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Using the Notice Macro Form 

 
 
Part 1 – Downloading and Opening the Macro 
 
Part 2 – Step-By-Step Agency Notice Macro Instructions 

 
 
If you require further assistance regarding the Agency Notice Macro Form, please contact the USAID 
IRM-HELP DESK at (202) 712-1234.   
 
*If you have any questions pertaining to creating and distributing an Agency Notice, please call Suzan 
Corl, M/MPBP/POL, at (202) 712-0648, or the ADS Directives and Notice Shop at (202) 355-7450.  
 

 
 

 
Part 1 – Downloading and Opening the Macro 
 
A. Downloading the Agency Notice Macro Form 
 
To download the Agency Notice macro, go to the USAID intranet home page and scroll down to the 
Guides and Instructions tab and then click on Forms.  (Only people with access to USAID’s 
intranet may access this Web site.) 
 
Click on “Forms List (Alphabetical).”  Click on "Agency Notice (Windows 2000)."  This will produce 
one of the two following results: 
 

1. A note will appear on your Browser asking whether you'd like to save the document to a 
disk or open it.  Save the file to your C:\ drive for future use.    

 
2. Do not work on the macro through your IE browser; certain macro functions are not 

available when working through the IE browser.  Download the file to your C drive or U 
drive and then open Word to use the macro form. 

 
Note:  Your browser will automatically save the file into a previously designated drive.   
 

M/MPBP/POL will issue a USAID/General Notice when changes are made to the macro.  You will 
then have to download the new version to your system. 
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B. Opening the Agency Notice Macro  
 
Once you have saved the Agency Notice Macro Form to your Hard Drive or the USAID Server, use 
the following steps to open the form:  
 
Step 1: Open Microsoft Word. 
 
Step 2: Click on View, click on Toolbars, and make sure there is a check mark in front 
  of Standard. If not, click on Standard. 
 
Note: This step allows you to view a "Smiley Face" icon in your toolbar. This icon is necessary for 
completing the macro. 

 
Step 3: Click on File and click on Open. Open the file, notice.doc, and click on Enable 
  Macros or Yes. 
 

 

Part 2 – Step-By-Step Agency Notice Macro Instructions 
 

Tip: Use the TAB key, not the ENTER key, to move from gray field to gray field.  You may also use your mouse to  
fill in any field out of order. 
 
1 Choosing Your 

Audience  
Click on the down arrow of the highlighted area in the top right corner.  Choose to whom 
this Notice should be sent, USAID/W (Washington only) or USAID/General (Washington 
and overseas).  Press (TAB) to advance to the next cell. 

2 Picking a Category Click on the down arrow of the highlighted area.  Choose a Notice Category 
(Administrator*, Executive Message**, Information, Personnel, Policy***, Policy 
Reminder, Training, Information – AFGE, Information – AFSA, or Safety****).  Press 
(TAB) to advance to the next cell.  

3 The Office Symbol Which Bureau/Independent Office is issuing this Notice?  Type in that Office symbol 
here.  Press (TAB) to advance to the next cell. 

4 The Subject Line Type in the Subject of your Notice.  The Subject line is usually no more than two lines 
long.  Press (TAB) to advance to the next cell. 

5 Allowable Codes & 
Unallowable Codes  

A message box will pop up.  This message box describes the ALLOWABLE 
CODES/UNALLOWABLE CODES for the body of your Agency Notice.  After reading the 
list, click OK.  

6 Inserting a File OR 
Typing the Notice 
Body  

The system then asks if you'd like to insert a file.  The document you insert may not have 
any of the UNALLOWABLE CODES.  Answer Yes or No. 

If Yes, the system will prompt you to choose which file you want to insert.  After choosing 
the file, click Open.  If No, the system will instruct you to type in your Notice.  Press 
(TAB) to advance to the next cell. 

7 Point-of-Contact 
Name & Office 
Symbol 

Type in the name of the Point-of-Contact (POC) for your Notice.  Press (TAB) to go to 
the next cell. 
Type in the POC’s Office Symbol using capital letters.  Press (TAB) to go to the next cell. 

8 Point-of-Contact 
Phone Number 

Type in the POC’s Phone Number (area code and seven-digit number) and/or e-mail 
address.  Press (TAB) to advance to the next cell. 

9 The Completion 
Box 

The INSTRUCTIONS FOR COMPLETION OF THIS NOTICE Message Box will pop-up.  
After reading the information, click OK, but remember to type in your POC’s phone 
number in Step 9 before completing the macro form. 

10 Additional Points-
of- Contact  

The system then asks you if you'd like to add more POCs.  Answer Yes or No.  
If Yes, enter information the same way that you did in Steps 7-10.  If No, go to Step 11. 

11 Checking Your Use CTRL + B to spell check the document.  Answer Yes in order to do this. 
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Spelling 
12 Saving Your Notice When you are finished filling in all the fields, you must save and rename the file.  This 

file must be saved as a Word file. This file will now have a .doc extension (e.g., 
irdmtg.doc). 

13 The Smiley Face 
Icon 

After saving the file, you must then click the Smiley Face icon, located on your top 
toolbar. Your computer screen will flash several times and a text (.txt) file will be created 
(e.g., irdmtg.txt).  This text file has the same name as the Word file. You will find the .txt 
file in the same folder or directory as your .doc file. 

Send ONLY the TEXT (.txt) file to the appropriate Authorized Sender.  Do not send 
the Word macro file.  M/MPBP/POL will not open it since macros often transmit 
viruses.  Therefore, M/MPBP/POL will send it back to you for completion. 

* Administrator Notices must be approved and sent by the Office of the Executive Secretariat (ES). 
** Executive Messages can only be sent by Executive Secretariat (ES); Bureau for Management, Office of the Assistant Administrator (M/AA); Bureau 
for Legislative and Public Affairs (LPA); and Bureau for Management, Office of Management Policy, Budget, and Performance, Division of Policy 
(M/MPBP/POL).  See the Authorized Sender reference for a listing of additional back-up names. 
*** Policy Notices must receive ADS clearance before being released as a Notice or Cable.  Additionally, M/MPBP/POL must receive a completed AID 3-
252 form before publishing.  (See ADS 501 for details on ADS clearance and issuance.) 
****Safety Notices must only be issued by M/AS/OD and M/AA. 
 
 
 
504mae_111808 


	A. Downloading the Agency Notice Macro Form


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


