Ask Field Tutorial Document
By Charles Kyle Kenyon

This document demonstrates the ASK and FILL-IN fields (with the related REF field) in action. There is a companion template with similar but not identical content. This document has an “AutoOpen” macro that prompts for names by telling the ASK fields to update
. That name is then put into a hidden bookmark which is cross referenced. To see the actual field codes, press the Alt-F9 key combination. To see what is like to open a document with such fields in it without the AutoOpen macro, try opening this document with macros disabled.

ASK Field: (  (No, you can’t see it! – At least not without displaying field codes.)Person's Name
Cross-reference field: ( Person's Name ( field refers to first name

Cross-reference field: ( Person's Name 2 ( field refers to second name which isn’t updated until you get to ASK Field 2.

ASK Field 2: ( Person's Name 2
Cross-reference field: ( Person's Name ( field refers to first name.

Cross-reference2 field: ( Person's Name 2 ( field refers to second name.

Cross-reference3 field: ( Person's Name ( field refers to first name.

If you put your mouse pointer over one of the cross reference names, it changes into a pointing hand. If you click the mouse, it will take you to the bookmark, which is contained within the ASK field itself. If you then press F9 it will ask you the question that set that bookmark again. Note, though, that your new answer is not shown. If you print the document or go to Print Preview the new answer will be reflected in the cross-references.

Note that this is not a Word “form” made with the Forms toolbar. The fields and macros being demonstrated here don’t work in a document that is protected for forms. (You have to protect a document before the fields inserted with the Forms toolbar will work.) Remember, use Ctrl-F9 to insert field codes manually; don’t try to type them because the braces { } on your keyboard are not the same as field codes.
Automatic Updating

ASK fields, unlike FILL-IN fields, will not automatically be updated (the question won’t be asked) when they are in a template and a new document is created from the template. Also, both the ASK and FILL-IN fields respond to the option “update fields when printing” if it is checked. (Options button on the Print Dialog box.) This is usually annoying and the AutoOpen macro in this document unchecks that option. Even though update fields at print is unchecked, the REF fields still update.

Fields in headers and footers update on a different schedule than those in the body of the document. Also, if you use a macro to update REF fields, it needs to be specially constructed to handle fields in the headers or footers. The AutoOpen macro in this document does that, as does AutoNewa in the template. You can use the macro RefFieldUpdateAllStory to update all REF fields in this document, as well, including those in the headers and footers.

Fill-In Fields
The following are fillin fields:

Third name: Mike (You see Mike because it has “Mike” in it, in response to a \d switch.)

Fourth name:   (You don’t see it until it is filled in. Then you will see it.) Once you have typed text in response to the fill-in, it will show up here and as a default just as if you had used a \d switch except that it won’t be persistant.

Note that there are no bookmarks connected with Fill-In fields. On the other hand, the results typed by the user go where the field is. That is, they appear in the document without using a REF field.

Fill-In Fields are automatically updated when they are in a template and a new document is created based upon that template. This is a difference from ASK fields.

Information on copyright – updates – viewing code – contacting the author.

Copyright 2000, 2001 Charles Kyle Kenyon, DePere, Wisconsin 54115-5759

To view the macros in this document, press Ctrl-F11. The project is “ASKdoc” and they are in the module “AutoMacros.”

These are distributed only in Zip form. You have permission to copy and distribute them only unmodified and in the Zip form.

My email address is askform@addbalance.com.

Additional resources:

· FAQ – Frequently Asked Questions about Microsoft Word <URL: http://www.addbalance.com/word/index.htm> 

· Tutorial: Intermediate Users Guide to Microsoft Word <URL: http://www.addbalance.com/usersguide/index.htm >

· Downloads: <URL: http://www.addbalance.com/word/download/index.htm> 

Updates (if any) to this tutorial as well as other free downloads may be found at http://www.addbalance.com/word/download/index.htm. This is Version 9.7.

Changes made in Version 9.7 from 9.6 – rewrote in Word 97 because there was difficulty opening VBA in Word 97 after it had been worked on in Word 2000. Code is now also in separate folders.

Changes made in Version 9.6 from 9.5 – added REF field to footer. Added code to manually update REF fields in headers and footers. (Code already existed in AutoOpen macro to do so when document opened.)

Changes made in Version 9.5 from 9.4 – activated AutoOpen macro in this document. Added companion template (Sample ASK form.dot) to show how FILL-IN fields are automatically updated upon document creation while ASK fields are not. Template has sample AutoNew macro named AutoNewa.

Changes made in Version 9.4 from 9.3 – added Fill-In fields for comparison.
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