Macro Express Guidelines

1. MEWG has been created to provide technical support for all macros; MEWG is responsible for the development of all multiple user macros:

a. A multiple user macro is defined as a macro that could be used in workflows not limited to a single person.  

b. A single user macro may be developed by staff (after training), however before it’s use in the Production Client, it must be distributed to the MEWG members.

2. ME will be installed on computers by Systems Liaison or Unit Head

3. Immediately upon installation, Liaison/Unit Head will forward WSID to the Systems Department.

4. Users will not develop or alter macros for Production until they have taken the ME class (or similar training by the Macro Express Team).

5. In regards to Macro Suites:

a. Users will not add/delete/alter/rename any content in a macro suite that has been developed for a group.

6. Macro creators have ultimate authority over the macro they have created, and should not be altered by those who may use them except with express permission; if the creator is no longer employed at the library, check with MEWG.

7. Guidelines will be created and distributed regarding the naming conventions and shortcut assignments of macros, and these conventions should be followed.

8. The scope of a macro should be assigned at the time of creation, and should be set to the most restrictive level required to run the process.

9. “Remarks” should explain every major event in a macro, as well as atypical keyboard shortcuts. 

10. Notes should describe the requirements and parameters necessary for the macro to work correctly.

Best Practices for Novice Macro Developers

· Do NOT use the Capture method for creating macros (use the Scripting Editor)

· Begin process by documenting the steps necessary to do task using keyboard shortcuts as much as possible (in Aleph, make sure the keyboard shortcuts are tested thoroughly).  Keep in mind whether or not this macro would be useful for other staff members.

· Start writing your macro, begin with determining your scope; insert your statement of responsibility remark, and then Activate the window where your macro starts.  

· Determine how you would like to activate the macro

· Activation Key

· Pop up menu 

· Test Macros on all of your users machines if possible to determine macro compatibility

