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Oracle Reports & Word 2007 Macros 

 Formatting AIS reports with the Oracle Macros (LandscapeCompress, LandscapeNormal, etc.) works differently in 
Microsoft Office Word 2007 than in it did in previous versions. Users that download several Oracle Reports daily 
may find that implementing the changes found in this document will make the process less cumbersome.  

  In order to run Oracle Macros, you will need to adjust one setting within Microsoft Word and one setting on your 
computer. 

 First, we will show you how to add the ñMacrosò command to the Microsoft Word Quick Access Toolbar.  
(These same steps will work for any command that you would like to add to the Quick Access Toolbar.)  
Normally, the Macros command is available by selecting the View tab.  However, adding the ñMacrosò 
command to the Quick Access Toolbar eliminates the need to access the View tab each time a report is 
opened in Microsoft Word. 

 Next, we will demonstrate how to add the folder containing the MS Word ï Oracle Format macro as a 
ñTrusted Siteò location to your computer.  This process will eliminate the need to enable the content (the 
macros) each time a report is downloaded. 

 After demonstrating the steps to add the ñMacrosò command to the Quick Access Toolbar as well as the steps to 
add a ñTrusted Siteò to you computer, weôll provide the steps you will need to follow in order to format a Word 
report in Office 2007. 

 
Note:  For this demonstration, we have already selected an Oracle Report from the Requests window and have 
opened it in Word. 
 

Adding the Macros Command to the Quick Access Toolbar 

 Use the following steps to add the Macros command to the Quick Access Toolbar in MS Word 2007.   

 This process only needs to be done once. 

 Begin by clicking the View tab on the Word 2007 Ribbon. 
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 The Macros command icon  is now visible. Click anywhere on the document and then mouse over the 
Macros command.  Notice how it changes color and the bubble help that appears.   When you mouse over the top 
half of the icon, the bubble help states View Macroséview the list of macrosé. 

 
 

 Mousing over the bottom half of the icon, the bubble help states View Macroséclick here to recordé 
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 Carefully, mouse-over the top half of the Macros command icon and right-click 

 From the pick-list displayed, click Add to Quick Access Toolbar. 
 

 
 
 
 

 The Macro command icon  will then appear on the Quick Access Toolbar. 

 From this point on, the Macros command is available on the Quick Access Toolbar, eliminating the need to 
select the View tab first and then selecting Macros. 
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Creating A Trusted Site Location 

 When an AIS Oracle Report is opened in Word 2007, Microsoft Office Security disables the Oracle Reports macro 
that allows you to format the reports. 

 Notice the Security Warning in this document,  Macros have been disabled.   

 You could select the Options button each time you open an Oracle Report to enable the macro; or, 

 Perform the steps weôre about to show you to set the macro source as a trusted site, eliminating the need to 
perform this action every time. 

 

 
 
 
 
 

Adding a Trusted Site 

 To begin, click the Microsoft Office Button    

 The menu on the right will display. 

 Then, click the Word Options button. 

 
 
 
 
 

 
 


