CHAPTER 1

Programming In VBA - Using Microsoft Word 2013

UNDERSTANDING WORD VBA

( : INFOcus

Visual Basic, or VB as it is known, is a programming language that
was developed many years ago by Microsoft to help people
program their computers. Microsoft Office has a number of
applications that each have a derivative version of VB which has
become known as Visual Basic for Applications, or VBA for
short.

VBA is an object-oriented programming language that performs
operations by manipulating objects, which in turn have methods,
properties and events. Each application in the Microsoft Office
suite, including Microsoft Word, has its own specific set of objects.

In this session you will:

v/ gain an understanding of programming in Microsoft
Word

v/ gain an understanding of VBA terminology
v'learn how to display the DEVELOPER tab

v/ gain an understanding of the VBA Editor screen and its
features

learn how to open, close and switch to the VBA Editor
gain an understanding of objects in VBA

gain an understanding of the Microsoft Word object
hierarchy

learn how to view the Word object model

learn how to use the Immediate Window

learn how to work with object collections

learn how to set property values

learn how to use the Object Browser

learn how to program with the Object Browser

gain an understanding of how to get help for VBA

gain an understanding of the codes used in this chapter.
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PROGRAMMING IN MICROSOFT WORD

Microsoft Word has had some form of tool. It is not overly difficult to learn and use, but it
programming language available to it ever since can sometimes seem complicated until you fully
it was first released. Its current programming grasp its background and what it is primarily
language, VBA, is a very powerful and versatile designed to do.

The Difference Between Macros And VBA

There is really no difference between macros and VBA. When spreadsheets were introduced to
computing it was possible to program them to perform repetitive procedures. These programs were
simply lists of commands from the standard menu that you wanted to run in a particular sequence.
This early form of a program was known as a macro.

The term macro is still used today — indeed you’ll see it on the DEVELOPER tab of the ribbon in
Microsoft Word 2013. However, these macros are how based on a full-blown programming language
(VBA) rather than a list of simple commands. So the two terms, macro and VBA, are
interchangeable.

Why Use VBA?

The sole reason for putting a programming language behind an application like Microsoft Word is to
extend its capabilities beyond those that you can find on the ribbon. There are several reasons
people decide to program in VBA:

e Repetition — The primary use of VBA is to automate operations (especially those performed in a
repetitive manner). For example, if you need to add the same header to several documents every
day, or ensure the same font is used for the heading of each document, you can write code in
VBA to automate these tasks and get them done quickly and accurately.

e Limitation and Interaction — Imagine developing the world’s best workbook full of facts and
formulas that plots the economies of several dozen developing nations around the world. Then
imagine handing that workbook to one of your colleagues only to find they have accidentally
deleted the area that contained your formulas! With carefully written VBA coding you can guide
inexperienced users through your workbook, giving them access to specific areas and precluding
them from others, providing them with specialised dialog boxes (known in VBA as forms) and
prompting them for key information.

e Cross-application Communication — You can use VBA to write programs that communicate
across applications. For example, using VBA you can pull Word data and charts into a
PowerPoint presentation, or insert sales figures from Excel into a Word document.

Time Versus Effort

VBA isn’t always the best way to go about a task. If you only need to perform an operation (even a
complex one) once, then it would be a waste of time to write a program to do it — no matter how
clever the program makes you look!

Also, there are many actions that can quickly and easily be performed using a command or
commands that currently exist on the ribbon. Before you sit down to write a VBA program, check to
make sure that the task can’t already be done in other ways. This is why it is important to have a
good grasp of Microsoft Word before you attempt VBA.
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VBA TERMINOLOGY

Visual Basic for Applications is a derivative of the application. For example, Microsoft Excel uses
the programming language Visual Basic. Each worksheets while Microsoft Word works with
Office application has its own particular kind of documents. The following notes explain some of
VBA depending on the objects and operation of the key concepts in VBA programming.

Object Oriented And Procedure Driven
Visual Basic for Applications and Visual Basic are both object-oriented programming languages
because they work with objects. Most of these objects appear on the screen, hence the term ‘visual’.

They are also procedure-driven languages using commands and structures from the BASIC
programming language to bind object statements into workable applications.

Objects, Properties, Methods And Events
In VBA an object is anything in an application that you can see and manipulate in some way.
For example, you can manipulate a document by adding pictures, deleting text, and so on. A
document is therefore an example of an object. Just to add a little complexity, tables are also objects,
as are columns and paragraphs. These are child objects of the parent object — the document. This
way of organising objects into a hierarchy is known as an object model.

Objects can be manipulated in one of three ways. You can:
e change the way an object looks or behaves by changing its properties
¢ make an object perform a task by using a method that is associated with the object
e run a procedure whenever a particular event happens to an object.

Objects therefore have properties, methods and events.

A real-world Let’s look at a simple real-world analogy to get a better idea about objects,
example... properties, methods and events. Consider a car: it is an object because you can
see it and manipulate it. Its:

e properties are its physical characteristics such as its make, model,
colour, and so on

e methods define what you can do with the car such as reversing,
accelerating, turning, stopping, and so on

e events are the actions that happen to the car that generate an
automatic response from the car. For example, if you remove the keys
from the ignition while the car’s headlights are on (event), most cars will
sound a warning alarm or turn off the lights (response).

The Active Object
In VBA, active describes the object item that you're currently working on.

For example, the document that you’re currently using in Word is the active document. The object that
is currently active is said to have the focus.

This is an important concept to understand because most of your VBA programming will be performing
an action on a particular object. If you don’t identify that object correctly, you may find that Word shifts

focus behind the scenes to a different object and your program will fail.
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DiSPLAYING THE DEVELOPER TAB

Before you start working with VBA, you will need and run macros, among others. The DEVELOPER
to ensure that the DEVELOPER tab is displayed tab is not displayed by default; you must enable it
on the ribbon in Excel. This tab allows you to using the Word Options dialog box.

access the commands to display the VBA Editor

Word Options ?
Try This Yourself: - 8 cusom
S Customize the Ribbon and keyboard shortcuts.
Display . . o
- Beforg starting this Prosing ﬁ:jjuj;‘;:m":::;j’“"“ . s e .
o © exercise you MUST Save
ST open the file [Primary Language AccptanaMove ot ~ = ~
File]... Advanced 5 Breaks ' 1 9 nsert
= Bullets 4 [ [#] Design
. CuStDr?\ZER\th" f: E:!tnegrEL‘sthe‘ ) [ (7] Page Layout
Click on the FILE tab Quick Access Toolbar || gy Copy 151 [ References
i Add-Ins K Cut 1 [¥] Mailings
to dlsplay the ; . Define New Number Format. Bl [¥] Review
Backstage e B Drow Tabe e
i . Draw Vertical Text Box Show
e Click on Options to ) mai 9 zoom a
display the Word L e L Maciae. -
i i A F;:tltolor [ Gl ° Developer
Options dialog box Font Cal > o ] Add Iz
. . ~ Format Painter [ [¥] ACROBAT
e Click on Customise £ Growon g ox
. . erlink... +] Insert (Blog Post]
Ribbon in the left pane & i Focmnre aTodiring
. . = Line and Paragraph Spacin »
to display the options TN [ 8 ¥ Backaround Removal v
for misin h [E]E| M:u\:lp\apagas . New Tab New Group Rename...
.o CUStO s gt e D N Customizations: Reset =
rlbbon Keyboard shortcuts: ’?usgom\ze”. Impori/Export ~ |G
o In the right pane, click < >
on Developer so it Concel
appears ticked o__ -
e Click on [OK] to save
the settings and return
to Word
(&) 0 pt s ept : B
The DEVELOPER tab HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ACROBAT
is now dlsplayed on IJ = #7Record Macro £ F| Aa fa B B | £ Design Mode E =
. RN - g i =t & [3
the ribbon... Visual Magros ST s cOM ?Dﬂ B F_'“":m:' XMLMapping  Block Restrict Document Document
Basic 1. Macro Security Add-ins | B0 S~ Group Pane Authors - Editing  Template  Panel
e C|ICk On the Code Add-Ins Controls Mapping Protect Templates
DEVELOPER tab to @
see the available
commands
For Your Reference... Handy to Know...
To display the DEVELOPER tab on the ribbon: e Once the DEVELOPER tab is displayed, it
1. Click on the FILE tab will remain on the ribbon until you choose to

3 . remove it again. You can do this by
2. Cl!Ck on Opt|ons. ) displaying the Customise Ribbon screen of
3. Click on Customise Ribbon the Word Options dialog box and clicking on
4. Click on Developer in the right pane so it Developer so it appears unticked.

appears ticked, then click on [OK]
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THE VBA EDITOR SCREEN

The VBA Editor is a separate application Properties Window, the work area in which you
designed to help you create and edit VBA create VBA code in code modules and build
procedures. The VBA Editor comprises four UserForms, and an area for special panes that
main components: the Project Explorer, the can be displayed.

Project

Explorer
toolbar
L WME-J L eEmalo ey n ek BFY QI

-8 Project (Document1) e

(=5 Microsoft Word Objects

Efile Edit View Insert Format Debug Run  Tools Add-Ins  Window Help

ThisDocumen Document W

Alphabetic | categorized

(Mame) ThisDocument
AutoFormatOve False
9 AutoHyphenaticlgelE -

ChartDataPoint’ True
ConsecutiveHyp 0
DefaultTabStop 36
DefaultTargetFr
DisableFeatures False
DoMotEmbedSy: True
EmbedLinguistid True
EmbedTrueType False

EncryptionProvi
EnforceStyle  False

FarFast ineRres

Project The Project Explorer displays the contents of the current VBA project which,

Explorer in the example above, is called Project. (In general terms, a project is an
Office file and all of its associated VBA items, including its macros and user
forms). Contents of a project can include forms, objects such as documents,
and modules.

Using the tools in the Project Explorer’s toolbar you can display the code
window (View Code) so you can write and edit code associated with the
selected item; display the object window (View Object) for the selected item,
an existing document or user form; and hide or show the object folders while
still showing the individual items contained within them (Toggle Folders).

e Properties The Properties Window lists the properties for the object that is currently
Window selected in the Project Explorer or in the work area (in the case of a form)
and displays its current settings.

e Work The work area is the larger area to the right of the Project Explorer and
Area Properties Window. It is in this area where the text editor is used to create
VBA code in a module (a window that is designed to hold programming code)
and where user forms are built. (A UserForm is a window or dialog box that
makes up part of an application’s user interface.)

o Pane Area The Pane Area is used to display additional mini-windows or panes that can
assist in the development and debugging of programs. The example above
shows the Immediate pane.
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OPENING AND CLOSING THE EDITOR

The Visual Basic Editor is a separate switch between the Editor and the document as
application that can be accessed from any required. Alternatively, you can close the Editor and
Microsoft Office application. When you are return to the document, then re-open the Editor
programming you can keep the Editor open and when you need it.

Try This Yourself: o Internal Memorandum

o Beforg starting this /—
T  exercise you MUST A\_J E
s open the file VBW1301
& Understanding Word
VBA_l.docm . To: [Click here and type name]
From:
o If the macro security Phone Ext:
warning appears while cc [Click here and type name]
opening the file, click on Date: November 28, 2014
[En able Macros] Re: [Click here and type subject]
The document should
now be open...
e Click on the
DEVELOPER tab, then #9 Microsoft Visual Basic for Applications - VBW1301 Understanding Word VBA_1 - [MemoModule (C.. - &
click on Visual Basic in & File | Edit View lnsett Format eru;ﬁun Tools Add-Ins  Window Help .8 x

=l Save VBW1301 Understanding Word VBA_ 1 Ctrl+5 s e Ln1, Coll

the Code group to open
the VBA Editor

Import File... Ctrl+M v AutoNew

v
Export File... [ Tee— ) f

The Editor will open in a | N snow
separate window... | ¢ X Close andRetum to Microsaft Ward I Al-Q
| &[] References
e Select File > Close and 48 TemplateProjct (1301 Und
Return to Microsoft | 5 Srm
B3 Modules
WO rd iegff CompanyMacros
igd? MemoModule
The Editor will close and < >
you will return to the Properties - MemoModule X/
Word document... MemoModule Module v

Alphabetic | Categorized

o Press + [ to Hemodle

reopen the Editor

window
Press [ait] + (2] to close . -
the Editor window =
For Your Reference... Handy to Know...
To open the VBA Editor: . +|r11] acts as a toggle between the
e On the DEVELOPER tab, click on Visual Editor and the document. When you use
Basic in the Code group, or + [1] to swap back to the document, it
e Press + keeps the Editor open rather than closing it.

To close the VBA Editor:

e Select File > Close and Return to
Microsoft Word
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UNDERSTANDING OBJECTS

In VBA, an object is anything in an application bold to a range of text, maximise a window, set a
that you can manipulate in some way. For specific application option, and so on. Each of
example, your code may apply a theme to a these items — document, paragraph, range, window
document, change the style of a paragraph, apply and application — is an object.

Object Collections
As you know, you can have several Word documents open at any time. Each of these documents is a
separate object that belongs to a collection. A collection is simply a set of similar objects. For example,
Word’s Documents collection is the set of all open Document objects. Because collections are objects
themselves, they have their own properties and methods that you can use to manipulate one or more
objects in the collection.

The members of a collection are called elements. You can refer to an individual element by the object’s
name or its index value (the index is the number that Word lists beside the filename in Switch Windows
in the VIEW tab). For example, you can programmatically close a document named Intro.docx using the
following two commands (where Intro.docx is the first document opened in the current Word session):

Documents (“Intro.docx”) .Close Or
Documents (1) .Close

Notice how the object (Documents) and the method (Close) are delimited by a full stop (.).
If you don’t specify an element — such as (“Intro.docx”) or (1) — VBA assumes you are working with the
entire collection.

Object Properties

Every object has a defining set of characteristics. These characteristics are called the object’s properties

and they control the appearance and position of the object. For example, the Window object has a

WindowState property that you can use to display a window as maximised, minimised or normal.

When you refer to a property you use the syntax Object.Property. For example:
Window.WindowState

Properties appear in a listing with a property icon &' .

Object Methods
An object’'s method describes what you can do with the object. For example, you can save (method) the
active document (object).
When you refer to a method you use the syntax Object.Method. For example:
ActiveDocument. Save

Some methods have arguments and you use the syntax Object.Method argumentl, argument2, ...
Documents.Save NoPrompt :=True, OriginalFormat :=wdOriginalDocumentFormat

The above statement will save each open document in the Documents collection in their original format
without first prompting the user (unless a document has not been previously saved). Including the two
arguments with this statement is optional; if you don’t include them Word will prompt the user to save any
documents that have been changed since they were last saved. Note, however, that you cannot specify
only one of the expected arguments — it’s either both or none.

Notice also, in the example above, how the := operator assigns values to the named arguments
NoPrompt and OriginalFormat. The names of the valid arguments, plus the constants (such as
wdOriginalDocumentFormat) that can be used with them, are listed in the Help system for each
particular method.

The names of the valid arguments, plus the constants that can be used with them, are listed in the Help
system for each particular method. Methods appear in a listing with the method icon =%,

Object Events

An event is something that happens to an object. The opening of a document in Word is an example of
an event. Although Word has an Open method that you can use to open a document, this method only
initiates the procedure; the actual process of the file being opened is the event.

For example, you may write a procedure (which is called an event handler) that will display a message
box each time a specific document is opened.
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THE OBJECT HIERARCHY

Each Office application contains its own set of Word, this object contains more than 30 objects —
objects. These objects are arranged in a we’ve shown only three below. The lower levels
hierarchy with the most general (the Application progress through more specific objects, such as
object which refers to the program) at the top. In Documents, Tables, Styles and so on.

Application

| | | I
— Font <‘ Range

— Range etc...

Words

For more information, see the Microsoft Word 2013 Developer Reference at:
http://msdn.microsoft.com/en-us/library/ff837519(v=office.15).aspx.

This page provides access to documentation for all objects, properties, methods and events
contained in the Word object model.

Specifying Objects

To specify an object in the hierarchy you usually start with the uppermost object and add the lower
objects, separated by full stops. For example, to insert a new paragraph before a selection of text,
you could type:

Application.Selection.Paragraphs (1) .Range.InsertParagraphBefore

One of the most confusing aspects of objects and properties is that some properties also act as
objects. When you look in Help you will see that the Application object has a Selection property,
but you will also see that Selection is an object in its own right — it represents the current selection
in a window or pane, or the insertion point if nothing is selected.

In other words, lower-level objects in the object hierarchy are really just properties of their parent
objects. Therefore, because the Selection object implicitly refers to the Application object you can
reduce the above statement to:

Selection.Paragraphs (1) .Range. InsertParagraphBefore
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VIEWING THE WORD OBJECT MODEL

The object model for Word is a very extensive Word 2013 you can only view pictorial

hierarchy of objects and collections. In previous representations of the individual objects of the
versions of Word you could readily find a pictorial model. Nevertheless, this is still a great way of
representation of the entire model; however, in finding the methods and properties of an object.

| Microsoft Visual Basic for Applications - Document1 = =
Try Th|s Yourself: File Edit View lnset Format Debug Run Tools Add-Ins Window | Help
B-d ponom B A =) |@ Microsoft Visual Basic for Applications Help [ F1
. . . _ MSDN on the Web
Before Startlng thls exerCISe Project - Project & & About Microsoft Visual Basic for Applications...

ensure that your computeris || S5

connected to the internet... 7 & Normal
T-g;:oi._xt (Document1)

o Open a new, blank Word e
document, then open the
Editor

e In the Editor, select Help > ¥ Microsoft MSDN subscriptions  Gettools  Sign in
Microsoft Visual Basic for | R il a4
Appllcatlons Help' as Technologies Downloads Programs Community ) tion Samples Follow us n '
shown, to open the Word
2013 page in a new browser MSON Library
WIndOI\:)N g Office development WO rd 201 3

Office desktop ! Office 2013 151 f 345 d this helpful - R: h
ice out of 345 rated this helpful - Rate this topic
Click on Word 2013 S _ _ _
) Word 2013 Find how-to content, sample code, SDK and API documentation, VBA references, training,
d eVeIO per reference N the What's new for Word 2013 and technical articles for developing solutions and customizing Microsoft Word 2013,
developers _—

left pane, as shown, then T, Last modified: September 03, 2014
click on Reference in the left controls in Word 2013 Applies to: Office 2013 | Word | Word 2013
pane tO dISp|ay the ||St Of \rt:;‘_)errcljfgi G To find the developer content you want, browse the table of contents, use search, or click

the links to some of the most popular areas of the technical content libraries. Content is

¥ Word 2013 Primary Interop organized by product, then by version, and then by reference type.

Assembly Reference

objects in the model

arrow have an additional

Objects that appear with an ib
level of hierarchy...

o Scroll to and click on e
Documents Object in the MSDN Library :
ot - JI . Ofce development Documents Object (Word)
eft pane, then click on Office desktop | .
Documents Mem bers to Office 2013 Office 2013~ Other Versions ~ 3 out of 5 rated this helpful - Rate this topic
d|sp|ay the he|p Word 2013 A collection of all the Document objects that are currently open in Word.
Word 2013 developer reference
This displays the methods Reference 4Remarks

“ Documents Object

and properties for the

Documents Members Uze the Documents property to return the Documents collection. The following
Documents ObjeCt Properties example displays the names of the open documents.
Methods VBA
Close the browser tab
For Each aDoc In Documents
alame = alame & aDoc.Name & vbCr
Leave the document and the Next sDoc
T MsgB N
Editor open for the next sgpox aiame
eXGI’CISG Use the Add method to create a new empty document and add it to the Documents

For Your Reference... Handy to Know...
To access the Word object model: e Itis more important to know how to find the
1. Select He|p > Microsoft Visual Basic for Object model than it is to memorise the entire
Applications Help structure. Understanding how these objects,

methods and properties work together will

2. Click on Word 2013 developer reference L :
come with time and experience.

3. Click on Reference
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USING THE IMMEDIATE WINDOW

The Editor has an Immediate window that lets
you type instructions and test expressions. It runs
statements immediately as if they were run from
a procedure. You can also precede variables and

expressions with a question mark to perform what
is operations. For example, ?Documents.Count
asks “How many documents are open?”.

Try This Yourself:

Continue using the previous file
with this exercise, or open a
new blank document and open
the VBA Editor...

Select View > Immediate
Window to display the
Immediate window as a pane in
the Editor

Type Documents.Add, then
press to create a new
document

Click on Documents.Add, then
press to run the command

again

You can see the documents that

are open in the Project
Explorer...

Repeat step 3 three more times
to open a collection of

documents

Click under the command, type
Documents.Open "C:\Course
Files for Microsoft Word 2013
VBA\Alpheius.docx", then

press to open the

document called Alpheius.docx

It will replace Documentl in the
list...

In the Immediate window, type

Immediate &
Documents.Add ~
v
< >
e Project - Project & e Project - Project ﬁ
o3 ) ; =3 3 ;
@ Normal @ Normal
@ Project (Document1) @ Project (Document1)
@ Project (Document2) @ Project (Document2)
B@ Project (Document3) @ Project (Document3)
[-42§ Microsoft Word Objects @ Project (Document4)
i @] ThisDocument @ Project (Document5)
[#-[77] References B@ Project (Document6)
(13 Microsoft Word Objects
@ ThisDocument
[-[77] References
Immediate ﬁ
Documents.add ~
Documents.0Open "C:\Course Files for Microsoft Word 2013 VBA\Alpheius.docx"
Project - Project & -
: 23 3 —
ﬂm&ﬁ Normal
=5 B3 Project (Alpheius)
H 25 Microsoft Word Objects
: @ ThisDocument
[#-[77] References
-8 Project (Document2)
@ Project (Document3)
@ Project (Document4)
@ Project (Document5)
@ Project (Document6)
Immediate &

Documents.Add
Documents.Cpe:
?Documents.Co

?Documents.Count and press

to display the number of
documents that are open |

n "C:\Course Files for Microsoft Word 2013 VBEA\Alpheius.docx"
unt

Ll

Leave all open documents
displayed for the next exercise

For Your Reference...
To display the Immediate Window:
Select View > Immediate Window
To use the Immediate Window:

1. Type a command in the window

2. Press

Handy to Know...

Computer programming requires a much
higher degree of accuracy than you may be
used to. For instance, if you have typed the
file and file path details incorrectly, or if the
files are in a different location on your
computer, the programming instructions you
type will result in an error message.
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In VBA some objects belong to collections. The
Documents collection is the set of all the
document objects open in the application. All of
the templates currently available belong to the

Programming In VBA - Using Microsoft Word 2013

WORKING WITH OBJECT COLLECTIONS

Templates collection. Each item in a collection is
known as an element and must be referenced as
part of the collection, either by name or by its

position in the collection (known as the index).

Immediate &
Try Th IS YOU rself ?Documents . Count ~
&
. . . ?Documents.Item(l) .Name
Continue using the previous Alpheius.docx
files with this exercise... | v
<
o Ensure the cursor is o
positioned on a blank line in
the Immediate Window, then
type
?Documents.ltem(1).Name Immediate X|
?Documents.Item(l) .Name ~
and press to return the Jhecumence Tt
name of the first document Documents.Item(1l).Activate
Documents.Item(2) .Bctivate
(2 | :
Documents.ltem(1).Activate £
and press to make this e
the active document
(s I
Documents.ltem(2).Activate | |immediate x|
and press to make the Documents. Item (1) .Activate ~
- Documents.Item(2) .Activate
Second document aCt'Ve ?Documents . Item ("Alpheius.docx™) .Saved
True
o Type ?Documents.ltem | .
("Alpheius.docx").Saved <
and press to see whether e
the file has been saved — True
if it has, False if it has not
o 'I"'ype Do_cumentsl,'.ltem mmediate x|
( AIphe|US.dOCX )'Close and Documents.Item(2) .Activatce ~
preSS to Close the ?Documents.Item ("Alpheius.docx™) . Saved
True
document Documents.Item("Alpheius.docx") .Close
: | Project - Project ﬁ v
The dpcument Alphe|us._docx . — -
will disappear from the list... z
e B Normal
0 Type Documents.Close and % :@z:gg:"me"g
g TO] umen
press to close all % Project (Documentd)
documents — don’t save if & Project (Documents)
prompted i =3 Microsoft Word Objects
. (77 Refel
Leave the Editor open for the & Project (Documents)
next exercise

For Your Reference...

Handy to Know...

To work with collections use the structures: e You can find out information about the active
CollectionName.ltem(index or “name”).Method document by using the object

; ; “ : ActiveDocument. For example,
CollectionName.ltem(index or “name”).Property 5 ActiveDocument Name wiIFI) STty e
=value ’ :

name of the active document.
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SETTING PROPERTY VALUES

Properties affect the way an object looks or
behaves. The properties for objects can be listed
by typing the name of the object followed by a
full stop. VBA includes a built-in list system

(known as IntelliSense) that will list methods,
properties and values as you type your command.
Property values are set by specifying the object,
the property, an equal sign and the new value.

Immediate
Try This Yourself: True
Documents. Item("Alpheius.docx"™) .Claose
. . . Documents.Close
Before starting this exercise Documents.2dd
ensure your cursor iS ActiveDocument .Close|
e : g < =o [ ~ >

positioned in the Immediate & ClosePrintPreview
Window in the VBA Editor... e CoAuthoring

CodeMName

Type Documents.Add and 3, Sommandgare

press to create a new - Compare .
blank document

Type ActiveDocument.Close

Notice how a list of methods Immediate

and properties appears when
you press the full stop or get to
the end of a method or

Documents . Add
ActiveDocument.Close
Documents.Add
ActiveDocument. Saved=|

property... . falo

Press [enter], then type o

Documents.Add and press

o I~
ActiveDocument.Saved= —
. A . e Microsoft Word
IntelliSense will list the possible
values for the Saved prOperty_ ! Want to save your changes to Documents?

Let’s use the logical value ,

False to force Word to display oents conee
a prompt to save the unsaved
document when it is closed...

o Type False and press [Entel],

then repeat step 2 and press

This will close the document
but now you’ll be prompted to
save it...

0 Click on [Don’t Save]

Leave the Editor open for the
next exercise

For Your Reference... Handy to Know...

To set a property value use the structure: e It can take some time to get used to working
Object.Property = Value with properties. Some properties can only be
e Value can be any one of VBA'’s recognised read, while others can be changed. When
data types, including: Numeric values (e.g. you change a property you are said to be
ActiveDocument.Range.Font.Size = 14) or setting its value. When you read a property
String values (e.g. you are said to be getting its value.

ActiveDocument.Range.Font.Name = “Arial”)

© Watsonia Publishing Page 12 Chapter 1 - Understanding Word VBA



