Thu thuat Word 2003

Thu thuat nang cao trong MS Word

La nguoi thwong xuyén phai lam viéc véi Word, chic hin ban sé sir dung rat
nhiéu nhirng thao tac phai lap di lap lai hang ngay. Rét nham chan ma lai mat
thoi gian. Tai sao khong sir dung nhirng tinh nang tw dong hap din va manh
meé cua Word lam giup ban?

Nhitng thu thuat dudi day s€ gidm bdt thao tac cling nhu thoi gian thao tac trong
Word:

Tw dong cai dit thiét 1ap wa thich hang ngay

Word khong khdi dong va nap nhiing thiét 1ap ma ban thich, hay ép chung lam viéc
vo1 macro moi khi mé tai liéu méi1 hoac tao tai liéu moi.

Pé sir dung macro, hiy nhin chudt vao Tools ->Macros -> Record new macro va
sau d6 dit tén macro ndy 1 AutoOpen, hiy cht ¥ truong Store In field luén nim
trong Normal.dot. Hay bo qua céac lwa chon dé gan macro nay cho cac phim tat va
menu, bd1 macro AutoOpen s€ duoc thiét ké dé chay tu dong khi mé mot tap tin
mai.

Luc ndy ché d6 ghi macro dang kich hoat , hiy lam nhiing vi nhiing thao tac lap
lai khi m& mot tai liéu méi.Sau khi da hoan thanh xong, hiy nhan nat ding (Stop).
Bay gio, sir dung Tools->Macro-> Visual Basic Editor, sao chép toan bd
AutoOpen va dan nd vao dong cao nhat trong cira s code & bén tay phai, va ddi tén
ban sao chép nay thanh AutoNew, luc doé céac thiét lap s€ tu dong chay khi tao tai
liéu moi.

Sira doi dinh dang tai liéu

Nhirng nguoi sit dung méi lam quen véi Word thuong str dung template (mau)
Normal.dot dé chinh sira nhitng dinh dang vin ban cho riéng minh. R4t nhiéu thay
d6i dugc thay doi vinh vién bang cach sir dung Default va Add to Template trong
hau hét cac khung dinh dang, nhung trong mot ltic nao d6 nguoi s dung mudn
chinh stta Normal.dot truc tiép. Dé tim tap tin ndy, hay tim kiém trong muc
Templates chang han: C:\Documents and Settings\yourusername\Application



Data\Microsoft\Templates. Tén dudng dan nay c6 thé khac phu thudc vao dudng

dan va 6 dia cai dat Windows.
Tranh cianh bao phién phirc

Sau khi da tao dugc cac macro ma ban luu trong cac
tai liéu hoac cac template, Word s€ luén dua ra 161
canh bao mdi lan mé tai liéu. D¢ loai bo canh bao
phién phtc, hiy tao mot chir ki so (digital signature)
s€ giip Word "tin tudng" macro nay hon.

Str dung Start ->Run va nhap vao dudng dan noi cai
dat bo Office. Vi du: C:\Program Files\Microsoft
Office\Officel11 (Officel0 néu st dung Office XP).
Tiép do, hay tim t6i tap tin Selfcert hoic Selfcert.exe
(tuy thudc vao cach hién thi tdp tin md rong) va nhin
dup vao tap tin ndy. Néu khong tim thay tap tin
Selftcert, hay thém tinh ndng nay trong bo cai dat
Office. Khi sir dung, lam theo nhitng chi dan va nhap

Macro 1a mot biéu tuong,
tén, hoac cac ki tu nao do
duoc biéu dién cho mot
danh sach cac Iénh, hoac cac
hoat dong va phim tat. R4t
nhiéu chuong trinh sir dung
macro va tao ra cac macro
nham loai b nhiing hoat
dong, thao tac 13p lai trong
qua trinh st dung. Macro
duogc hd tro rat tot tir trong
bo Office cia Microsoft, dac
bict 1a Word.

tén riéng cho certificate khi dugc héi. Sau do, trong Word, mo tai li€u sir dung
macro nay. Chon Tools-> Macros -> Visual Basic Editor. Trong khung Project &
phia bén trai, diém sang tai liéu, chon Tools -> Digital Signature, nhdn Choose..,
va Iyra chon certificate vira tao. By gio, hiy dong va mé lai tai liéu. Néu hop canh
béo vé bao mat xudt hién, chon Always Trust Macros From This Source, va lua
chon Enalbe Macros. Lip lai nhitng budc ndy cho bét ct tai liéu hodc template

mudn nhing macro nay.

Mot diém can lvu ¥ 13 nhitng certificate ty tao nay chi dugc "tin tudng" trén may
cua ban, hay lua chon Always Trust Macros From This Source s€ tao dugc "niém

tin" khi sir dung trén may khac.

Dan van ban khong chira dinh dang

Khi nguoi st dung dan cac doan van ban tir trang Web vao trong tai liéu Word, c6
1€ ngudi s dung sé khong muén gilr lai dinh dang va phong chit. Dac biét

1 nhitng hinh anh quang c4o va nhiing thanh phan khac. Ban c6 thé sir dung Edit -
> Paste Special va str dung Unformatted Text mdi lan cat dan tir trang Web.
Nhung ciing ¢ mot cach khac kha hip dan va tha vi hon rat nhiéu 1a st dung
macro. Vao Tools ->Macros-> Visual Basic Editor va g vao doan ma sau:




Sub PasteUnformatted()
Selection.PasteSpecial _
dataType:=wdPasteText
End Sub

Sau d6, sir dung Tools->Cusomize ->Keyboard..., rdi kéo xudng danh sach
Categories trong Macros, Iua chon PasteUnformated tir danh sach Command, dua
con tro toi Press New Shortcut Key, nhan Shift-Alt-V (ban ¢6 thé lya phim tat khac
theo y minh), va nhan vao Assign va Close. Tir bay gid ban chi can nhan Shift-Alt-
V dan dé dan doan vin ban chua dinh dang vao Word nhanh chong va don gian.

Loai bo nhirng ki la, ddu xudéng dong trong viin ban

Poan vin ban duoc dan vao trong Word tir email hoic trang Web c6 dau ngat dong
(hodc céc ki ty nhu *, >> ..), di nhién 1a ban mudn loai bo nhirng ki tu, nay khoi
vin ban. Hay st dung Edit ->Replace, dé loai bé bang cach gd Ml ( gd dau » va chir
'L' thuong) trong trudng Find What, va gd dau cach (spacebar) vao truong
Replace. Tiép d6, chon Replace All. Cudi ciing, khi Word héi c6 muén tiép tuc
thay thé toan bo vin ban khong thi chon No.

Ban ciing ¢ thé ghi lai nhitng budc trén thainh mdt macro. Sau khi da ghi lai, hiy
chinh sira doan macro nay dé Word s& khong hoi lai néu ban ¢6 mudn thay thé toan
b tai liéu hay khong. Tim dong .Warp=wdFind-Ask va thay d6i thanh
Warp=wdFindStop.

Str dung menu Work

St dung danh sach cac tai liéu thuong dung (recent documents) trong menu File
ctia Word sé& nhanh hon rat nhiéu. Tuy nhién, nhitng danh sach nay chi liét ké 9 tap
tin thudng st dung mdi gan nhat (mdc dinh chi c6 4). Pé chinh sira con sb nay hiy
Iwa Tools ->Options, & trong thé General. Nhung diéu nay ciing khong dam bao 1a
tap tin thuong mo c6 thude danh sach nay hay khong. Hay str dung thém menu
Work tr Tools-> Customize, lva chon thé Command, va t&éi muc Categories va toi
danh sach Buitl-In Menus. Trong danh sach Command, hay kéo thanh Work 1én
hang c¢6 cac menu va nhan OK.

Luc nay nhitng tai liéu can thiét mudn mo lai nhanh chong chi can nhan vao menu
Work va chon Add to Work Menu. Dé loai bé tai liéu khoi danh sach trong tai licu,
hay nhan Ctrl +Alt + "-" va chon tai liéu mudn loai bo. Khi mudn mé tai liéu chi
can t&i Work va chon tai liéu.



V& hinh trong MS-Word

Ngoai chirc ning chinh 13 soan thio viin ban, trong MS-Word ciing hd trg
chirc niing vé hinh twong d6i tét. Mot s6 hinh vé don gian c6 thé vé truc tiép
trong MS-Word ma khéng cin vé tir cic phan mém Kkhac rdi phai chén vao
vira mét thoi gian, lai 1am ting dung lwong cia tap tin.

Ngoai chirc ning vé& cac dudng thing, hinh vudng, hinh tron... MS-Word con co
thé v€ cac duong cong phuc tap, duong gay khtc lién tuc....

Dé thuc hién viéc v& hinh, dau tién néu trén man hinh chua c6 thanh cong cuy ve
hinh thi ban léy ra nhu sau: Click phai chudt 1én mot thanh cong cu bat ky, chon
Drawing. Trén thanh cong cu bao gom kha day du cac chirc nang vé&, t6 mau, chon
bé day nét ve, kiéu nét v&, vé& cac hinh khoi, cac mau hinh chuan...

Khi can vé& doan thang, click vao biéu tugng v& dudng thang, 4n va giit phim Shift,
khi d6 con tré chudt s€ di chuyén theo duong thang.

Khi can copy mot ddi tugng nao do, ban 4n va giit phim - 4, bt = oot
Ctrl, dua con tré dén doi tugng, click & drag dén noi
can copy.

Khi can v& mdt duong cong phirc tap, ban vio:
AutoShapes > Lines > Curve trén thanh cong cu

Drawing, tuong tu, vao AutoShapes > Lines > m
FreeForm dé€ vé cac duong gay khtec. Gitr Ctrl + click & drag

461 tuong dé copy (hinh
Néu duong cong, gdy khic chua nhu'y mubn, ban click ;. ), click phai chudt 1én

phai chudt vao dbi tugng rdi chon "Edit Points", lic ndy 44; twong, chon Edit
cac diém neo trén duong s€ hién 1€n, ban c6 thétudo  points (Phai)

diéu chinh theo ¥ y muon, hodc ban co thé thém diém vao

(add points), x6a bét diém (delete points) dé diéu chinh dudng nét mém mai hon.

Mubn t6 mau toan bd dbi tuong thi doi hoi doi tuong do phai dugc tao nén tir mot

duong khép kin, dé lam duoc didu nay ban chi viéc click phai chudt vao ddi tugng
va chon "Close Patch" Ddng thoi ngoai nhitng mau co ban, ban co thé 16t bén dudi
hinh vé& bang cac miu to sin c6, hinh v&... (Fill Color\Fill Effects).



Ngoai ra, dé tién loi trong khi vé, MS-Word c6 churc ndng hién ———

thi lud1 trén trang van ban dé ban d€ can chinh hinh ve, chire Orwseaisd
ndng bat diém gitta cac doi twong voi nhau, gitra doi tugng voi - ==
ludi.. cach thuc hién nhu sau: tovecl s

rd orpn
] Use margins

Trén thanh cong cu Drawing, click Draw\Grid, Iuc nay hop
thoai tuy chon s€ hién Ién. Ban click chon "Display gridlines on s

screen" dé hién thi mang ludi, dinh bé rong, chi€u cao clia CAC  wwewesever

mat lui & box Vertical spacing, Horizontal spacing. | —

Hop tuy chon

Pinh khoang giita cac mat ludi theo chiéu ngang va chleu doc &
mang ludi.

box Vertical every, Horizontal every (cach nhau 2 mat ludi, 3
mat ludi... ).

Pé bat mot d6i twong dén ludi, ban chon Snap objects to grid (nghia la khi ban v&,
dau mat cta d6i tuong sé ty dong lién két dén vi tri cac mac ludi mot cach nhanh
chong va chinh xac ma ban khéng can phai canh chinh). Tuong tu, khi can sy lién
két gitta cac doi tuong ban hiy click chon "Snap objects

to other objects".

Sau khi hoan tat hinh v&, dé tranh trong qu4 trinh chinh
stra, dan trang van ban, cac doi twong s& nhay lung tung
lam hinh v& cta ban bi sai, bién mit trén vin ban ban
hay lién két (Group) chung lai nhu sau: = a@s v

) eraw-- Autoshapes» . N []
Gitr Shift va click chon cac doi tugng hodc nhanh hon  oue 'y s cpenel 11 &
ban co thé vao biéu tuong Select object trén thanh cong Select object
cu Drawing, sau d6 click & drag dé chon céac ddi tugng.
Vao Draw\Group dé lién két cac ddi tugng lai vdi nhau, lic ndy tat ca hinh vé 1a
mét khoi théng nhat, ban c6 thé yén tam chinh stra van ban.




