Complaint

·  MacroButton TemplateListLoad Crim Def Manual Forms\^05_23 Demand Discovery and Inspection Demand for Discovery and Inspection

·  MacroButton TemplateListLoad Crim Def Manual Forms\^05_23 Witness List Witness List

Releases

·  MacroButton TemplateListLoad Releases\Release - blank General Comprehensive Blank Release

Guardian ad Litem

·  MacroButton TemplateListLoad Releases\Release -  blank Shows effect of extra space in name (compare with above)

·  MacroButton TemplateListLoad Releases\Release - blank  Shows effect of extra space in name (at end)

Notes

File Location – Workgroup Templates Folder

Templates must be in the workgroup templates folder or a subfolder for this to work. The macrobutton field must have the exact name of the template (and subfolder). There can’t be a space at the end. The hyperlink formatting is optional.

MacroButton Fields

This document uses macrobutton fields to create new documents based on named templates. Pressing Alt-F9 will display the macrobutton fields (as well as other fields). The macro “TemplatesListLoad” is set forth below. The macrobutton display text has been formatted using the hyperlink style to prompt someone to click on them. Note that unlike a true hyperlink, the pointer does not turn into a hand when placed over the text.

Note that if no path has been set for Workgroup templates the macro will prompt for the user to do this. If any other error occurs it will assume that there is a spelling error in the template name.

Sub TemplateListLoad()

'   Based on ideas from http://www.mvps.org/word/FAQs/TblsFldsFms/UsingMacroButton.htm

'   Macro written by Charles Kyle Kenyon

'   24 October 2002

'

    Dim sTemplateName As String

    Dim sTemplatesPath As String

    '

    '   Get workgroup templates path

    '

    sTemplatesPath = Options.DefaultFilePath(wdWorkgroupTemplatesPath) & "\"

    If sTemplatesPath = "\" Then 'workgroup templates not set

        Selection.Collapse

        MsgBox "You need to set the workgroup templates path under" _

            & vbCrLf & "Tools -> Options -> File Locations."

        Exit Sub

    End If

    '

    '   Parse template name from Macrobutton field.

    '   (The selection is the entire field.)

    On Error GoTo ErrorHandler

    sTemplateName = Mid$(Selection.Fields(1).Code, 31) & ".dot"

    '   Use to create a new document based on the template

    Documents.Add Template:=sTemplatesPath & sTemplateName

    Selection.Collapse

    Exit Sub

    '

ErrorHandler:   '   Called if unable to create document

    Selection.Collapse

    MsgBox sTemplateName & " is not found. Please check the spelling and watch out for spaces."

End Sub

Single-click activates macrobuttons – this is done using a macro

This document’s macrobutton fields respond to a single click rather than a double-click because of the AutoOpen macro set forth below:

Option Explicit

Dim MyButtonFieldClicks As Integer 'Public variable

Sub AutoOpen()

    MyButtonFieldClicks = Application.Options.ButtonFieldClicks

    Application.Options.ButtonFieldClicks = 1

End Sub

Sub AutoClose()


On Error Resume Next

    Application.Options.ButtonFieldClicks = MyButtonFieldClicks


MyButtonFieldClicks = Empty

End Sub

Other procedures (macros) to allow flexibility

This document also has other procedures (macros) to handle opening an existing document (also in the workgroup templates folder) and to use either a document or template as the basis for a new document.

DocumentListLoad – opens existing document

 MacroButton DocumentListLoad Deleteme Test document – opened rather than new document created – the Work menu 
would probably work as well or better than this macro for this purpose – uses DocumentListLoad procedure which does adds .doc to end. Documents used with this procedure must be in the workgroup templates folder. This is not a good place for documents! If you really need to be doing this, consider using a variation of the “TemplateListLoad3” procedure set to open documents rather than create new ones.

TemplateListLoad2 – requires extension – creates new document based on either template or document

 MacroButton TemplateListLoad2 Crim Def Manual Forms\^%Limine.dot Motion in Limine – note the “.dot” at end of name – uses TemplateListLoad2 procedure which does not add .dot or .doc to end. This procedure will work with either a document or a template but always creates a new document.

 MacroButton TemplateListLoad2 Deleteme.doc test document – note the “.doc” at end of name – uses TemplateListLoad2 procedure which does not add .dot or .doc to end. This procedure will work with either a document or a template but always creates a new document.

TemplateListLoad3 – uses full path and name – creates new document based on either template or document anywhere on system.

 MacroButton TemplateListLoad3 E:\MS Office User System Files\Shared Templates\Crim Def Manual Forms\^%Limine.dot Motion in Limine – note full path and name – smaller font size required to fit entire name on one line – uses TemplateListLoad3 procedure which just uses whatever name is shown. A variation of this using the Private field would allow regular-sized text. See TestMacro

 MacroButton TemplateListLoad3 E:\MS Office User System Files\Shared Templates\Deleteme.doc  test document – note full path and name – uses TemplateListLoad3 procedure which just uses whatever name is shown. This procedure will work with either a document or a template but always creates a new document. Since the full path is shown in the macrobutton, the document / template can be anywhere on the user’s extended system.

 MacroButton TemplateListLoad3 Deleteme.doc  test document – note lack of full path and name – uses TemplateListLoad3 procedure which just uses whatever name is shown. This procedure will work with either a document or a template but always creates a new document. Since no path is shown in the macrobutton, the document / template must be in the same folder as the calling document (Templates Menu.doc).

 MacroButton TemplateListLoad3 Crim Def Manual Forms\^%Limine.dot Motion in Limine – note lack of full path and name – uses TemplateListLoad3 procedure which just uses whatever name is shown. Since only a relative path is shown in the macrobutton, the document / template is in a subfolder of the folder holding the calling document (Templates Menu.doc).

 MacroButton TemplateListLoad3 ..\Deleteme.doc  test document – note relative path and name – uses TemplateListLoad3 procedure which just uses whatever name is shown. This procedure will work with either a document or a template but always creates a new document. Since a relative path is shown in the macrobutton, the document / template’s location must be related to the location of the calling document (Templates Menu.doc). The “..\” tells the computer to look in the folder that holds the folder in which Templates Menu.doc is found.

How to use this on your system

Use a copy of this document

Use a copy of this document. Copy the entire document as a whole rather than copying and pasting from the document because you need the macros that are in the document. 

Where to put files

Your templates menu file should go in your templates folder because it contains macros. This way it won’t trigger a security alert every time you use it (assuming you have your macro security set to trust macros in your templates folder).

I strongly recommend placing your templates in your workgroup templates folder or subfolders and using the “TemplateListLoad” macro. If you need to have your templates in other locations, then use the “TemplateListLoad3” Macro. This will requires you to put in the full filename and path (or relative path) for your template. This also means that if you later change the file’s folder location, the macro will not be able to find it unless you change the location in the macrobutton as well
.

Editing – creating your own templates list

Because the macro buttons fire off so easily when you are trying to select text, I recommend pressing Alt-F9 to display (and deactivate) field codes when you are editing. Copy a macrobutton from the list and edit it to show the name of your template. Then press Alt-F9 again to display just your template’s name. Click on it and see what happens! If it works, great, save this document. If it doesn’t work and says you need to set your workgroup templates folder location, do that. If it says to check your spelling, it means exactly that. Spaces matter in the spelling and a space at the end will keep it from working.

Once you have your templates list, delete mine and as much of this explanatory text as you want from this document. (We are working with a copy, aren’t we?) Please leave in at least the copyright information.

More Test macrobuttons and explanation

This document was developed after reading the excellent article on the Word MVP FAQ site on using Macrobuttons. It showed how to use the following MacroButton field to convey an “argument” or variable to the called macro using a Private field. An example follows that gives a message box.

MacroButton TestMacro [Click Here]
 MacroButton using Private Field

This field looks like {{ Private Hello world - from Private field at beginning of MacroButton field}MacroButton TestMacro [Click Here]}. This is a field within a field. The macro grabs what it needs from the Private field which becomes a part of the “selection” when the macro is activated
.

What I was looking for was a way to use the text shown in the macrobutton itself as the variable information. I was planning a list of templates and it occurred to me that the template names themselves would work as both the information shown to the person and information used by the macro to decide which template to use as the basis for a new document. I first tried it, simply modifying the macro that produced the message box and got the following:

 MacroButton TestMacro2 [Click Here] MacroButton parsing display text.

The following email to the webmaster at the MVP website gives more information.

Message to Dave Rado @ mvps.org explaining the use of macrobuttons to load templates using a single macro that uses the text in the macrobutton to determine which template to open.

I followed up on the code in <URL: http://www.mvps.org/word/FAQs/TblsFldsFms/UsingMacroButton.htm> to allow the display text in the macrobutton field to operate as the argument passed to the macro.

The macro is:

Sub TestMacro2()

Dim MyString As String

    'Ignore first 24 characters of the private field -

    '   the words 'MacroButton TestMacro2', and the spaces

    MyString = Mid$(Selection.Fields(1).Code, 24)

    MsgBox MyString

End Sub

The field is:

{ Macrobutton TestMacro2 [Click Here] }

This avoids the use of the Private or Addin fields and may be very useful for those times when what is being presented is a list of items which will be acted on by the macro (i.e. a template to use as the basis for a new document).

Sub TemplateListLoad()

    Dim sTemplateName As String

    Dim sTemplatesPath As String

    sTemplatesPath = Options.DefaultFilePath(wdWorkgroupTemplatesPath) & "\"

    sTemplateName = Mid$(Selection.Fields(1).Code, 31) & ".dot"

'    MsgBox "New document based on " & sTemplateName & "."

    Documents.Add Template:=sTemplatesPath & sTemplateName

End Sub

The field is

{ Macrobutton TeemplateListLoad File Document Log}

Note the lack of a space at the end of the field. This creates a new document based on the template "File Document Log.dot" located in the workgroup templates folder. 

The field:

{ Macrobutton TeemplateListLoad Releases\Release - blank}

creates a new document from the "Releases - blank.dot" template in the "Releases" folder of the workgroup templates folder.

Don't know if you would want to add this to the page or not. If so, please feel free. 

-------- End of email message

Copyright and distribution information

Copyright ©2002 Charles Kyle Kenyon, Madison, Wisconsin, USA All rights reserved. Permission to copy for purposes of use is granted to those who have purchased my CD-ROM. This may not be redistributed without permission except for internal use within a firm or company that has purchased the CD-ROM. In any redistribution, this copyright message must be retained.

I may be contacted at mailto:TemplatesMenuDoc@addbalance.com for purposes of discussing this or if questions related to this template arise.

Warranty (none)

This is distributed “as-is” without warranty of any kind including warranties of merchantability or fitness for a particular purpose. Charles Kenyon does warrant that at the time of distribution the document was checked with Norton Anti-Virus software. Macros in this document have been digitally signed for the user’s protection. Unfortunately, this makes it impossible for someone using Word 97 to view the macros. (They are substantially as set forth in this document.) This has been tested with Word 97 and Word 2000.

�PAGE \# "'Page: '#'�'"  ��This is set in Tools => Options => File Locations.


�PAGE \# "'Page: '#'�'"  ��See http://addbalance.com/word/workmenu.htm.


�PAGE \# "'Page: '#'�'"  ��While this is also true for the TemplateListLoad macro, I have found that the workgroup templates folder location gets changed whenever a network is reset. If your templates are on a network and you use the TemplateListLoad3 macro, you will need to rewrite all of your macrobutton fields if a folder location is changed.


�PAGE \# "'Page: '#'�'"  ��If you don’t see a “Private” field it is because you have display of hidden text turned off. To properly see this field with field codes displayed or this representation of the field, you need to have your Tools => Options => View set to display hidden text.
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