THU THUAT NANG CAO TRONG MS WORD

L& nguoi thuong xuyén phdéi lam viéc véi Word, chdc hdn ban s& st dyng rdt nhiéu nhirng thao
téc phdi 1ap di l8p lai hang ngdy. Rat nham chén ma lgi mét thai gian. Tai sao khéng su dung
nhiing tinh néing tv déng hap dén va manh mé cda Word lam gidp ban?

Nhing tho thudt dusi day s& gidm bét thao tac cing nhu thai gian thao tac trong Word:

Ty déng cai dat thiét 1ap va thich hang ngay

Word khéng khéi déng va ngp nhiing thiét lap ma ban thich, hay ép ching lam viéc véi macro
méi khi m& tai liéu méi hodic tao tai liéu méi.

Dé s dung macro, hay nhdn chuét vaio Tools ->Macros -> Record new macro va sau dé dét tén
macro ndy l& AutoOpen, hay chd y truong Store In field ludn néim trong Normal.dot. Hay bé qua
céc lya chon d& gén macro nay cho cdc phim tét va menu, bdi macro AutoOpen s& duoc thigt ké
dé chay ty déng khi m& mét tap tin méi.Loc nay ché dé ghi macro dang kich hoat , héy lam nhiing
vé&i nhiing thao téc 18p lai khi mé& mét tai liéu méi.Sau khi da@ hoan thanh xong, hdy nhén ndt ding
(Stop). Bay gi®, su dung Tools->Macro-> Visual Basic Editor, sao chép todn bd AutoOpen va dén
né vao dong cao nhét trong clra s code & bén tay phdi, va déi tén bdn sao chép nay thanh
AutoNew, l0c d6 céc thiét lap s& ty dong chay khi tao tai liéu méi.

Sta dai dinh dang tai ligu

Nhiing ngudi st dung méi lam quen véi Word thuong st dung template (méu) Normal.dot dé
chinh sa nhitng dinh dang vén bén cho riéng minh. Rat nhiéu thay dsi duoc thay ddi vinh vién
bdng cdch s dung Default va Add to Template trong hdu hét céic khung dinh dang, nhung trong
mét [oc ndo dé ngudi s dung mudn chinh sta Normal.dot tryc tiép. D& tim tap tin ndy, hay tim
ki€m trong muc Templates chdng han: C:\Documents and Settings\yourusername\Application
Data\Microsoft\Templates. Tén duong dan nay cé thé khac phu thuéc vao duong dén va 8 dia cai
dat Windows.

Trénh cdnh béo phién phic

Macro la mét biéu tuong, tén, hodic cdc ki ty ndo dé duoc biéu dién cho mét danh sach céc lénh,
hodic céc hoat déng va phim tét. Rat nhiéu chuvong trinh s& dung macro va tao ra cdc macro nham
logi b nhitng hogt déng, thao téc l&p lai trong qud trinh s dyng. Macro dugc hé tro rét tét
trong bd Office cia Microsoft, ddc biét la Word.

Sau khi da tgo duoc cdc macro ma ban luu trong cdc tai ligu hodc céc template, Word s& luén dua
ra |oi cdnh béo méi lan mé tai liéu. DE logi bé cénh béo phién phic, hay tao mét chiv ki s6 (digital
signature) s& giop Word "tin tuéng" macro ndy hon.Su dung Start ->Run va nhép vao duong dén
noi cai dat bé Office. Vi dy: C:\Program Files\Microsoft Office\Office11 (Office10 néu sv dung
Office XP). Tigp d6, hay tim t&i tap tin Selfcert hodic Selfcert.exe (tuy thudc vao céch hién thi tap tin



mé réng) va nhdn dop vao tdp tin nay. Néu khéng tim thdy tép tin Selftcert, hdy thém tinh nang
ndry trong bd cai dat Office. Khi si dung, lam theo nhitng chi dén va nhép tén riéng cho certificate
khi dugc hdi. Sau dé, trong Word, mé tai liéu su dung macro nay. Chon Tools-> Macros -> Visual
Basic Editor. Trong khung Project & phia bén tréi, diém sdng tai liéu, chon Tools -> Digital
Signature, nhén Choose.., va lya chon certificate vira tao. Bay gid, hdy déng va mé lai tai ligu.

N&u hdp cdnh bdo vé bdo mat xudt hién, chon Always Trust Macros From This Source, va lya chon
Enalbe Macros. Lgp lai nhing buéc nay cho bét c& tai liéu hodc template mudn nhing macro nay.

Mt diém cdn lvu y la nhirng certificate ty tao ndy chi duoc "tin tudng" trén mdy cba ban, hay lya
chon Always Trust Macros From This Source s& tao duoc "niém tin" khi s dung trén mdy khéc.Dén
van ban khéng chva dinh dang

Khi nguoi st dyng dén céc doan van bdn tir trang Web vao trong tai liéu Word, ¢6 18 ngudi su
dung s& khéng muén git lai dinh dang va phéng chi. Bac biét la nhitng hinh dnh quéng cdo va
nhitng thanh phdn khéc. Ban c6 thé st dung Edit -> Paste Special va st dung Unformatted Text mdi
lan ¢t dén t trang Web. Nhung ciing ¢6 mét cach khéc khé héip dén va tho vi hon rét nhiéu la s
dung macro. Vao Tools ->Macros-> Visual Basic Editor va gé véio dogn mé sau:

Sub PasteUnformatted()Selection.PasteSpecial _dataType:=wdPasteTextEnd Sub

Sau dé, sv dung Tools->Cusomize ->Keyboard..., réi kéo xuéng danh sach Categories trong
Macros, lva chon PasteUnformated tir danh sach Command, dva con tré téi Press New Shortcut
Key, nhén Shift-Alt-V (ban cé thé lya phim tét khéc theo y minh), va nhdn vao Assign va Close. Ty
bay gio ban chi can nhén Shift-Alt-V dan d& dén doan van bdan chua dinh dang véio Word nhanh
chéng va don gién.

Logi bé nhirng ki lg, déu xung déng trong van ban

Poan van bédn dugc dan vao trong Word tir email hodic trang Web cé ddu ngdt dong (hodic cac ki
ty nhu A, >> ..), di nhién la ban mudn logi bd nhiing ki ty, nay khdi van bén. Hay s dyng Edit -
>Replace, d& logi bé bang céch g Al ( g6 déu A va chi 'L thuong) trong truong Find What, va gé
d&u céch (spacebar) vao truong Replace. Tiép dé, chon Replace All. Cudi cung, khi Word héi ¢6
mudn tiép tyc thay thé toan bd van ban khéng thi chon No.

Ban ciing c6 thé ghi lai nhitng buéc trén thanh mét macro. Sau khi da ghi lai, hay chinh sta dogn
macro ndy dé Word s& khong héi lai néu ban cé mudn thay thé toan bé tai liéu hay khong. Tim
dong .Warp=wdFind-Ask va thay d&i thanh .Warp=wdFindStop.S& dyng menu Work

Su dyng danh sach céc tai ligu thuong dung (recent documents) trong menu File cda Word s&
nhanh hon rét nhiéu. Tuy nhién, nhiing danh sach nay chi liét ké 9 tap tin thudng si dung méi gan
nhét (mé&c dinh chi cé 4). D& chinh sta con s6 nay hay lya Tools ->Options, & trong thé General.
Nhung diéu nay ciing khéng dédm bdo la tép tin thudng mé cé thudc danh sach nay hay khéng.
Hay sv dyng thém menu Work tr Tools-> Customize, lya chon thé Command, va téi myc
Categories va téi danh sach Buitl-In Menus. Trong danh séch Command, hay kéo thanh Work Ién
hang c6 céc menu va nhén OK.

Loc ndry nhiing tai liéu can thigét mudn mé lai nhanh chéng chi can nhén vao menu Work va chon
Add to Work Menu. D& logi bd tai liéu khdi danh sdch trong tai ligu, hdy nhan Cirl +Alt + "-" va
chon tai lidu muén logi bd. Khi mudn mé tai lidu chi cén t&i Work va chon tai liéu.
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