M HOC TAP & TRAO BOI KINH NGHIEM

Tao macro tu dong stia l6i chinh ta

han mém WinWord ctia Microsoft c6

nhiéu tinh nang ky diéu ma co thé

trong qua trinh st dung ban chua

quan tam dén. Mét trong nhting tinh
nang t6i mudn dé cap 6 day la tao Macro thuc
hién cac muc dich khac nhau.

Macrolamoétbélénh gém caccti g6 phim
va cac hanh dong khac tu ban phim (Macro
khong hiéu cachanh déng thuchién tir chuot)
do ban tu cai dat va gom lai dudi mot tén
Macro, mét phim hoéc té hgp phim nham thuc
hién mot loat dong tac lénh tu dong hoa.

Macro c6 ngudn géclangon ngtilap trinh
Visual Basic, dudc thuchién dudi hinh thiiclap
trinh tu dong, nénrat dé st dung, ké ca ddivei
nhting ngudi chua tiing hoc qua cac ngén ngt
lap trinh.

Chung ta hay tutao lap mét Macro dé stia
16i chinh ta thong thusng sau khi soan thao
hoan chinh van ban.

Theo chinh tatiéng Viét, cacddu trong cau
dudc quy dinh st dung nhu sau:

- Cac d4u cham ()); dau phdy (,); dau
cham phdy (;) d4u chdm héi (?); chdm than
(1); dduhai chdm (:) phai ding lién sau ky tu
cudi cing ctia tir ding trudc, tiép theo 1a mot
ky tu trdng (nhan phim space bar rdi dén ky
ty dau cda tu diing sau.

-Cacdiu gachnbi (-); ddubang (=), dau
cong (+) phai co mot ky tu trang dung trudc
vasau cacdau do (trirtrusng hop cacloai dau
nay nam trong ngoac don hoéc ngoac kép).

- Cac d4u ngoac don, dau ngoac kép ("
hodc ): phia trudc va sau dau ngoic 6 mot
ky tutrang, ddu mé ngoac diing satky tu dau
ctia ttt; ddu déng ngoac diing sat ky tucudi ctia
tu.

- D4u 3 cham (...) khong c6 ky tu trang
dung trudc va sau .

- D4u van van (vv) phai ¢ 3 ddu cham
dungsau.

- Sau ddu cham hoac xudng dong, phai
viét hoa ky tu dau cta tur.

- Gilia céc tu phai phan cach nhau bang
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Hinh 1: H6p thoai Macro

mot ky tu trang.

- Cac d4u hoi, d4u nga cting c6 quy luat
st dung (tuong déi) theo nguyén tic "Séc
khéng hoi, Huyén nga nang"; tuy nhién, viec
tao lap Macro dé hiéu chinh diu héi, nga hoi
phtictap nénkhéng dé cap trong bai viét nay.

Pé tao lap Macro stia cac 16i chinh ta
thuong gap vé ddu nhu da néu trén, ban hay
bat ddu bing viéc mé mot van ban bat ky, da
dudc soan thao trong WinWord; tiép theo, mé
hop thoai Macro: Nhan vao menu Tools, tim
dén mucMacro, chon tiép Record new Macro.

Hop thoai Macro xuat hién nhu hinh 1.

trong hop Macro name, hay dat cho
Macro ma ban sép tao lap mét cai tén tiy y,
hoac déng y theo tén ma WinWord dé nghi
(Macro 1, Macro 2 vv...)

Nhan chuot vao nuit Keyboard dé gan cho
Macromot phim (hoac mot té hgp phim ). Sau
khi nhan nut Keyboard, hop thoai Keyboard
hién ranhuhinh 2.

Trong hop Press new shortcutkey ctia hdp
thoai Keyboard, ban hay chon mot phim tat
dé gan choMacro. Sau nay, méi khi nhan phim
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Hinh 2: Hop thoai Keyboard

tat do, Macro sé tu dong chay. Vé nguyén téc,
6 thé chon phim (hoéc té hgp phim) bat ky
nao dé trén ban phim. Tuy nhién, dé "lay hén
chin nut", dé nhé va st dung théng nhat, toi
dé nghi chon phim <F9>.

Khinhén phim <F9> titban phim, kyhiéu
<F9> sexuathién tronghop pressnewshortcut
key, nhan nut Assign 6 bén phai hop thoai
Keyboard, ky hiéu <F9> sé "nhay" sang hop
Current keys. BAm nut Close dé dong hop
thoai. Trén man hinh sé xuat hién biéu tuong
"bang cassette" cho phép ghilai cachanh dong
tirban phim. Lic nay, ban c6 thé bat dau cong
viéc, nhung nhd la phai st dung ban phim, vi
Macro khong hiéu cac hanh dong tir thiét bi
chuot.

Hay bat dau véi tinh nang "Find and
Replace" (tim va thay) cia WinWord

Nhén té hop phim <Alt> + E tttban phim
dé thuchién menu Edit. ChonReplace..., (hinh
3).

Trong hop Find What, WinWord muén
hoi: ta can tim cai gi ?

Trong hop Replace what, Word hoi ban
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Hinh 3: Hop thoai "tim va thay"
mudn thay cai viia tim & trén bang cai gi ?

Ban hay g6 mét ky tu trang, tiép theo 1a
déu chdm vao hop Find What.

Tiép tuc: g6 dau chdm (khong co ky tu
trdng trudc ddu chdm) va motky tu tring sau
dé4u chdm vao hop Replace what; rdi nhan té
hgp phim <Alt> + A.

Ynghia : ban da ralénh cho WinWord tim
cac dau cham trong toan bé van ban, khi tim
thay thi béd mét ky tu tring & trude dau chdm
(néucd), vathém motky tutrang vao sau dau
cham.

Lam nhu vay, trong truéng hop sau dau
cham da c6 ky tu trdng, WinWord van may
moc "choi" thém moét ky tu trdng nita. Nhung
khong sao! Sau nay ta sé ra lénh cho né diéu
chinh lai .

Ban tiép tuc ghi caclénh trén tirban phim
dé ap dung cho dau phdy (,); ddu chAm phéy
(;); dduchdm héi (?); cham than (!); ddu hai
cham (2.

Sau khithao tac nhu trén, trén man hinh,
noi c6 cac dau chdm, dau phdy, ddu chAm
phay sé khong c6 ky tu trdng & phia trudc,
nhung c6 thé c6 mot (hoac vai) ky tu trang &
phia sau cac dau dé.

Bay gio, "tim va thay" cho dau gach
néi ()

Dung phim Tab dé di chuyén con tré dén
hop "Find What", g6 phim <Delete> dé xoa
nhting ky tu 6 d6 va g6 dau gach néi (-) vao
hop. Lai dung phim Tab chuyén con tro dén
hop "Replace what ", x6a cac ky tu 6 hop nay
roi g6 mot ky tu trang, g6 dau dau gach néi,
g6 tiép ky tu trang. Nhan t6 hgp phim <Alt>
+ Adéthay toanbovanban. Saukhithaotac,
tAt ca cac ddu gach néi trong van ban sé cé it
nhat mot ky tu trdng ding trude va sau no.

Tiép tuc"tim va thay" nhu trén cho truéng
hop cac dau bang (=) va ddu cong (+).

Cac truong hgp con lai
-Banhay "tim va thay" cho ddu méngoac
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(ngodc don hodckép) : théem motky tu trang
vao truée ddu mé ngoac, bo ky tu trang sau
d&u mé ngoac (Find What); bé ky tu tring
truée ddu dong ngoac, thém ky tu trang sau
déu dong ngoac (Replace what).
-Timd4ubacham (...) cokytutring diing
truée, thay bang diu ba chdm; tim d4u ba
ch&m cé ky tu trang diing sau, thay bang dau
bacham (chuy : trong hop Replace what, chi
c6 dau ba cham, khong co ky tu trang diing
trude va sau nd). Tuong tu, tim ky tu van van
(vv), thay bang vv c6 ba chdm diing sau.
-Tim d4u chdm cau (), chon (boi den) ky
tu dau cda tir diing ngay sau ddu chdm, nhan
<Shift >+ <F3> (dékytududc chon chuyén
thanh cht hoa), nhan <Alt> + A dé thay

trong toan bo van ban.

Hoan thién Macro

Sau cting, ban ralénh cho Word tim trong
vanban nhiing ndi 6 2 (hoac 3,4) ky tutréng,
thay bang métky tutrang dé hiéu chinh nhiing
trusng hop Word may moc théemky tutrdng vao
trudc hoac sau cac dau chAm nhu da néu trén.

Nhén chuot vao 6 vuéng bén trai biéu
tuong "bang cassette" dé dong biéu tuong nay
lai.

Ban da ghi dugc mot Macro dé sita cac16i
chinh ta thong thuong. Tt nay, sau khi soan
thao van ban xong, ban chi cAn nhan <F9>
laWord se gitip ban tu dong diéu chinh cac16i
chinh ta trong van ban.

Chuy:

Macro ban vtia "tau" sé dudc Word chiia
trong tap tin Normal.dot (duong dan : Pro-
gram files\ Microsoft Office\Template\ Nor-
mal. dot). Ban hay sao luu tap tin Normal. dot,
cat vao thu muc an toan.

- Khi ban diét virus, cac phan mém diét
virus sé tuéng Macro via tao trén la virus
Macro va sé xéa né. Vay nén, tot nhat la ban
cai ché do "héi trudc khi diét" va dap " khong"
khichuongtrinh héi" cé diét khong? "luc chay
dén tap tin Normal.dot

Chtic ban thanh cong!S
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