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Document Creation with VBA
The idea of this task is to create a Word document that can be completed by ticking and selecting various options form a user form created in VBA. This would be a useful tool for an organisation to use to save time and it would also standardise documents even more so. 

Document Outline
The first step is to create a basic Word document outline, see below –
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Adding Bookmarks

The next stage after completing the document outline is to add bookmarks, the bookmarks will be used as a reference point to add selected details. To add a bookmark I first recommend making sure that bookmarks are set to be visible -  
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Now I have made sure I will be able to see bookmarks I can now add them. Adding a bookmarks are really easy I Microsoft Word. Bookmarks can be added by going to the insert menu and then selecting bookmarks, see below –
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The below image shows the list of my bookmarks –
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Now I have added the bookmarks to my document it is time to open up the VBA environment (Alt + F11). 

The VBA environment is shown below – 
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Again the VBA environment looks a lot like visual basic environment but watered down.

Form Creation
This is my favourite part, creating forms are very simple and easy to achieve it is important to consider end user needs at this stage. The end user will need to be aware of all cmd, combo, and text functions. I find creating labels and text tips the solution to the end user being unaware of functions (more on this later).

Adding a form will enable me to begin designing the user form for this task. To add a user form I select insert and then user form. 
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Selecting this will then display the standard user form from which I can begin designing. 
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Accompanying this will be the standard tool box from where I can select the objects to create my user form -
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After all the objects have been added the user form looks like the below image –
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The most important thing to remember when adding objects that the correct naming conventions are used.  The below image shows an example of a correct naming convention –
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Adding the Code
The code is simple, basically I need to tell the computer that I have entered something in a text box or selected an object and I want to use this information to be sent to the relevant bookmark. 

The basic code can be seen below –

    With ActiveDocument

    .Bookmarks("From").Range.Text = strFrom

    .Bookmarks("Yours").Range.Text = CboYours.Value

    .Bookmarks("OurRef").Range.Text = TxtOurRef.Text

    .Bookmarks("Recipient").Range.Text = TxtRecipients.Text

    .Bookmarks("Cc").Range.Text = TxtCc.Text

    End With

Obviously this code would be added behind an enter or add button on the user form, as this code will be needed to be executed at run time. I have added my code to the below button on the user form –
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Private Sub CmdClosenoSave_Click()

Unload Me                                  

ActiveDocument.Close SaveChanges:=False


End Sub
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To close the document without saving the user can click this button, notice that save changes in the code is set to false I can set this to true to save changes. 

Private Sub UserForm_Initialize()

    'initialise combo box                   'Add the following to the combo box*************

    With CboYours

        .AddItem "Truly"

        .AddItem "Faithfully"

        .AddItem "Sincerely"

    End With

This code initializes the combo box as soon as the program is run. 

The full code is indicated below –

Private Sub CmdClosenoSave_Click()

Unload Me                                   'Close document without saving*********

ActiveDocument.Close SaveChanges:=False

End Sub

Private Sub CmdClose_Click()

End                                         'Return to VBA***************

End Sub

Private Sub CmdCloseSave_Click()

Unload Me

ActiveDocument.Close SaveChanges:=True      'Close and save changes**********

End Sub

Private Sub UserForm_Initialize()

    'initialise combo box                   'Add the following to the combo box*************

    With CboYours

        .AddItem "Truly"

        .AddItem "Faithfully"

        .AddItem "Sincerely"

    End With

    'set opening states

    'optYours.Value = True

    CboYours.Value = "Please Select"        'default value******************

End Sub

Private Sub cmdOK_Click()

Dim strFrom As String

    'Sort out from check boxes

    If ChkMatthew.Value = True Then                 'Add the following

        strFrom = "Matthew Wood"                    'vbCrlf add new line

    End If

    If ChkStephen.Value = True Then

        strFrom = strFrom & vbCrLf & "Stephen Wood"

    End If

    If ChkAngela.Value = True Then

        strFrom = strFrom & vbCrLf & "Angela Wood"

    End If

    Application.ScreenUpdating = False              'This will add the new details to the document*********

    With ActiveDocument

    .Bookmarks("From").Range.Text = strFrom

    .Bookmarks("Yours").Range.Text = CboYours.Value

    .Bookmarks("OurRef").Range.Text = TxtOurRef.Text

    .Bookmarks("Recipient").Range.Text = TxtRecipients.Text

    .Bookmarks("Cc").Range.Text = TxtCc.Text

    End With

    Application.ScreenUpdating = True              'Along with the code at the top this will update the document**********

Application.ScreenRefresh                          'Screen refresh ********

End Sub

Private Sub cmdClearLetter_Click()

With ActiveDocument

    CboYours.Value = ""                    'Clear the user form **************

    TxtOurRef.Value = ""

    TxtRecipients.Value = ""

    TxtCc.Value = ""

End With

End Sub

As you can see room as been left for details to be completed. 








The user will use a form to tick and select boxes to enter details in these spaces.





The reason I check to see if bookmarks are visible is due to the fact if I add any I wont be able to see them. Bookmarks are now set to be visible.





It is important to name the macro sensibly as this will be needed later. I recommend a data dictionary, please see my data dictionary in this unit. 





Tip – 





Before adding a bookmark make sure the cursor is positioned in the correct place. Otherwise the bookmark may be added in the wrong position on the document.  





When a bookmark as been added it will look like the image below -





Standard user form in VB.





When all the objects have been added and correctly named I always create another data dictionary to store all these names (saves me trying to remember). 





Next to each object I have added a label displaying the general description or function. As I said previously this is important so the end user is aware. Adding a tip text to the object is a good idea, this is achieved by select the objects properties and adding suitable details in the control tip text option.
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