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What are macros?



Macros?

Small programs that run inside Microsoft Word to automate editing tasks:

e Make capitalization, punctuation, and other mechanical edits

Look up information in browsers, dictionaries, and style guides

Identify inconsistencies in proper nouns and hyphenation

Add terms to your style sheet

Make global corrections € Stay tuned!

And much more

You don’t need any programming knowledge to use them

Paul Beverley’s Macro Tools library: 1,300+ preprogrammed macros




Macros are safe to use!

Macros only run when you tell them to - they can’t make changes you didn’t ask
for*

Macros are not Al - they don’t generate content or make decisions

You make the editorial judgments - macros handle the mechanical work

* FRedit - just like any global F/R - requires some forethought

Nothing is uploaded to the cloud - your clients’ work stays confidential




Macros for everyday editing tasks

Looking up information online

MerriamFetch: speeds up a dictionary search

Ex. Greenspace can help reduce stress and improve mental well-being.

Making copyedits
CaseThisWord: changes the capitalization of a word

Ex. The addition drew inspiration from bauhaus design principles.

Ex. BIM stands for Building Information Modeling.




An example of a macro

Sub CustomKeys ()
‘ Paul Beverley - Version 03.02.10
‘ Open the Customize Keyboard dialogue box
With Dialogs (wdDialogToolsCustomizeKeyboard)
.Category = 2
.Show
End With
End Sub




Meet FRedit



FRedit - overview

 What: Global find-and-replace macro (Find Replace edit) that corrects repetitive
*global* punctuation, spacing, and spelling errors:

o double spaces = single spaces
o straight quotes = curly quotes
o smart phone = smartphone (per style guidelines)
o NOT for situational errors (e.g., compliment/complement,
historic/historical, lead/led)
e When: Run it on the document before you begin editing

e Why: One click corrects multiple errors throughout the entire document

e How: Uses a list of errors and their corrections in a Word document: FRedit list

e Adaptable: Customize the list of errors and corrections for your needs







Learn how to set up
a FRedit list




Anatomy of a FRedit list - the basics

4 )

Required first line:
e | FRedit

e I[dentifies which open document is the FRedit list

- A

| FRedit
or

| FRedit list for Project X

Entry format:

find|replace

storm water|stormwater




Anatomy of a FRedit list - capitalization

FRedit is case-sensitive:

e May need to create separate uppercase and lowercase entries for some terms

acknowledgement|acknowledgment

Acknowledgement|Acknowledgment

Alternative approach:

e Insert a bent pipe character (=) at the beginning of the line = case-insensitive
e Replaces all case variations with one entry

~

A

—macknowledgement|acknowledgment




Anatomy of a FRedit list -

: : A
Required styling:
e Apply ONLY Normal style - no overrides - to the FRedit list
e The working document can use any style(s)
. S

FRedit list entry:

storm water|stormwater €< Normal style

Outcome:

The grading plan routes stormwater away from the

foundation.




Anatomy of a FRedit list - useful features

Check if tracking is on (optional but recommended):
e | track = yes warns you if tracking is off
e Place it under the | FRedit line

| FRedit

| track = yes

4 _ )
Add notes (optional):
e Helps you keep your FRedit list organized

\- Place a vertical bar to the left of the note - signals FRedit to ignore it y

| word list

storm water | stormwater




Anatomy of a FRedit list - character codes

| changes double to single spaces
| < Is this entry set up correctly?
N32732|"32 - No guessing!

‘v

se character codes to prevent mistakes and unnecessary edits:

a space: "32

nonbreaking space: s
straight double quote: 34
straight single quote: #39

/. e o o
.

| changes straight to curly quotes

"|"

< replaces ALL quotation marks = unnecessary edits

N34|” - Word’s Smart Quotes ensure the proper orientation




Anatomy of a FRedit list - silent edits

~
Silently correct small, indisputable edits:
e Apply a strikethrough to the ENTIRE line: findreplace
\o Changes will NOT be tracked y

| changes double to single spaces w/o tracking

N N N

| changes straight to curly quotes w/o tracking

Ag 1 |n




Anatomy of a FRedit list - highlight edits

After FRedit runs:

The redesigned interface reflects decades of human factors research. < What
change did FRedit make?

~

Highlight certain edits for easier verification:
e Apply highlighting to the ENTIRE line: find|replace

\o The highlighting will NOT be tracked y

FRedit list entry:

human-factors|human factors

Outcome:

The redesigned cockpit reflects decades of human factors research.

[ Remove the highlighting with HighlightOffNext ]




Let’s create a FRedit list

| FRedit

| track =
| replaces a spaced en dash with an unspaced em dash

| removes the apostrophe from decades, e.g., 1920’s to 1920s

| word list
crib wall|
onsite|




Now it’s your turn




Part A

FRedit list entry

Answer

. | greenspacelgreen-space

Applies the preferred spelling without tracking

. | Lowey|Loewy

Corrects the spelling and highlights the edit

. | towards|toward

Towards|Toward

Corrects both case variants

alternative: ~towards|toward

o|°

Superscripted lowercase “0” — degree symbol

. | CA|California

Spells out the abbreviation
Always test: CaliforniaPTCHA




Part B

1. Correct the spelling of “Indian grass” to “Indiangrass”.

FRedit list entry: | Indian grass|Indiangrass

2. Replace nonbreaking spaces with a regular space.

FRedit list entry: | *s|*32

3. Move periods from outside closing double quotation marks to

inside and do not track this change.

FRedit list entry:

12 & check the direction of the first quote mark




4.

Remove the superscript in ordinal numbers, such as 1s.

FRedit list entry:

1st]1st < would only correct this one instance
Corrects all instances of superscripts in ordinal numbers:
th|th

Stlst

nd|nd

rd|rd




FRedit list entry

Answer

seedhead|seed head

Extra space after “seed head”

«“ )
»p

First quote needs to be a closed mark

Corrected: ",|,”

back up|backup

Not a global error. Consider:

»

“Make sure to back up the files tonight.

smart phone|smartphone

Text is setto Normal + 11 pt

All text in the FRedit list must be set to
Normal ONLY




| FRedit list

| track = yes

| word list




Tips

In your workflow:
e Run FRedit before you begin editing

e Rule # 1: Use it for global edits only - edits that are the same regardless of
meaning or usage

e Rule # 2: Always test your FRedit list on a copy of the document

e Didn’t get the results you expected? Adjust the FRedit list and test again

Building your FRedit list:
e (Create a master FRedit list and add to it over time

e Copy from the master FRedit list for different projects or clients

e Use the FRedit library of prewritten entries for complex issues



Anatomy of a FRedit list - include other text

Allow FRedit to edit beyond the main text:

e FRedit can edit text in footnotes, endnotes, and text boxes - if you tell it to

e Add the below entries after the | track = yes line

.

~

A

| track = yes

| footnotes = yes
| endnotes = yes

| textboxes = yes

Or if you only want FRedit to edit the footnotes:

| footnotes = yes

| text = no




Anatomy of a FRedit list -

Use wildcards for more complex F/Rs:

e Add a ~ in front of a wildcard entry: ~find|replace

e Some wildcards produce odd results with tracking; apply a strikethrough
to those entries

- /
| adds periods to “eg”
egle.g. —> Green e.g.gs and ham.
~<eg>|e.g.

|converts the hyphen in a number range to an en dash
~([0-9])-([0-9])|\1"=\2 - 130-37 becomes 1303-7

Don’t know wildcards?
Check out the FRedit library of prewritten entries - just copy and paste. Or use Al




Anatomy of a FRedit list -

Run some pre-edit macros:

e Format: DoMacro|MacroName

Protect certain text from changes:
» QuotationMarker: tells FRedit to ignore text in quotation marks
e StrikeThroughAllURLSs: tells FRedit to ignore text in URLs

e EquationsStrikeThroughAll: tells FRedit to ignore equations

Clean up the doc and flag potential issues:
e ContentControlsRemove: removes all content control boxes
e ParagraphEndChecker: highlights paragraphs missing a final punctuation mark

FRedit entries:

DoMacro|QuotationMarker
DoMacro|ContentControlsRemove




ant to learn more




Macro training

 New to macros? Macros from Square One (PC and Mac versions)

e Ready for more practice with FRedit? FRedit from Square One

e Want a comprehensive intro to Paul’s macros? Word Macros A to Z







