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10 power tricks for using Word field switches

By Susan Harkins in 10 Things, April 28, 2011, 2:31 AM PST

With the right combination of fields and switches, you can build expressions
that perform calculations, insert text, apply complex formatting, and take the
dog for a walk (almost).

Although Word's built-in capabilities are amazing, there isn't a format for everything. And when those built-in features fall
short, you might be inclined to turn to macros. But if you're trying to achieve complex formatting, consider fields instead.
Word fields are extremely powerful and if you combine them with switches, you can do just about anything with them. I'm
going to introduce the switches | rely on the most to solve unique formatting requirements.

This article assumes that you understand Word fields -- how to insert them, how to refer to them, and how to update
them. If you don't, here's a crash course:

You can enter fields from the Field dialog box. In Word 2003, choose Field from the Insert menu. In Word 2007 and 2010,
click the Insert tab and choose Field from the Quick Parts drop-down in the Text group. | find it easier to manually insert
field expressions. In the examples we'll be looking at, just type the text (such as PAGE \*Cardtext), then convert it to a
field by selecting the text and pressing [Ctrl]+[F9]. Many of the examples combine fields. When this is the case, convert
each field one at a time. Then, select the entire expression and convert it.

In addition, many of the expressions refer to a text field (for example, #1). To name such a field, right-click it, choose
Properties, and enter the name in the Bookmark text box. These named fields are easy to spot in the examples, as they
all begin with the tf prefix. Be sure to click the Calculate On Exit option when using this technigue to update field
expressions.

Note: This article is also available as a PDF download (http:/techrepublic.com/downloads/10-power-tricks-for-using-Word-field-switches
12877245).

1: Suppressing 0 in a calculated field

If you need to do a little arithmetic in a Word form, you can use a calculated field. Even with its limitations, the feature is
powerful and easy to implement. When the built-in formats for displaying the calculated results aren't enough, use the
switch \#. For instance, the switch shown in Figure A suppresses 0 in a calculated field. Figure B shows the results of
using this switch. If the result of the calculation is 0, the field won't display anything at all. In fact, this particular formatting
switch won't display a negative number either.
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Product Price

{ FORMTEXT}

Quantity Ordered

{ FORMTEXT }

Item Total

{ FORMTEXT {
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This formatting switch suppresses the value 0.

Figure B

E' =R B H _:'; & 1;:% "] _-1 w El= AFExamplel docx + Microsolt Waid Taelle, Tk
“ FHame Tnsert Page Layoart Referenes Krallings Reslen Wiew Diewelopi Diesign Lok
3 s o) dtat — | i, Mo ) i ; b el 1l
vesual | SESE | CEN s e s Struchie Block  Resirit | Doument Bicoment
Banle i M SeLurity 4 R R al E nF tiars © Euslineg | T2 Pl
G = k44| Frotee Templats
[l || SR I S S S | 111 e
| Product Price $0.00
=
Quantity Ordered I
| ltem Total

Item Total is a calculated field that, thanks to a formatting switch, won't display 0.

2: Spelling out numbers

The \*Cardtext switch spells out values. For me, the most common use for this switch is with page numbering. Figure C
shows a typical page-numbering scheme in a document header. Word combines two fields and some text to fulfill this

arrangement:
Page { PAGE } of { NUMPAGES }

Figure C
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Fage3 of 4

This combination of regular text and fields creates a useful page-numbering scheme that's adequate for almost any
document.

The text components, Page and of, are regular text. The {PAGE} field returns the current page number, and
{NUMPAGES} returns the number of total pages. Add the \*Cardtext switch to one or both fields as follows to display the

current and total page numbers as words instead of digits (Figure D ):
Page { PAGE \*Cardtext } of { NUMPAGES \*Cardtext }
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Adding the \*Cardtext switch displays words instead of digits.

What you see in Figure D might not be finished, depending on your needs. For instance, adding the \*Caps switch will

force the converted word values to use proper case, as shown in Figure E .
Page { PAGE \*Cardtext \*Caps } of { NUMPAGES \*Cardtext \*Caps }
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A second switch displays the page numbers, now word

3: Formatting dates
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s, in proper case.

Displaying dates is a common task and often, you'll just enter the date manually. The date field displays the current date
and is useful in templates and other automated processes. There are a number of formatting switches that you can use
to control the results. For instance, the date in Figure F is the result of the following field and formatting switch:

{ DATE \@"dddd, MMMM d, yyyy" }
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A formatting switch displays this long date format

instead of the default mm/dd/yy.

Table A displays the date format codes. You must use an uppercase M, as the lowercase m denotes minute formats.

Use commas or other appropriate punctuation to separate components.

4 of 13

Table A

Code Result
d Displays the day as a number, without a leading zero for single-digit days
dd Displays the day as a number, with a leading zero for single-digit days
ddd Displays the day as a three-letter abbreviation
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dddd Displays the day using its full name

M Displays the month as a number, without a leading zero for single-digit months
MM Displays the month as a number, with a leading zero for single-digit months
MMM Displays the month as a three-letter abbreviation

MMMM Displays the month using its full name

vy Displays the year as two digits, with a leading zero for single-digit years

yyyy Displays a year's four digits

4: Converting text to title case

Sometimes, switches don't have the desired effect and troubleshooting is more trouble than it's worth. For instance,
adding the \*Caps switch to convert a mixed-case string to title case doesn't always work. Figure G shows an example
where this switch alone just couldn't get the job done.

Figure G
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The \*Caps switch can't convert all the characters in this string.

Of course, this example is a bit extreme, but if you're not in control of the original data, you should take every precaution.
When converting unknown case using \*Caps or \*FirstCap, convert the string to all lowercase first, as follows:

{ tfTitle \*lower \*Caps }

This combination first converts the string to lowercase. Then, the \*Caps switch will work consistently.

5: Spelling out dollar amounts

When you're in a pinch, the \*Dollartext switch might be just what you need, but it's far from perfect. This switch evaluates
a value and returns the same type of text you'd write on a check -- almost. Let's take a quick look at this switch and then
consider its limitations. You can decide whether it's close enough for your needs. Figure H shows the following

expression evaluating the value 133.98:
{ tfValuel \*Dollartext \*FirstCap }

Figure H
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One hundred thirty-three and 98/100

The \*Dollartext switch evaluates a value as a doll  ar and cents amount.

Adding the \*FirstCap switch starts the first word with an uppercase character. There's only one real limitation and that's
the absence of the word dollar. It's a small detail and frankly, something you can probably live without.

6: Formatting ZIP codes

If you merge address data, you've probably run into a small problem. Some ZIP codes are nine digits and some just five.
Neither format is mandatory, so you'll often have a mix of both in the same dataset. A couple of number format switches
can take care of this rather neatly using the following field expression:

{IF { tfZIPCode } > 99999 { tfZIPCode \# "00000'-'0000" } {tfZIPCode \# "00000" }

This expression uses switches to format a ZIP code value: 12345-1234 or 12345. As long as the original ZIP value is
only digits, this simple expression works fine. It does have one flaw: You must validate that the value has nine digits or
only five digits before formatting. If there's a data input error, such as a ZIP code with eight digits instead of nine, this
expression will accommodate by inserting a leading zero. It would probably be easier to attach a validating UDF than to
come up with a field expression that can handle that possibility.

7: Adding text

Depending on the circumstances, you don't need a switch to add text. For instance, the following field expression
displays the text The End on a document's last page, and it does so without needing a special switch:

{ IF { PAGE } < { NUMPAGES } {PAGE } "The End"

While there isn't an explicit switch character for text, it's good to know that you can add text in this manner: Simply add
the delimited string to the numeric format, as shown in Figure | . For example, the following expression would display a

6% sales tax and denote it as a tax:
{ tfSubtotal * .06 \# "$#.00 'tax' " }
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Subtotal: 100
$ 6.00 tax

You can add text to a numeric format.

The rule of use is simple: Enclose the string in apostrophe characters within the format's quotation marks.

8: Displaying ordinal values

You can display an ordinal value using the \* Ordinal switch, with one minor limitation: It won't use superscript. It's a small
thing, and probably won't matter to most. The combination of date fields displays a long date, shown in Figure J , using \*

Ordinal to format the day of the month:
{ DATE \@ "dddd', the" }{ CREATEDATE \@ "d" \* Ordinal }{ DATE \@ ™ of MMMM, yyyy" }

Figure J
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Use the \* Ordinal switch to display ordinals witho ut the superscript format.

Notice the use of the text switches (#7) to build the complete string.

9: Displaying text ordinal values

Figure K shows a result similar to Figure J in #8, but with one subtle difference. The ordinal is displayed as a text value.

Everything's the same except that | replaced the \* Ordinal switch with \*OrdText, as follows:
{ DATE \@ "dddd', the™ }{ DATE \@ "d" \* OrdText { DATE \@ " of MMMM, yyyy" }
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The \*Ordtext switch displays a text ordinal value.

10: Displaying alphabetic page numbers
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It's not unusual to find portions of complex documents numbered alphabetically instead of numerically. Using the
\*alphabetic and \*ALPHABETIC switches, you can knock out this requirement quickly. Figure L shows the result of the

following simple field expression in a document's header:

{PAGE \*alphabetic }

Figure L
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Page Four of Twenty-Eight
D

You can number pages alphabetically -- it isn't as odd as it sounds.

Use \* ALPHABETIC to return uppercase letters. Or use a combination of \* alphabetic and \* FirstCap to uppercase the

first letter only.

8 of 13

15-12-2014 21:55



10 power tricks for using Word field switches - TechRepublic http://www.techrepublic.com/blog/10-things/ 10-power-tricks-for-usin...

- About Susan Harkins

-y
d Susan Sales Harkins is an IT consultant, specializing in desktop solutions. Previously, she was editor in

chief for The Cobb Group, the world's largest publisher of technical journals.

9 of 13 15-12-2014 21:55



10 power tricks for using Word field switches - TechRepublic http://www.techrepublic.com/blog/10-things/ 10-power-tricks-for-usin...

Recommended

o
o

10 admin tasks to knock out by the Keep track of software licenses with 10 STEM apps to teach you science
end of the year the help of these five apps

05 X Server - Golden Triangle

s, | impon & Augmont AD Users :'3'

X e 4 : ! Windows Serw
£ i Active O
as A \ Authenticati
eSS WIS 0 and DNS
calling? 1
m 2 E m
Cracking Open the Apple iPhone 6 Let Truecaller prevent spammers and Pro tip: How to configure a Golden
Plus hidden numbers from wasting your Triangle
time
Learn more Powered by YAHOOQ! for you

10 of 13 15-12-2014 21:55



10 power tricks for using Word field switches - TechRepublic

11 of 13

Q Add your Comment

http://www.techrepublic.com/blog/10-things/ 10-power-tricks-for-usin...

Related Ads

1 Certification Programs

2 Free Spyware Removal

3 Cloud Computing Companies

4 Recover Passwords

Free Web Hosting

Malware Removal

DIP Switches

Video Converter

We-commerce: The
sharing economy's
uncertain path

How Aaron Levie and
his childhood friends
built Box

'PayPal Mafia' redefined
success in Silicon
Valley

r

F

Conflict minerals funded
a war that killed millions

15-12-2014 21:55



10 power tricks for using Word field switches - TechRepublic http://www.techrepublic.com/blog/10-things/ 10-power-tricks-for-usin...

White Papers, Webcasts, and Downloads

WHITE PAPERS // FROM INTEL SOFTWARE
Announcing the New Intel Parallel Studio XE 2015 Cluster Edition

Are you ready to accelerate development and simplify debugging and tuning? Intel's
Parallel Studio XE 2015 Cluster Edition can accomplish this and more. Learn more in
this white paper today!

DOWNLOAD NOW

WHITE PAPERS // FROM SYMANTEC

Unified Data Protection for Physical and Virtual Environments (French)

DOWNLOAD NOW

WHITE PAPERS // FROM IBM

Developing More Effective Mobile Enterprise Programs

FIND OUT MORE

WHITE PAPERS // FROM IBM

Breaking Down Silos of Protection: Integrated Approach to Managing Application Security

DOWNLOAD NOW

Related Ads

1 Certification Programs

2 Video Converter

3 Industrial Ethernet Switches

4 Cloud Computing Companies

5 Malware Removal

12 of 13 15-12-2014 21:55



10 power tricks for using Word field switches - TechRepublic

> X

It's FREE!
o fromDOGoPDF

3 easy steps to Convert to PDF:

1) Press “Download”
2) Download FREE from our web page
3) Convert to PDF

‘Download @

http://www.techrepublic.com/blog/10-things/ 10-power-tricks-for-usin...

Don't Miss Our Latest Updates
Editor's Daily Picks

Week in Review

HEOEE

Subscribe

Subscribe

il

13 of 13

@&eshservice ——

Online IT Service Desk Software

Resolve tickets

2X faster

SIGNUP NOW

30 DAY FREE TRIAL

15-12-2014 21:55



