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What is Word Boosters?

Who says you need to pay big bucks for high-quality, user-friendly Word macros?  Forget those packages that cost $25-$50 and take a look at Word Boosters.   Here you’ll find over 30 great macros for only $11.95.  The Pick-Up and Drop Formatting, Wysiwyg Changes and Quick Find macros are alone worth that price (according to the feedback we get from users).   These macros do not simply gather together already existing Word commands and simply package them nicely.  They add significant function to Microsoft Word versions 97, 2000 and XP.  Click on the  [image: image1.bmp]  on the Word Boosters toolbar for a quick overview of all the macros.

We now have our own website at http://www.wordboosters.com/more.  Go there to look for the latest updates or to check out some of the other my other software titles (both freeware and shareware, including some award-winning number, word and logic games).



Installation

If you are upgrading from Word Boosters Lite, or from a previous version of Word Boosters, the first thing you need to do is manually uninstall the old Word Booster template (WordBoostersLite.dot, WordBoosters2000.dot or WordBoosters.dot).  This means removing the template file from Word’s startup directory.

Do not copy the Word Booster macros to your Normal template. They will not work properly. To install and access these macros, simply copy the Word Boosters template (WordBoosters.dot) to Word's startup directory.  If you are not sure where that is, see the technical notes below.  By copying the template to the startup directory, it will automatically load every time you start Word.

Technical Notes:

1. Do NOT rename the Word Boosters template file.

2. Once you start using Word Boosters, a file named Wboosters.Ini will be added to Word's startup path. This is where the Word Booster macros store their data between Word sessions.

3. Alternatively, you can install Word Boosters by using Word’s Templates and Add-Ins command to make it a global template.

4. If you are not sure where Word's StartUp folder is, double-click here on this folder icon:  MACROBUTTON ShowStartUpFolder 
 


Registration and Distribution

All macros included in the Word Boosters package are shareware. Therefore if you find any (or all) of the macros useful and wish to continue using them beyond a trial period of 21 days, you must register your copy.  The cost is only $11.95 and your integrity and support of the shareware concept would be very much appreciated.  Registration will also entitle you to free upgrades.  Details on how to register and purchase your copy of Word Boosters can be found at our website: http://www.wordboosters.com

Until you register, some of the macros may occasionally pop-up a reminder that the Word Boosters package is shareware. Also, although all the macros will run, you may find a few commands within the macros that will not work until you register (such as the Undo commands in the Wysiwyg macros, the Print and Close commands in the Window Management macro, the wild-card option on the Quick Find Toolbar and a few others).  After you register by mail, you will be sent a registration name and number.  Simply run the EnterRegistrationInformation macro [image: image3.bmp] to enter your registration name and number.  When done, the pop-up reminders will no longer appear and all macros will be fully functional.

You are free to distribute this shareware package. However, you may not distribute any of the macros for the purposes of making money; nor may any of them be distributed along with any other software (freeware, shareware, commercial product, etc.) without written consent from me. In addition you must distribute this package unaltered, in its complete form with all macros and supporting documentation, and without any additions.  Distributors may charge a nominal fee to cover media costs, shipping and handling.

And finally, a disclaimer which applies to every Word for Windows macro found in the Word Boosters package...

THESE MACROS ARE OFFERED AS-IS, WITH NO WARRANTIES WHATSOEVER.  YOU USE THEM AT YOUR OWN RISK.  I, THE AUTHOR, AM NOT LIABLE FOR ANY DAMAGES (INCLUDING, BUT NOT LIMITED TO, LOSS OF DATA) THAT MAY RESULT FROM ANY DIRECT OR INDIRECT USE OF THESE MACROS (REGARDLESS OF THE CONSEQUENCES OF THOSE DAMAGES).

Usage of any Word Booster macro implies acceptance of this Disclaimer.  If you do encounter any problems with these macros, or you simply wish to make some suggestions for future releases, contact the author at baartse@conexion.com.gt. If in the future, this email is no longer valid, try contacting us via our website, http://www.wordboosters.com.



Five ToolBars

In this version of Word Boosters, the macros have been divided up into 5 toolbars in an effort to organize the macros and help you see what is available. The five toolbars are as follows:

WB – Most Popular

This toolbar contains Word Booster's most popular macros (according to users of Word Boosters).

WB – Quick Find

This toolbar is also a user-favorite and contains the macros needed to quickly find and replace text in a document. Unlike the other 4 toolbars which are stored in the Word Boosters template, this Quick Find toolbar is created and stored in the Normal template the first time you open this Word Boosters Document.

WB – Handy Utilities

These macros are almost as popular, but are smaller and perform a simple function that just makes Word easier and more pleasant to use.

WB – Specialized

This toolbar contains some highly specialized and powerful macros that may take a bit of time to learn how to use and are intended for more advanced users of Word.

WB – Version Dependent

This toolbar contains just 3 macros that work fine on almost all English versions of Word. However, they are not guaranteed to run on non-English language installations, nor on all Word/Windows combinations. You'll have to try them and see!

Of course, you are free to edit and customize all these toolbars using the View-Toolbars-Customize command.



Different Versions of Word

Word Boosters works with the following versions of Microsoft Word…

· Word 97 (found in Microsoft Office 97)

· Word 2000 (found in Microsoft Office 2000)

· Word XP (found in Microsoft Office XP)

All the macros were originally written for Word 2000; were later adapted to work on Word 97 (mostly this involved having the macro skip over code that Word 97 couldn't recognize) and starting with version 2.0, Word Boosters now also works with Word XP.  Since Microsoft went to Visual Basic for Applications, there is a good chance that these macros will also work with later releases of Word as well.  All the macro descriptions contained in this document were written for Word 2000 and Word XP.  There are a few differences you should be aware of if you are using Word Boosters with Word 97:

· The Theme Tab on the Wysiwyg Changes macros is not visible in Word 97 since Themes are a new feature that was added in Word 2000.

· In the Print Booster macro, the page scaling and 2-sheets-per-page options are not available in Word 97.

· In Word 2000/XP, the Quick Compare macro is “modal” meaning that you can jump between the macro's dialog boxes and your document without having to exit the macro.  It is not modal in Word 97.

· In the Window Management macro, the Hide and Show commands are not available in Word 97.

· The Common Window Views macro is strictly a Word 2000/XP macro and will not run in Word 97.

· The searching for shapes option on the Quick Find Toolbar is not available in Word 97.

· In the QuickLinks macro, the Hide and Restore Pathnames options are not available in Word 97.

· These macros have been extensively used and tested with Word 2000, but not quite so extensively with with Word 97, nor with Word XP.  Therefore if you use Word 97 or Word XP and find some bugs specific to these versions, please let me know.

Finally, the macros found on the "WB-Version Dependent Toolbar" will not work in non-English versions of Word.  And now here are all the macro descriptions....


 
Macro:  Pick-Up and Drop Formatting

Toolbar:    WB – Most Popular
Say good-bye to Word's format painter.  It's a pain to use, far from intuitive (for example you always need to be aware of whether you include a paragraph marker in your selection) and is pretty limited in scope and function.   Now you can quickly and easily copy and paste formatting information from one part of a document to another.  And not just font and paragraph formatting.  With these two macros you can pick-up (i.e. copy) and drop (i.e. paste) any combination of the following of the following formatting types:

If Text is selected, you can pick-up and drop:

· Font formatting

· Paragraph formatting

· Style

· Paragraph Borders and Shading

· Tab Settings

· Page Margins

If Pictures, Text -Boxes or AutoShapes are selected:

· Fill Settings

· Line Settings

· Size

· Rotation

· Layout Settings (except for position information)

The formatting information that is picked-up is maintained across document windows and across Word sessions.  It is a permanent clipboard for each type of formatting information.  Once you pick up a certain type of formatting information, it remains available until it is overwritten with a new set of information.  Suddenly you can experiment with gradient settings in you text boxes and pictures and then quickly copy it to all your other pictures and text boxes (without the tedious bother of going through all the dialog boxes and menus for each picture and text box).

Copying and pasting formatting information has never been so quick and easy.

To use these macros, simply position your cursor to the location from where you want to pick-up formatting information and then run the Pick-Up Formatting macro to store the desired information.  Then simply select the new area of the document which you want to have take on the formatting information just saved and run the Drop-Formatting macro and select the type of information you want to drop over the selected section.  (Note that when you drop previously saved "page margin" information, you will need to specify whether the margin settings you are dropping should apply to the whole document, just the current section, or from this point on in your document).

As an example consider the following five lightning bolts.  What if you wanted them all to look exactly like the first one.  Normally you would simply have to go and examine the settings for the first bolt (and possibly write them down so you remember) and then select the other bolts and go through the many dialog boxes needed to change the fill, line, size, rotation and layout settings for the whole lot  However, with Word Boosters it’s a snap!  Simply select the first lightning bolt, run the Pick-Up Formatting macro (the big "P" on the Word Booster toolbar),  click on the All button to select all types of picture formatting (fill, line, size, rotation and layout).  Now select the other four lightning bolts together using the shift key.  Once all four are selected, run the Drop Formatting Fast macro (the big "DF" on the toolbar).  It's done!!



Another use for the "pick-up" & "drop" macros is simply to temporarily save formatting information before experimenting with changing that particular information. If you don't like your changes, you can simply drop the old formatting information back without having to go through the trouble of editing it all.

Another macro, Drop Formatting Fast has been provided. It is equivalent to its “non-fast” counterpart, except that instead of popping up a dialog box asking which information you want to drop, it simply will drop the last type of information that was picked-up. (Note:  If you are dropping "page margin" information, it will simply be applied to the current section.)

 
Macro:  Wysiwyg Changes

Toolbar:    WB – Most Popular
Experimenting with font, paragraph, theme and style changes is a slow, trial and error process.  Call up Word's dialog box, change the font (or paragraph) formatting information, hit the Okay button.  Then, more likely than not, it doesn't really look quite right on the screen, so you need to go in and out of the dialog box a few more times to get it just the way you want.

NO MORE!  With the Wysiwyg Change macros, you can adjust font information (Name, size, colors and various attributes), paragraph formatting (spacing, alignment, indents and before and after values), themes and styles at the same time you see the changes reflected in the document!  No more going in and out of dialog boxes until you get it right.  Now just call this macro once, experiment with the changes you want and behind the small dialog box (it's small and movable so it doesn't take up too much screen space) you see the changes take place before your very eyes. No more guessing!  If you don't like the changes, simply hit the Undo button and it will all be undone.  As well, the selected area will look normal (not reversed highlighted) so that you can really see what the changes will look like (optionally, you can turn the highlighting back on if you desire by clicking on the Selection button).

Use this macro for a while and you will never, never want to use Word's Format-Font and Format-Paragraph dialog boxes again (except for the rare things like character spacing, widow control and other seldom changed options).  Try it! You'll love it!

The "Large/Small Increment" command button is used to change the value at which the spin buttons increment the various values. Small increments will allow very fine changes of font size, spacing, indents, etc.  Large increments will allow you to change things a bit faster by using larger increment values.

The Undo All command button will attempt to undo all changes made since calling the macro.  The Undo Tab command button will attempt to undo only the changes made since entering the current tab (font, paragraph or theme).

There are 4 macros.  The "Wysiwyg Font Changes", "Wysiwyg Paragraph Changes" and "Wysiwyg Theme Changes" will take you immediately to the correct tab on the Wysiwyg Changes dialog box.  The "Wysiwyg Changes" macro will simply take you back to the last tab you used.

Technical Notes:

1. The Undo commands are limited only by Word.  If you make too many changes all at once you may exceed the capability of Word's 'undo' stack.  You can see how deep the stack is (i.e. how many undo commands are needed to undo all your changes) via the control tip on the Undo All command button.

2. If you find the contents of the document window changing when you run this macro, it is because the macro always makes sure the current selection is in view in the document window.

3. It helps to have a fast processor so that screen updates are almost instantaneous; if not, you may find that the constant flickering caused by rapid screen updates are a bit annoying.

4. Please let me know what other type of Wysiwyg features you would like to see… perhaps wysiwyg picture/autoshapes formatting, wysiwyg table column widths, etc.



Macro:  Window Management

Toolbar:    WB – Most Popular
Unlike many other window management macros which only allow you to tile or cascade all your open windows, this macro allows you to select a subset of the windows to be cascaded or tiled.  In addition, you can also use this macro to quickly hide, minimize, maximize, close or print any (or all) of your open document windows.

Four other macros, “Cascade Windows”, “Tile Windows Horizontally”,  “Tile Windows Vertically” and “Minimize Windows” can also be used to quickly cascade or tile all the open document windows without having to go through a dialog box. However, if you want to use these four macros, you will need to add them manually to the toolbar, or to one of the menus using Word's Customize command.


Macro:  Simul-Scroll

Toolbar:    WB – Most Popular
This macro whose name is short for Simultaneous Window Scroll allows  simultaneous scrolling of multiple document windows and is very handy for comparing documents (among other uses)!  When the macro is run, a small dialog box pops up and you can scroll all open, non-minimized windows simultaneously line-by-line, page-by-page, left-or-right, or simply jump to the start or end of all the documents.

If you temporarily wish to just scroll one of the windows (in case the windows get out of sync), simply click on the "window" option button and only the current window will be scrolled and not all the windows.  If the window you wish to scroll is not the current window, you may click on the button showing the number of the current window to cycle through the windows. When you are ready to scroll all of the windows together again, click on the "all" option button.

If you want to scroll more than one window, but not all the open windows, simply minimize the windows you do not want to be involved in the scrolling before running this macro.


Macro:  Document Notes

Toolbar:    WB – Most Popular
This macro is like a separate pile of post-it notes for every document you have.  I usually have a need to keep notes with a document, including such items as changes that need to be made yet, etc.  I prefer not to keep the notes in the document itself , not even in hidden text, and I find the comment areas a pain to use.  What I really need are the equivalent of post-it notes!  So here it is; you can add, delete, edit and rearrange your notes as you wish.  As a technical note, the notes are actually stored in document variables (which you can see for yourself if you run the "Document Variables" macro after creating some document notes.

Also, you can use the Word Boosters "AutoRunMacros" macro (found on the WB-Specialized toolbar) to run the "ShowIfNotesExist" macro automatically whenever a document is opened, so that the document notes  window will pop-up automatically on opening up a document that has notes associated with it.


Macro:  Copy Text To Note

Toolbar:    WB – Most Popular
You can use the document notes as an extended clipboard for storing information that can be easily retrieved later.  To quickly move text to a note, simply select the text and run this macro.  To see the notes , simply use the the Document Notes macro (described above).


Macro:  Gather Contacts

Toolbar:    WB – Most Popular
Tired of searching through documents looking for a website address, email address or phone number?  Now with the click of a button, you can see all the addresses (websites and email) and phone numbers in a document gathered together in pop-up dialog box.  From there you can quickly jump to an address' or phone number's location in the document, or copy it to the clipboard.

Note that this macro will work in text documents as well as in Word documents (the alternative of searching for hyperlinks in a document is not only more tedious, it will not work in text documents or in documents where fields have been "unlinked").

Technical notes:

1. The macro only finds US/Canadian style phone numbers and assumes the first 3 digits are separated from the last 4 digits by a hyphen.



Macro:  Quick Find Toolbar

Toolbar:    WB – Quick Find
This is not an individual macro, but a set of macros accessed through the Word Booster Quick Find Toolbar.  It provides  a lightning-fast way to navigate around your document and to find and replace text.  Using this toolbar you can quickly skip through headings in your document, find hidden text, move quickly from one shape, table, footnote, hyperlink, quote, or page to another, or find and replace text without calling up Word’s Find dialog box.  To navigate from one type of object to another (whether it be pages, headers, numbers, tables, etc.) simply select the item in the drop-down box that you want to find and then use the left and right arrows to move to the next or previous occurrences of that item.  Also if you simply type your own text into the box and then use the previous and next arrows you can find any text you want quickly!  You can type in the same sort of stuff you would in Word’s Find dialog box (e.g. ^# = any digit, ^t = tab, etc.) and even use wildcards!  To replace text, simply type the text to be found, followed by “//” (or any other separation characters you define) followed by the replacement text.  For example, to replace the year 2000 by the year 2001 in a document simply enter the following in the text-box:




2000//2001

…and don’t forget to finish your entry by hitting the <Enter> key.  When done, you can use the two arrow buttons to find entries and use the [image: image4.bmp] button that appears on the tool-bar to replace the find text (and automatically jump to the next occurrence of the find text).  Alternatively, you can use the Replace All command on the drop-down menu to replace all occurrences at once.

Now for a detailed explanation of all the buttons and menus…  When the toolbar is in it’s normal mode, you will see the following 4 buttons, plus a drop-down edit box….

---
The symbols on the first button indicate the three find/replace flags that can be changed via the drop-down menu.  If the first flag is “M”, that means the case-matching is on when doing the find/replace.  If the second flag is “?” that means the use of wildcards is enabled and you can use all the same wildcards you can use in Word’s Find dialog box (see Word’s help files for details on using wildcards).  If the third flag is “W” that means that the find text must be found as a whole word (and not part of a word).  These three flags can be switched on and off via the first 3 options on the drop-down menu.

· Go to start of document

· Find Previous – Finds previous occurrence of text, or previous item of type displayed in drop-down box.

· Find Next - Finds next occurrence of text, or next item of type displayed in drop-down box.

[         ] The drop-down box includes 4 lines of history containing the last 4 find/replace texts entered, followed by a list of 32 different items that can be searched for in the document. Most items are self-explanatory, though two may benefit from a bit of explanation.  The “Same-Style” option allows you to find the next paragraph that has the same style as the current paragraph.  The “Same-Text” option allows you to select text in the document and search for it, rather than having to type it into the drop-down box.

Other items found on the drop-down menu (accessed via the first toolbar button):

Replace Once – This option allows you to replace found text without automatically looking for the next occurrence of the find text. Using this option can help avoid the problem of replacing a text and then having to search back through the document for it (if you don’t want to keep replacing other occurrences of the text).

Replace and Find Again – This is the normal replace option (also found on the toolbar when in replace mode) which does one replace and skips ahead to the next occurrence of the find text.

Replace All – Replace all occurrences in the document.

Special… - This is the same as the “Special” command button found in Word’s “Find” dialog box. It allows you to place special search items and build expressions (when using wildcards) in the drop-down box.

Separation Characters – This option allows you to define any double character you want as the characters to be used to separate find text from replacement text in the drop-down box.  By default the characters are two forward slashes (//), but you can change it to anything you want (e.g.  ##, @@, ^^, or \\) by means of this menu option.  If you forget what the separation characters are, the tool-tip for the drop-down menu will display them between the words “Find” and “Replace” (e.g. Find##Replace).

Search Options – If you find the number of options in the drop-down box causing too much clutter and you don’t use all the options anyways, you can use this command to remove some of the unneeded options and so clear up the clutter.  Also you can increase the width of the drop-down box via this command.

Reset Toolbar – Will take the tool-bar out of “Replace-mode” and set it back to normal mode used for page flipping.

Two special modes for the tool-bar are “Replace Mode” and “Quote//Parenthesis” mode. The “Replace” mode occurs when you enter both find and replace text in the drop-down box (e.g. Jim//James).  In this mode, the Go-to-start-of-document button   is replaced by the Replace-and-Find-Again button [image: image5.bmp], and the three “Replace” commands on the drop-down menu are enabled.

When you select “Quotes-Double”, “Quotes-Single” or “Parentheses” via the drop-down box,  which allows you to search for text between quotes or parentheses, the button is replaced by the “Shrink-Grow” button [image: image6.bmp].  When searching for quotes or parentheses, the text that is found will include the quotes or parentheses.  If you want to shrink the selection so that just the contents are included and not the quotes (or parentheses), use this button which  toggles the inclusion of the quotes (or parentheses).

Technical Notes:

1. This toolbar is created and stored in your Normal.dot template when you first open this document (and it should be kept in the Normal.dot template).  If for some reason the toolbar was not created automatically for you, simply run the MakeQuickFindToolbar macro.  You can also use that macro to re-create the toolbar should you accidentally delete it.

2. DO NOT edit or rename the toolbar, or try and call the Quick Find macros from other toolbars. It will not work if you do so!!

3. The Quick Find Toolbar may not work 100% correctly until you have properly installed the Word Boosters template (see the Installation section).

4. There is one important difference between using this Quick Find toolbar and using Word’s Find/Replace dialog box: The Quick Find toolbar searches only the part of the document which you are in . For example if you are in the main body of the document, it will not automatically go and search for your text in other parts of the document (such as in footers and headers, text-boxes, etc.).  Word’s Find/Replace dialog box will search all parts of your document.  Perhaps, if there is interest, I will change this in future versions of Word Boosters.

5. If you select “Shapes” in the drop-down box, searches will either start from the current shape (if you have selected one), or from the first (or last) shape found in the document. It will not start at the nearest shape you see on the screen (that's not a bug, it's due to the way Word handles shapes).

6. Please let me know if you would like to see Font-formatting capabilities added to the Find-Replace capabilities.



Macro:  Print Booster

Toolbar:    WB – Handy Utilities
A replacement for Word's Print Dialog.  This replacement has several advantages.  First it displays many of the common print options (such as printing hidden text, draft printing, updating fields, user-friendly print scaling, etc.) right in the main dialog box.  Secondly, it allows you to insert page numbers, the file name and/or the current date to the headers, the footers (if they are empty), or the start or end of the document.  You can even specify whether you want these variables left in the document after printing or whether they are only added to your current print-out and not to the document.  Very handy if you are like me and are constantly updating and printing out the same documents and have a pile on your desk without knowing which is actually the latest copy.  Now I can quickly and simply add dates, file names and page numbers as I print the documents.

You can also specify the format for these fields, including a style name that can be used to insert these fields in your document.



Macro:  Quick Bookmark

Toolbar:    WB – Handy Utilities
This is a real bookmark.  In the real world you don't need to assign bookmark names or select from a whole list.  You just pick up your bookmark and stick it where you want it so that you can find your place again later.  This is that type of bookmark.

Also unlike most bookmarks, this one predefined bookmark works across multiple windows. Therefore if you set the bookmark, move to another document, and then execute this macro again to jump to the previously set bookmark, you will be taken back to the original window where you set the bookmark.  The "Swap" option of the macro allows you jump to the previously set bookmark while simultaneously moving the bookmark to the position from which you jumped.  This allows you to jump back and forth very quickly between two document positions (which, once again, may be in different windows).


Macro:  Toggle Title Bar Name

Toolbar:    WB – Handy Utilities
Running this simple macro simply toggles the title bar of the active document window to include the path name of the document file along with the its name.  Also, you can use the Word Boosters "AutoRunMacros" macro (found on the WB-Specialized toolbar) to run this macro automatically whenever a document is opened, so that the full document name will always appear automatically when opening a document.
Macro:  See Table Headings

Toolbar:    WB – Handy Utilities
A simple macro that saves some frustration for those who work with large tables.  Often I'm in the middle of a table and I'm not quite sure which column or row I'm in any more because I can't see the headings at the top of the column (or at the far left of the row) anymore.  Scrolling up and down, left and right, all the time just to get my bearings is a tedious pain.  This macro is the solution! Simply run this macro and in the status bar will appear the text of the leftmost cell for the row you are in, as well as the text of the cell at the top of the current column.

For example, although this is a small table (and for small tables this macro isn't really needed), this will give you an idea of what this macro does. Put the cursor in any cell and run this macro.  Look what shows up in the status bar!

	Mutual Fund

	Jan. 1 Value
	July 30 Value
	Dec. 31 Value

	AGF funds
	1,897
	1,963
	1,943

	Fidelity funds
	2,589
	2,433
	2,856

	Mackenzie funds
	2,109
	2,289
	2,301



Macro:  Select Common Text

Toolbar:    WB – Handy Utilities
If you want to select (i.e. block off) an area of text which has similar character, paragraph, tab,  language or style formatting information, simply put the cursor insertion point somewhere in the middle of the text area and run this macro.  Depending on which option you choose, the area surrounding the cursor that has the similar characteristics you asked for will be blocked off.  Alternatively you can specify that you only want to extend the selection upwards, or downwards (instead of in both directions). This is done the 3 option buttons on the lower right of the dialog box.

The options available for selecting similar font characteristics:

· Font Name – all text having the same font name

· Font Size – all text having the same font size

· Font Color – all text having the same font color

· Bold, Italic, UL – all text having the same Bold, Italic and Underline Characteristics.

· All Font Info – all text having the same font formatting (every bit of it must be the same to be selected!)

The options available for selecting similar paragraph characteristics:

· Alignment – all paragraphs having the same alignment

· Spacing – all text the same paragraph spacing

· Indent – all paragraphs having the same left, right, first and hanging indent settings.

· Before/After – all paragraphs having the same before and after space settings.

· All Info – all paragraphs having the same paragraph formatting (every bit of it must be the same to be selected!)


Other options available:

· Tabs – selects all paragraphs having the same tab settings

· Style – selects all paragraphs having the same Style Name

· Language – selects all text having the same language setting
(or having "proofing" turned off).

· Spaces – selects all white space.  If the shift key is held with this option, it will select spaces, paragraph markers and tabs, otherwise it will only select spaces.

· Sentence – selects the current sentence

· Page – selects the entire page

· Section – selects the entire section


Macro:  Common Window Views

Toolbar:    WB – Handy Utilities
Prior to Word 2000, when a new document was opened, it was opened as a new window within the main Word application window.  However, in Word 2000 (& XP), new windows are opened in entirely separate Word windows, each complete with its own set of toolbars, menus, scroll bars, etc. This is fine, except that when you tile windows, a lot of the screen space is taken up by all these extra "bars" in each window.  This "Common Window Views" macro allows you to quickly get rid of unneeded toolbars, rulers, etc.  and so see more of the documents.

In a nutshell, this macro allows you to change the view characteristics of one window (toolbars, ruler, status bar, scroll bars, zoom size, and various display options) and then with a click of a button, change all the other active windows so that they have all the same display characteristics.  It saves trying to change the same options in all windows individually!


Macro:  Edit Clipboard

Toolbar:    WB – Handy Utilities
Use this macro to edit the contents of the clipboard.  After editing the contents, you can also use this macro to paste the contents in your document or to store the edited contents to a document variable.  Note however, that using this macro will result in losing the formatting information associated with the clipboard data.


Macro:  Clean-Up Document

Toolbar:    WB – Handy Utilities
This macro allows you to remove extra spaces from a document or an area of selected text, replace multiple spaces with tabs or remove mid-paragraph line-breaks from text documents that were created in a program that didn't have line-wrapping.  Simply select 1 of the six options in the dialog box and click on the Replace All command to automatically do all replacements, or on Prompt & Replace, which will prompt you before each replacement.


Macro:  Save and Save-As Boosters

Toolbar:    WB – Handy Utilities
Do you have the problem of saving files and later forgetting what they were called, or where they were stored?  If so, you also know that trying to find it using searches based on words you think you wrote in the document is a slow, hit-and-miss process.  These 2 macros may help you.  They are a replacements for Word's Save and Save-As commands (since they both may call-up the Save-As dialog box).  They work exactly the same as the regular commands except that they also keep an on-going list of all files when they are first saved.  This list of saved files can then be brought up at any time by running the Saved File List macro (see next macro description below).

To use these, simply use Word's Customize tool to replace the Save and Save-As commands in the Word File menu and on the Word Standard toolbar with these 2 new macros SaveBooster and SaveAsBooster.  Or you can simply use the buttons on the Word Booster toolbar every time you save a file.

Important Technical Note: The list is saved in a file in your Auto-Recovery Directory. Therefore make sure you have a default directory listed in the File Locations tab of the Tools-Options dialog box for your Auto-Recovery Files.


Macro:  Saved File List

Toolbar:    WB – Handy Utilities
If you are using the macros SaveBooster and SaveAsBooster to save your files (see previous description), then this macro can be used to pop-up the list of all previously saved files. The list is sorted by dated (like a giant "most recently saved files" list) and shows the name and path of each file. From there you can quickly find the file you are looking for and open it.  There's no more need to spend time searching for files on your hard disk when you have a list of all the files you've saved at your finger-tips (assuming they were saved via this Save-As-Booster macro)!

Files which have a “?” beside their name are files which can no longer be found (either they were erased, moved, or their name changed).  These entries can quickly be deleted by selecting all these entries using the “Missing ?” button and then removing all the selected entries via the “Remove Entries” command button.


Macro:  WingDing Concentration

Toolbar:    WB – Handy Utilities
A simple but challenging version of the popular memory game.  In this version of Concentration, the WingDing font is used to generate the card pairs.   Finding a matching card pair increases your score 100  points.  Uncovering a non-matching pair decreases your score by 25 points.  If you use the cheat button  to find a card's match, you will lose 75 points (however, it speeds the game up if you are getting frustrated).  A score of 2500 or higher is fairly decent!  If you reach 3000, you're doing great!

Note: The WingDings font needs to be installed on your system for this macro to work properly.



Macro:  Run Macro Repeatedly

Toolbar:    WB – Specialized
Often I need to perform a very repetitive task in Word. Creating a macro helps a bit, but it can be pretty tedious running the macro repeatedly.  The solution to the problem is "Run Macro Repeatedly".

This macro allows me to select any macro and…

· run it once, twice, up to 1,000 times in one or more of the currently open document windows

· run it repeatedly in the current window until the "Caps Lock" key is toggled.

· move to the start of the document before each run of the macro.

· record a new macro

You can also adjust the repeat-rate via the scroll-bar on the right of the dialog box.  This is useful if you are running the macro repeatedly until the Caps Lock key is pressed, but you want a slight delay between macro repetitions so that you can see the screen and decide if you need to toggle the Caps Lock key yet. The slower the repeat-rate, the longer the delay between macro repetitions.

The first time you run this macro, you will need to select a macro that you want to run.  Simply click on the "Macro" button.  This will take you to Word's macro dialog box where you can select any currently available macro or Word command.  Then click on the 'Run' button to return to the original dialog box with the new macro name selected.  The purpose of the Word's macro dialog box is simply to allow you to select a macro or command. The other buttons (such as 'edit', 'delete', etc.) on the Word dialog box will not be functional.


Macro:  Multiple File Processing

Toolbar:    WB – Specialized
This macro allows you to quickly build file lists which you can then open, print, or run any global macro or Word command against.  It can saves a lot of manual work of opening and closing files. You can even save file lists for recall at a later time.  It's like a very powerful project manager.
Now the details … In the dialog box that pops up, you can navigate through your system's drives, folders and files using the 3 windows on the top of the dialog box.  You can also set a file filter, or store folder names for quick access later (using the jump to buttons).  Three folder names can be stored (sort of acts like a bookmark); folder #1, folder#2 and a project folder.  If a folder name is stored as the project folder, this folder is automatically used for storing project files, unless the check box for using the current folder instead of the project folder is selected.

Files from the file window can then be moved down to the project window using the down-arrow buttons just below the file window. The single arrow will move down only the selected files; the double arrow will move down all the files displayed in the file window into the project.  Conversely, you can also remove files from the project window using the up-arrow buttons above the project window.  Again, the single arrow removes only the selected files, whereas the double arrow removes all the files from the project window.  If you need to sort the files in the project window or remove duplicate files, simply click on the Sort & Prune command.

Once you have all the files you want in the project window (which may be from different folders), you can save the file list as a project file, using the Save Project command. These files can later be opened by selecting them in the file window and clicking on the Open Project command.  To open all the files in the project window, use the Open All command; to print them, use the Print All command.  To run a macro in each file in the project window, first select the macro using the Macro button on the right side of the dialog box.  You will be taken to Word's macro dialog box.  From here you can select any available macro or Word command.  Once selected, simply click on the Run button to return to the project manager.  You will now see the name of the macro in the dialog box.  At the same time, select what you want to happen once the macro has run in a file. Do you want the file to remain open, be closed but prompted if any changes occurred, be closed with changes saved or discarded, or do you simply want to be prompted separately for each file regardless of whether changes occurred or not.  Than click on the Run Macro In All command to batch process the files in the project window.



Macro:  Gather Fonts and Links

Toolbar:    WB – Specialized
Has any of the following ever happened to you??

· You needed to travel and copied some Word documents to diskette to take with you and found out when you tried to revise or print off the documents on another computer at your destination, that some of the document fonts that you really wanted to use didn’t exist on the other computer.

· You gave one of your documents to a friend, only to find out later that you forgot to give him one of the files or graphics that the document linked to?

If similar things have ever happened to you, then this macro is for you!  It will ensure that when you share a file with someone else, or move a document to another computer, that you take not only the main document, but also the files that may be linked to the document in one way or another; such as merge files, templates, graphics, text files or other application files that are linked to the document, and any needed fonts. To facilitate this, the macro does the following:

· reports all fonts used

· reports all links to other files

· allows you to break all file links, thus pulling the files into the document

· allows you to copy all files associated with the document (including font files, templates, data and header files, linked graphic and text files, and links to files from other applications) to the same directory as the main document.

· allows you to hide the path names of all linked files in the document so that the document will still view and print correctly when all the linked files are copied to the same directory as the document.

· allows you to restore the hidden path names of the linked files later on.

· allows you to open up document and text files linked to the main document to see if they also contain other fonts, linked files, etc. that will be needed for printing the main document.

· and more…

Never again do you need to forget a font, graphic, or other linked document or file when you travel with your documents or move your documents from one computer to another!

DISCLAIMER:  There are a lot of places that linked files can hide. This macro checks for linked pictures, text files and fonts in almost all areas of the document (the main body, footnotes, headers, footers, comment areas, etc.)  However, it does not check areas such as the fill effects used inside a text box or autoshape. If you decided to link to picture files there, this macro will not report them (there is also probably a few other obscure areas where files can find that I haven't thought of).  So be warned; this macro will report a lot, but I don't guarantee it will report absolutely everything.

Also note that this particular macro may run quite slow on Word 97 run on lower end Pentium machines.



Macro:  Quick Links

Toolbar:    WB – Specialized
This macro is accessed via the "Links" button on the Word Boosters toolbar.  This button is actually a drop-down menu that allows you to update, lock, unlock or unlink all (or selected) fields and links in a document with a single click. It also collects a few other handy Word commands together on the same drop-down menu (such as Toggle Field Codes, Edit Links, etc.)

For links it also allows you to hide or restore path-names associated with all files linked to the document (whether they be text files or picture files). Why is this useful? Well, if you want to share a document with someone but that document contains links to documents or image files on your hard disk, you can share all the files with some-one, but the links will still contain the pathnames associated with your hard-disk!  The person you share the document with would have to "relink" to all the files since all the pathnames would be different on his/her computer.  However, if you HIDE all the pathnames and the person you share the document with simply copies the main document and all its linked files to a single directory, the document will read all the links without any problem because the path names are hidden and thus Word will look for all linked files in the same directory as the main document! This is a handy undocumented feature of Word which can now be utilized via the Quick Links macro.  If you want to later restore the pathnames, simply use the Restore command found in the same drop-down menu.


Macro:  Document Variables

Toolbar:    WB – Specialized
Unless you write your own macros in Visual Basic, you may not even know that documents can have variables associated with them.  This macro lets you see all the variables associated with a document, delete them, add new ones, change their values, or copy their contents to the clipboard or paste them right into your document.  Now you don't need to be Visual Basic Programmer in order to access the document variable feature of Word.


Macro:  Copy Text To Variable

Toolbar:    WB – Specialized
After selecting text in your document, you can use this macro to save that text to a document variable.  This is like having a document-specific clipboard.  It also allows you to archive text in a document variable before deleting the text from the document (just in case you think you might have use for it later).  There are probably a few other uses that I haven’t thought of  yet.  To see the variables (or paste them back into your document), simply use the the Document Variables macro (described above).


Macro:  Auto Run Macros 

Toolbar:    WB – Specialized
There are several Word Boosters macros which you may want to have run automatically whenever a document is opened: ToggleTitleBarName, ShowIfNotesExist and OpenBooster (which will also require running the CloseBooster macro when a document is closed). Normally this involves editing the AutoOpen and AutoClose macros associated with Word's global template, or with a particular document. Since many users may be unfamiliar with editing macros, we have included the AutoRunMacros routine to allow you to quickly set-up which macros you want to have run automatically whenever a document is opened (or closed).

Simply run the macro and you will notice that you can change Word's global settings which affects which of the Word Boosters macros will run when any document is opened. If you don't want the macros to be run for all files that are opened, you can also set them to run only for the current document that you are working on using the document-specific settings.


Macro:  Word Booster Maintenance

Toolbar:    WB – Specialized
Hopefully you will never need to use this macro, but it's here just in case.  If you have trouble running one of the macros, it may be because data in the Word Booster Initialization file is corrupted.  I can't really think of any situation where this would happen.  However, the Pick-Up Formatting and Drop Formatting macros are pretty complex and there are a lot of objects in Word from which you can pick up formatting information. The macros are written trying to ensure that if you drop the data on a DIFFERENT type of object, no error will occur. However, I'm not sure I've covered and tested every single possibility.  For that reason, you may find some odd situation where the Drop Formatting macro fails and the data in the Word Booster Initialization file is corrupted.  Hopefully this never happens, but if it does, use this macro to reset the file.


Macro:  Open & Close Boosters

Toolbar:    WB – Specialized
Use the Close Booster and Open Booster macros to have documents open up in the exact same place in which you closed them.  Not only will you be taken back to the same spot in the document, but all the window settings (state, size, position) and view settings (all the settings found on the View Tab of the Tool-Options dialog box) will be maintained!

The way to use these two macros is to set them to automatically run whenever Word opens or closed a document. This can be done using Word Boosters "AutoRunMacros" macro (found on the WB-Specialized toolbar).

Technical Notes:

1. These Auto macros will not actually work properly until the Word Boosters template is installed as a global template (see the installation section).

2. If you want to bypass the AutoOpen and AutoClose macros, simply hold down the Shift key when opening or closing a document.  Alternatively, if there is a particular document that you never want to run the Open/Close Booster macros on, simply include a Document Variable called WBSaveSkip in the document (it's value is unimportant).  You can create this variable using the Document Variables macro.

3. These macros work by adding a few variables to a document and inserting a bookmark.

4. If documents (such as this one) have their own AutoOpen and AutoClose macros which supercede the ones you create in your Normal template, you will need to add the above Application.Run statements to them  as well (if you want these features to work for such documents).



Macro:  Insert Any Date

Toolbar:    WB – Version Dependent
This macro pops up a monthly calendar from which you quickly find any date and double-click on it to insert it into your document as text.  It can be inserted according to a preset format (which can be changed via the "preset" tab), or according to a custom format which you can specify via the "custom" tab (which also contains instructions on how to write custom date formats).  Any format you choose will be remembered next time you run the macro.


Macro:  TrueType Font Files

Toolbar:    WB – Version Dependent
A simple macro that allows you to select any font available and if it is a TrueType font, the names of the actual computer files associated with the font will be displayed.  Useful for finding font files on your computer (for copying or other purposes).

Note: If you click on the actual file name, the screen tip will show you the entire name of the file including the path where it is located.



Macro:  Display Button Images

Toolbar:    WB – Version Dependent
Word 2000 (&XP) contains well over 1,700 button images that can be used on toolbars, edited, or pasted into your documents.  Most other macros I have seen will only display the first 300 (or so) for you.  However there are many other very useful images beyond the first 300.  To see them all, simply run this macro. A giant floating tool bar will appear containing 250 button images.  The bottom line of this toolbar includes text buttons which allow you to scroll backwards or forwards through the rest of the button images.

By moving your cursor over a particular image you can also see its associated image number (useful for those of you who write your own macros).  Also, if you click on any image, it will be immediately copied to the clipboard (useful for pasting on to other toolbars, or for pasting into your document)

There are also text buttons on the bottom line of the toolbar allowing you to quickly delete the toolbar or run the Word "Customize" command. The latter simply allows you an easy way to copy and paste images from one toolbar to another.
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