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MaKpOCHI, TM60 Y Bac eCTb COBET M0 3G PEeKTUBHOMY Makpoc 415 paGoTh! ¢ 3aKaKaMu 7
MCIoJb30BaHMI0 peaakTopa Word, 1n6o Bam CosgaiiTe cBOH CTH/Ib
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JIto6ble BalllK JleJIbHbIE COBETHI U MO CKA3KH OYAYT
pa3MelleHbl Ha CaiiTe U ONMy6JMKOBAaHbI B OJJTHOM U3
TEeMaTUYEeCKUX BbINYCKOB O10J11eTeHs (C yKa3aHUEeM
aBTOPCTBA).

Boinyck Ne 00 (CenTsi6pn 2008)
© A. KokuH, 2008

ABTOpCKHE MpaBa Ha BCe MaTepHaJibl, ONy6JIMKOBAaHHbIE B HACTOSIIEM GloJIIeTeHe TpUHAIexXaT KoknHy AHTOHY BasuMoBuiy, eciu
He yKa3aHo 1Hoe. McnoJsib30BaHue MaTepHasioB 6I0JIIeTEHS B KAKOM ObI TO HU ObLJIO BUZE 6€3 MHCbMEHHOI0 pa3pelleHus aBTopa He
JIOTIyCKAeTCs.

Bce maTepuaJibl, ony6/IMKOBaHHbBIE B OI0JIJIETEHE, TPeCTaBIeHbl HAa MHPOPMALlMOHHOW OCHOBe 6€e3 IpeocTaBIeHUs KaKUX-JH60
rapaHTH# U 06s13aTes1bCTB. TeM He MeHee, 1 peKOMEH/YI0 Ilepe/] IpUMeHeHUeM KaKoH-1160 HHGOpMaI My U3 JaHHOTO GI0J1/IeTeHs
06513aTe/IbHO COXPAHATDb U CO3/laBaTh pe3epPBHbIe KOIMH BaLIKX JJOKYMEHTOB.
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CIIOCOBbI CO3JAHHUA MAKPOCOB

ABTOMaTHUYeCKas 3allUCh MaKpocCa

ABTOMaTHyecKkasa 3anucb Makpocos B pegaktope Word yaobHa Tem, YTo NONb30BaATENb,
He BHMKas B MPOrpamMmMMUpPOBaHME, MOKET AOCTAaTOYHO ObICTPO M MPOCTO 3anucaTb CBOU
YacTo BbINONHAEMbIe AEWCTBUMA U BNOC/AEACTBUM BbI3blBaTb MONYUYMBLUMIACA MaKpPOC
CTO/IbKO pas, CKOJ/IbKO B Hem byaeT HeobXxoaAMMocCTb.

B pedakmope Word 2003

B meHto CepBuC HaBeauTe yKasaTesib MbllM Ha KOMaHAy MaKpoc m B pacKpbiBLUEMCA
noameHio Bbibepute KomaHay Hauatb 3anucb. OTKpOETCA AMasioroBOE OKHO 3anuch
MaKpoca. [JJanee cneayite no waram:

1. B none Ums maKkpoca BBeANTE HAMMEHOBaHME A/1A Ballero makpoca.

2. B 3TOM »Ke OKHe Bbl MOKeTe Ha3HaYMTb A1 MaKpOCa KHOMKY Ha NaHenu
MHCTPYMEHTOB MM COYETAHNE KNAaBULL, HaXKaB COOTBETCTBYIOLLYIO KHOMKY B rpynne
HasHaunTb Makpoc.

3. YT106bI 06ECNEUYNTb AOCTYNHOCTb MaKpoca B Il06OM AOKYMEHTe pegakTopa
Word, B none MaKpoc goctyneH a1 BbibepuTe n3 CNUCcKa CTPOKYy Bcex LO0KyMeHTOB
(Normal.dot), ecnn y Bac B 3Tom nose BbibpaHa Apyras CTPOKa.

4. B nosne OnncaHne MOXHO BBECTU /10OO0M TEKCT, ONUCIBAKOLLMIA HA3HAYeHUe
3anuncbiBaeMoro BaMm Makpoca.
5. Haxkmute kHonKy OK, 1 Ha 3KpaHe nNoABUTCA He6ObLLAA NaHe b MHCTPYMEHTOB

C KHONKamu ynpasaeHnA 3anmcbto MakKpoca. OTa NaHeNb HAaCTONbKO Mana, YTo Kpome
ABYX Ha4a/ibHbIX 6yI-(B NPO4YNTATb €€ HaMMeEHOBaHNE HENDb3A. Ha camom pene 3Ta
naHenb HasbiBaeTcAa OCTaHOBUTbL 3anucb. Kctath, 3Ta naHenb He AO0CTynHa B O6LLI,€M
CNUCKe NaHenem MHCTPYMEHTOB, npegsiaraembiX AN1A Bbl30OBa HEPE3 MEHIO Bua. OHa
NnoABNAETCA TaM TOJIbKO NpPU 3anNncCn maKpoca.

6. C 3TOro momeHTa BCe Balmn AeﬁCTBMﬂ B pegaKTtope Word 3anucbiBatoTca B
MaKpocC. Bbl moxeTe NPUNOCTAHOBUTbL 3aNUCb Ha BpemA, eC/In HaXXMeTe KHOMRY I'Iayaa.
Ana npoAo/IKeHUA 3anNnUCU MNMOBTOPHO HAXXMUTE 3TY e KHOMKRY. Ecnu Bbl XoTUTE
3aKOHYUTb 3aNMnCb MaKpPOCa, HAaXXKMUTE KHOMRY OcTaHOBMUTbL 3anuchb.

B pedakmope Word 2007

1. MepengunTe Ha BKNagKy NeHTbl PazpaboTunk. Ecnm aToM BKNaAKKU Ha Ballei
NeHTe HeT, OTKponTe okHO MapameTpbl Word n Ha BK1aaKke OCHOBHbIE YyCTAHOBUTE
dnaxkoK Ha napameTpe MoKa3biBaTb BKNAAKY «Pa3paboTumK» Ha neHTe.

2. Ha Bknaake Pa3paboTumK B rpynne KomaHa Kog HaxkmuTe KHonky Havatb
3anucb. OTKpoeTcA AnanoroBoe oKHO 3anmncb Makpoca.
3. BbinonHuTte warun 2—6, onncaHHble paHee ansa Bepcum pegaktopa Word 2003.

Bbl MOXXeTe OCTaHOBWUTb 3anuCb MaKpOCa, ncnonb3ya ynpasindarouime KHOMKU B CTPOKe
COCTOAHNA penaKTopa — TaM 6y,c|,eT OTO6pa)-KaTbCFI HebonbLwasn KHOMKa, Ha)XaTune Ha
KOTOPYO PaBHO3HAYHO HaXaTUO KHOMKW B rpynne Koa.
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Co3aHue MaKpoca C IOMOIIbI0 JHAJIOTOBOT0 OKHa Makpoc

B KauecTBe npumepa co3gaanm nNpPocTernii Makpoc, NO3BOAAKWMNA BbIAENNUTb TEKYLLMIMA
ab3au, TeKcTa (B KOTOPOM HaxOAUTCA Kypcop BBOAA).

o B meHto CepBUC HaBeguTe yKasaTeb MbilM HA NYHKT MaKpoc 1 B pacKpbiBLUEMCA
noameHo Bbibepute KomaHay Makpocbl. OTKpoeTca agnanoroBoe okHO Makpoc. 31o
ANANOroBOE OKHO TaKKe MOHO OTKPbITb C MOMOLLbIO COMeTaHUA Knasumw <Alt>+<F8>.
e B none VimAa BBeEAUTE HAMMEHOBAHME ANA MAKPOCa

e B none Makpocbl 13 Bbibepute CTPOKYy AKTUBHbIX Wab/ioHOB. B 3TOM ciiyyae
CO34aHHbIN BaMn Makpoc byaeT A0CTyneH ANA BCeX AOKYMEHTOB, OCHOBAHHbIX Ha
wabnoHe Normal.dot.

e B none OnucaHne moxeTe HanevyaTaTb KPATKYO MHGOPMALMIO O HAa3HAYEHUMU
MaKpoca. ITOT TeKCT byaeT pa3melLeH B KOAE MAaKpOCa B Ka4eCcTBe KOMMEHTapus.

Hasxkmute kHonky Cospatb. Mocne atoro Word 3anyctut peaaktop Visual Basic, cosgacT
moaynb (ecnmn paHee oH He 6bin co3gaH) NewMacros B wabnoHe Normal.dot n nobasut
HayanbHble CTPOKM MOAMNPOrpaMmbl M KOMMeEHTapuin (wpudT 3eneHoro uBeta cC
anoctpodom nepes TEKCTOM KOMMEHTApUs), BBEAEHHbIV Bamu B nose OnucaHue.

e B MmecTo, rae HaxoAMTCA Kypcop BBOAA (MeXay KOMMEHTapUAMMK U ONepaTopom
End Sub), BcTaBbTe Baw Koga,

e [lpoBepbTe paboToCNOCOHHOCTL MaKpoca, HaxKaB KHOMKY Run Sub Ha naHenn
MHCTPYMEHTOB peaakTopa Visual Basic, uan Bocnonb3ynTech KNaBuLen .

e HasHauybTe A4aHHOMY MaKpOCy COYEeTaHMeE KaBuLW UM NOMECTUTE CO34aHHYI0 ANA
MaKpoca KHOMKY Ha NaHeb MHCTPYMEHTOB (MM Ha NaHeNb bbiCcTporo AocTyna — AN
Word 2007).

Co3aaHue MaKpocCa U3 roTroBoro Kkoaa

MopAagoK genctsuii No paboTe C KoAaMM MAKPOCOB (IUCTUHramMu), NpMBEAEHHLIMU B
KHure (B 6lonneteHe):

e CoxpaHuTe BCe AOKYMEHTbI, C KOTOPbIMM Bbl B HACTOALLMI MOMEHT paboTaeTe, 1
C034aNTe HOBbIN OOKYMEHT.

e HaxmuTte couyeTaHue knasuw <Alt>+<F11>. OTkpoeTca peaaktop Visual Basic ¢
NYCTbIM (MK yKe coAep KALMM KaKoM-TMB0o NPOrpammHbI KOA) OKHOM.

e BcTaBbTe B OKHO pefiakTopa CKOMMPOBAaHHbIN KO, (EC/IM OH CyLLEeCTBYET B
3NEKTPOHHOM BUAE) NAn HabepuTe KOA MaKpOCa BPYYHYH, BKAOYAA OnepaTopsl
Ha4ana npoueanypol Sub 1 KoHUa npoueaypbl End Sub.

o CoxpaHuTe U3MeHeHUA MOoAyNA, HaxKaB Ha KHOMKY CoxXpaHUTb Ha NaHenmn
MHCTPYMEHTOB pegakTopa VB.

e BepHutech B pegakTop Word ¢ nomouybto KHonku View Microsoft Word Ha naHenu
WHCTPYMEHTOB MM BOCMNONb3YNTECh COYeTaHMeM Knasumw <Alt>+<F11>.

e YT106bl MMETb BbICTPLIN AOCTYMN K 3TOMY MAKpPOCY, Ha3HaybTe ANA HEro CoOYeTaHue
KNaBULL UM CO34alTe KHOMKY HA NaHeN MHCTPYMEHTOB (MK B MaHenn 6bIcTporo
poctyna ans Word 2007).
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Ha3HauyeHue u pa3Melmi€eHuE€ KHOIIKM AJIAd MaKpoca

YT06bl pPasMecTUTb KHOMKY MaKpoca Ha MaHenuM WHCTPYMeHToB (B naHenun 6bicTporo
40CTyna), HeobxoAMMO BbINONHUTL C/ieaytoLimMe AeUCTBUA.

B pedakmope Word 2003 (naHes1e UHCMpYMeHmos)

1. B meHto Cepsuc Bbibepute KomaHay Hactpoika. OTKpoeTca ogHOMMEHHOe
ANANOroBoe OKHO, B KOTOPOM cnegyeT nepentn Ha BKAaaKy KomaHapl.

2. B cnucke KaTteropum Bbibepute nyHKT Makpochi.

3. B cnucke KomaHgb! BbibepuTe cO34aHHbIN BAMWU MAKpOC 1 NepeTaLLmnTe ero Ha
naHenb MHCTPYMEHTOB. Ha naHenn noABUTCA HOBaA KHOMKA C TEKCTOM MO
HaMMeHOBaHMI0 MaKpoca. M3meHUTe TeKCT U/UAK NPUCBOMNTE KHOMKE KapTUHKY.

B pedakmope Word 2007 (nanesib 6bicmpo20o docmyna)

1. OTKpoliTe amManorosoe okHo MNapameTpbl Word 1 nepenante Ha BKIaAKY
HacTpolika.

2. B cnucke nons BbibpaTb KomaHAbl U3 BbibepuTe cTpoky Makpocbl. B naHenu nog,
nosieM NOsSIBUTCA CNMCOK AOCTYMNHbIX PeAaKTOPY MaKpOCOB.

3. BbibepuTe co3gaHHbIM BAMU MaKpOC M HaxXMUTe KHOMKy [lo6aBuTb. Makpoc
6yAeT CKonMpoBaH Ha NaHenb HBbICTPOro gocTyna.

Bbl MOKeTe Ha3HauYUTb 3TOMY MaKPOCy KaKyl-HWOyAb KapTUHKY. [nA 3Toro Bbibepute
CKOMUPOBAHHbIA BaMM MaKpPOC U HaKMUTe KHOMKy M3meHuTb. OTKpoeTca Auanorosoe
OKHO C KONINeKLMeln KapTUHOK. Bbibepute NoaxoasaLlyto BaM KapTUHKY M Ha*KMUTE KHOMKY
OK. Ecnm xotute, To, He 3aKpbIBasA 3TOro OKHa, B nosie OTobpaxkaemoe MMs BBeAUTE CBOE
Ha3BaHMWe ANA KHOMKW MaKpoca. 3aKpoiTe BCe OKHa M NpoBepbTe paboTocnocobHOCTb
MaKpoca.

Ha3HauyeHue MAaKpPOCy COUYE€TaHHUA K/IaBHUII

Mocne TOro Kak Bbl CO343anM MaKpOC, Bbl MOXETe Ha3HaYMTb eMy KHOMKY Ha naHenu
MHCTPYMEHTOB MAM B NaHenn b6bICTporo Aoctyna (cm. npeablaywmii pasagen), nvbo
Ha3HaYMTb MaKpOCy onpene/ieHHOe COYeTaHWe KNaBuLW, MO KOTOPOMY Makpoc byaet
BbI3bIBATbCA.

B pedakmope Word 2003

1. YT106bl HA3HAYMTb CO34aHHOMY MaKpPOCY CoYeTaHWe KnaBuL, B MeHto CepBuc
BblbepuTe KomaHay HacTpolika. OTKpoeTcs 04HOMMEHHOE AMAN0roBOE OKHO, B
KOTOPOM BaM c/iefyeT HaxKaTb KHOMKy KnaBuaTtypa. OTKpoeTca ANanoroBoe OKHO
HacTpolika kKnasmaTypbl.

2. B cnncke Kateropuu BbibepuTte cTpoKy Makpochl, a B npaBom cnncke Makpochl
HalanTe v BbIbepuTe Ball MaKpocC.
3. B none Hosoe coyeTaHue KnaBuL BBeAMTE Balle codeTaHUe Ana makpoca. Ecau

TaKoe CoYeTaHMe yXKe UCNO/b3yeTca KaKon-1Mbo KOMaHAO0M, TO HUKe nona TekyLme
coyeTaHuA Bbl yBUANUTE HAANUCL TEKyLLee Ha3HaYeHUe C yKa3aHNeM KOMaH/bl,
MCNONb3YIOLWEN AaHHOe coYeTaHMe KNaBull. B 3Tom ciyyae pekomeHayeTca
nogobpath Apyroe codeTaHue ANA BaLLEro Makpoca.
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4. B none CoxpaHUTb M3MEHEHMA B OCTaBbTe npeasaraemoe no yMoa4aHUo
3HayeHue (Normal.dot), 4Tobbl Bale coyeTaHMe KnaBuLl Bbl10 AOCTYNHO BO BCEX
AOKyMeHTax pegaktopa Word.

5. Haxkmute KHOMNKY HasHauunTb.

B pedakmope Word 2007

1. OtkponTe ananorosoe okHo MapameTpbl Word n nepenante Ha BKAagKy
HacTpolika.

2. BbibepuTe 13 cnncka nons BoibpaTb KOMaHAabl U3 CTPOKY Makpochl.

3. Hangwute u BbibepUTe Ball MaKpoc.

4, HaxmuTe KHonKy Hactpoiika Bo3nie Haanucu CoveTtaHune knasuil. OTKpoeTca
AnanoroBoe OKHO HacTpoiKa KnaBuatypbl.

5. MosTopwuTe wWaru 2-5, onucaHHble paHee ansa Bepcun peaaktopa Word 2003.

HPEAYHpe)KAeHl/IH CHUCTEMBI 6€30MaCHOCTH O 3arpyzxaemMmbIX

MaKpocax

3anyckas B pepaktope Word 2003 Kakoi-nMbo WwabsnoH € BKAOYEHHbIMU B HEro
MaKpoCamu, Bbl MOXKETE NOYy4YUTb COObLLEHNE CUCTEMbI HE30MACHOCTM peaaKkTopa O ToM,
YTO 3aMyCK MaKPOCOB OTK/IIOYEH UM MAKPOC HE HalZEeH.

Ona pepgaktopa Word 2007 oTKpoeTca Apyroe AnanoroBoe OKHO.

YT106bl pa3spewunTb 3anyck makpoca B pegaktope Word 2003, Heob6xoaAMMO OTKpPbITb
Ananorosoe okHo besonacHocTb (Cepeuc | Makpoc | BesonacHocTb) U ycTaHOBUTL bonee
HW3KWUIA ypoBeHb 6e3onacHocTn. B pepaktope Word 2007 [ocCTaTovyHO Bblb6paTh B
OTKPbITOM AMANOrOBOM OKHE MepeKkntoyaTenb BKAOUMTL 3TO coaepKUMOoe.

CoBeThl, CEKpeThl U XUTPOCTH peflakTopa Word B KHUTe aBTOpa:
"Word 2003/2007. HapoaHbie coBeTHI"

Kynutb kaury Ha OZON:
http://www.ozon.ru/context/detail/id/3719662/

ITPUMEPbI MAKPOCOB

HUmsa ¢paisia Ha aBTOMaTe

Cneaytowmini makpoc No3BonseT aBTomaTuyeckn (6e3 Bbi3oBa KomaHabl COXpaHUTb Kak
(Save as) M3 meHI0) coxpaHATb Ball AOKYMEHT C MMEHEM, Y)Ke BKIYaloWMm B cebs
TEKyWyl A[aty M cnoBom/ByKBOW, KOTOpOe Bbl MOMKeTe onpenenvuTb Mo CBOEMY
YCMOTPEHMUIO.

370 moXKeT I'IOHa,CI,06MTbCFI, Korga Bbl Cco3gaeTe OAHOTUMHbLIE OOKYMEHTbI nogd OAHUM U
TEM Xe UMEHEM, OTINHaAOLWMNECA APYr OT ApYyra NWb ﬂ,aTOl;'I COo34aHuUA.
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WUTakK, 3arpy3sute pegaktop Word u Bbibepute ns meHto Cepsuc (Tools) komaHay Makpoc
(Macro). U3 oTkpbiBweroca nogmeHio Bbibepute Pepaktop Visual Basic (Visual Basic
Editor) nnu HaxkmuTte coyeTaHue "ropaumx knasmw" Alt + F11.

Mepen Bamu OTKpoeTcs OKHO peaakTop Visual Basic ¢ nycTbiM npaBbiM OKHOM (3TO OKHO
MMEHYETCA OKHOM KoJa).

BcTaBbTe B 3TO OKHO CeAyoLWmin Koa,:

JlucmuHe 1. FileSaveAs

Public Sub FileSaveAs()
'Mmsa painna Ha aBTomaTe
'AsTop Allen Wyatt
(http://wordtips.vitalnews.com/Pages/T001693_An_Automatic_File_Name.html)
Dim MyDocTitle As String
MyDocTitle = Format(Date, yymmdd) + " letter"

Selection.HomeKey Unit:=wdStory
Selection.Find.ClearFormatting
With Selection.Find
.Text = "ApDear "
.Replacement.Text =
.Forward = True
.Wrap = wdFindContinue
.Format = False
.MatchCase = False
.MatchWholeWord = False
.MatchWildcards = False
.MatchSoundsLike = False
.MatchAllWordForms = False
End With
Selection.Find.Execute

If Selection.Find.Found Then
Selection.MoveRight Unit:=wdCharacter, Count:=1
Selection.EndKey Unit:=wdLline, Extend:=wdExtend
Selection.Moveleft Unit:=wdCharacter, Count:=2, Extend:=wdExtend
If Len(Selection.Text) > 1 Then
MyDocTitle = MyDocTitle + " to " + Selection.Text
End If
End If

With Dialogs(wdDialogFileSummaryinfo)
.Title = MyDocTitle
.Execute

End With
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Dialogs(wdDialogFileSaveAs).Show
End Sub
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Bmecto «letter» Bbl MmoXeTe HanucaTb CBOe Ha3BaHWe, bonee noaxoasallee NoO CMbICAY K
BalWeMY AOKYMEHTY, Hanpumep «OT4eT».

MpumeyaHune

‘ Amom makpoc pabomaem mosbKO 8 MOM Cay4Yae, ecsu 8bl co30au U

| coxpaHseme makum obpazom Hosbili OokymeHm. Ecau e 8bi pabomaeme ¢

| paHee c030aHHbIM 0OKYMEHMOM, UMeUW,UM Opy20€ HaUMEHOB8AHUE (CKaXeM,
| document.doc), mo 8 amom csayyae npu Haxamuu KHOMKU Makpoca 6ydem

‘ Ucrnoanb308amosca cmapoe UMa O0KyMeHma, a He npedsaazaemoe MAaKpOCOM.

Makpoc A/ pa6oThI C 3aKJIaJKaMHu

B 3ameuatenbHol KHure "Microsoft Word: KomdopTHas paboTta ¢ nomollbo Mmakpocos"
aBTOPbI OMMCbIBAIOT CO3aHMeE CreLmanbHbIX MaKpoCcoB A/1a paboTbl ¢ 3akfagKkamu. Koraa
HeobxoAMMO B MpoLEecce YTEHUA UM PeAaKTUPOBaHMA AOKYMEHTa OTMeTUTb AnA cebsn
KaKoW-TO ¢GparmeHT TeKCTa, Bbl HA*KMMAETe KHOMKY Ha MaHeNn WMHCTPYMEHTOB WU
Ha3HAYeHHOe COYeTaHWe KNaBULLI M B TEKCT BCTaBAAETCA 3aKNagKa. YTobbl BepHYTbCA
nosxe K aTomy GpparmMeHTy A0CTAaTOYHO HaXKaTb APYroe Co4eTaHWe KNaBULL.

B aToi 3ameTKe A onnuy aBTOMaTUYECKUI npouecc co3gaHnAa makpocos cBonmu ciosamm
C OI'IOpOl\;i Ha UCTOYHMUK.

e  BblaenuTe cNoBO UK Gpasy B TEKCTE, K KOTOPbIM Bbl XOTUTE NO3Ke BEPHYTHCA.

e B meHto Cepsuc (Tools) nepeitante Ha KomaHay Makpoc (Macro) n us
OTKPbIBLIErocs A0NOHUTENbHOIO CNMCKa BbibepuTe KomaHay Hayatb 3anuch (Record
New Macro). B noasuBlwemcs okHe B none wms (Macro name) BBegmTte MMs MaKpoca
(nyywe naTMHCKMMK BykBamm), Hanpumep, Marker. OcTanbHble Noia moxeTe
0CTaBUTb 6e3 M3meHeHuA. ToNbKO NpocneauTe, YTobbl B none Makpoc AoCTyneH ana
(Store macro in) 6bina BbibpaHa onuma Becex gokymeHToB Normal.dot.

e B rpynne HasHaunTb makpoc (Assign macro to) HaXKMuUTe KHOMKY C U306parkeHnem
KNaBMaTypbl, YTOObI HA3HAYUTb BalLeMY MaKpPOCy Onpeae/ieHHOe CoYeTaHne KaBuLl,
Nno KOTOPOMY OH ByAeT Bbi3bIBaTbCA.

e B okHe "HacTpolika kKnaBuaTtypbl" 3ag4aiMTe coueTaHMe KNaBULW 419 MaKpoca, NycTb
370 6yAeT Kak B KHure: ALT + A, U HaKmMuTe KHonky HasHaunTtb (Assign). 3akpoiite
OKHO.

e Ha aKpaHe NoABUTCA NaHe/bKa C YNPaBAAOWMMN KHONKaMKU 415 3anMCcu makpoca

(PncyHok 1):
Oc > X

im

PucyHok 1

e B meHto BcTaBKa (Insert) Bbibepute kKomaHay 3aknagka (Bookmark). OTkpoeTca
ANaNoroBoe OKHO.
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e B none Nmsa 3aknagku (Bookmark name) BBeguTe Kakoe-HMbyab noaxoasuiee
UMA ONA Balen 3aKNaaKu (MMA 3aKNagKM HE MOXKET cofepKaTb npobesbl nnu
HaunHaTbeA ¢ umdpsl). MycTb cHoBa byaeT - Marker.

e  HaxkmuTte KHonky Job6asutb (Add). OKHO 3aKpoeTcs.

e Ha naHenu c ynpaBaaoWwmMmMmM KHOMKaMM HaXXMUTE KHOMKY C KBaZApPaTUKOM, 4TOObI
OCTAaHOBWTb 3aMNCb MaKpoca.

e MaKpoc co3aaHMNA 3aKNa4KM CO34aH.

Tenepb CO343ANMM MAKpPOC, NMO3BONAIOLWMIA MIHOBEHHO NeperTh K 3aknaake. OCHOBHble
Warn Cco34aHUsA MaKpOCOB B aBTOMATMYECKOM PEXUME MPaKTUYECKM OAMHAKOBbIE,
NMo3TOMY NPW HEKOTOPOM MOBTOPEHMM OHU NIETKO BaM 3aNOMHATCA Ha byayuiee.

e B meHto Cepsuc (Tools) nepeiante Ha KomaHay Makpoc (Macro) n ns
OTKPbIBLLEroca A0MNO/HUTEIbHOTO CNUCKa BbibepuTe KomaHay HayaTb 3anuck (Record
New Macro). B nosiBuBLiemca okHe B nosie Mma (Macro name) BBeante MM Makpoca
(nyywe naTMHCKMMK BykBamm), Hanpumep, GoToMarker. OcTanbHble NONA MOXKeTe
0OCTaBUTb 6e3 M3meHeHuA. To/IbKo NpocneanTte, Ytobbl B Nosie Makpoc A4ocTyneH Ans
(Store macro in) 6bina BbibpaHa onuusa Becex gokymeHToB Normal.dot.

e B rpynne HasHauuTb makpoc (Assign macro to) Ha*KMmuTe KHOMKy ¢ 3obpaxkeHnem
KNaBMaTypbl, YTOObI HA3HAYMTb BaleMYy MaKpOCy onpeae/ieHHOe COYeTaHNe KNaBuLL,
Mo KOTOPOMY OH ByAeT Bbi3bIBaTbCA.

e B okHe "HacTpolika KnaBumaTypbl" 3a4aiiTe codeTaHne KNaBuLL 419 Makpoca, NycTb
3To byaeT Kak B KHure: ALT + Q, n HaxkKmuTe KHonKy HasHauuTb (Assign). 3akpoiite
OKHO.

e Ha 3KkpaHe nosBUTCA NaHeNbKa C YyNPaBAALLMMM KHOMKaMK ANA 3aMMcyM MaKpoca.
e B meHto BctaBka (Insert) BbibepuTe KomaHAy 3aknaaka (Bookmark). OTkpoeTcs
ANaNnoroBoe OKHO.

e B 6onbwom none noa nonem Mms 3aknaaku (Bookmark name) soibepute nmsa
Balliel 3aKNaJKMu.

e Haxkmute KHonky MNepeintn (Go To), a 3aTem KHonKy 3akpbIThb (Close).

e Ha naHenu c ynpasBAslowWMMmM KHOMKaMKN HaXKMUTE KHOMKY C KBaApPaTUKOM, YTObbI
OCTaHOBUTb 3aMMCb MaKpoca.

Takum ob6pa3om, Mbl CO34anvM fABa MaKpoca, no3sondawlwme 6bicTpo paboTatb C
3aKnagKamu: no coyeTaHuto Knasmw ALT + A Bbl co3gaeTe 3aKNagKy, a codyeTtaHmem ALT +
Q Bbl BbibMpaeTe u NnepemelLaeTech K Ballen 3aKNafKe B TEKCTE AOKYMEHTa.

Co3paiiTe CBOM CTWIb NOAYEePKHUBAHUSA

BonblWMHCTBO Mosb3oBaTenen TeKCToBoro pepaktopa Word, Korga Mm Heobxoammo
NoAYEPKHYTb YTO-TMOO B TEKCTE, UCMO/b3YIOT BCTPOEHHLIM B NaHenb GOpmMaTUpPOBaHUSA
WMHCTPYMEHT nog4yepkmBaHua Y. Bnarogaps 3TOMy MHCTPYMEHTY TEKCT noadepkuBaeTtca
CMJIOWHOM TOHKOW IMHUEN.

K coXaneHuto, UsmeHUTb TUn 3TOM INHWUK Ha ,a,pyroﬁ ™n, MCI'IOJ'Ib3Y€MbIl7I NO-yMO/14aHUIO
No KNINMKY Ha KHOMKe noa4vyepknBaHmA, B pegaktope He yaacTtca. Ho moXHO co3paTb CBOA
MWHN-MaKpPOC U 3aMEHNUTb UM CTaH,EI,apTHbIﬁ UHCTPYMEHT.
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B penaktope coaeprKuTca oKosio 16 pasHbIX IMHUI ans noavepknBaHuns. OHU AOCTYNHbI
no komaHze Wpudt (Font) us merHro dopmat (Format).

[nA co3paHna Makpoca NoAYEPKMBAHUA, HYXKHO BbINONHUTbL C/ieaytolme AeNCTBUA:

e  BblaennTe TEKCT AU CNIOBO, KOTOPOE Bbl XOTUTE NOAYEPKHYTh.

e 3anpgute B meHto Cepsuc (Tools) n Bbibepute kKomaHay Makpoc (Macro). U3
CNUCKa KomaHA, BblbepuTte HauaTb 3anuch (Record New Macro). OTKpoeTca OKHO, B
KOTOPOM HY}KHO BBECTM MMSA A8 Ballero makpoca (nyctb 6yaet UnderlLine) n
BbibepuTe cnocob, No KoTopomy Bbl byaeTe paboTaTb C MaKpocom (nNM60 No KHOMKe Ha
naHeNn MHCTPYMEHTOB, IN60 Yepes coyeTaHune Knasuil). COOTBETCTBEHHO HaXKMUTe
HYXHYIO KHOMKY (11M60 ¢ MoN0TOUYKOM, 60 € KNaBuaTypon).

e Ecnu Bblbpanu paboTy Makpoca C MOMOLLbIO KHOMKMK, TO NEPEeHecUTe U3 NpaBoro
OKHa Ha3BaHMe MaKpoca Ha NaHe/ib MHCTPYMEHTOB; ec/iv Bbibpanu KnasmnaTypy, To
BBeZIMTE Ballle COYeTaHMe Knasuil. 3atem Haxkmute OK.

e [losIBUTCA NaHe b C yNpaBAALWLMMM KHONKamM. MaKpoc HauMHaeT 3anmcbiBaThb
BaWM AeNCcTBUA. bybTe BHUMATE/IbHbI.

e 3aiigute B meHio Popmat (Format) n Bbibepute komaHay LLpudT (Font).
OTKpoeTcs 0 4HOMMEHHOE AMA/I0r0BOE OKHO.

e BbibepuTte n3 cnuncka B nose MoadepkusaHue (Underline Style) noaxoaawmii Tun
JIMHUW Nog4YepKMBaHuUA. KNMKHUTE NO HEMY, @ 3aTeM HaxKMUTe KHoMKy OK yTo6bl
3aKpbITb 3TO OKHO. Bal BblaeneHHbIM TeKCT ByaeT noa4yepKHYT BbIGpaHHbIM Bamu
CTUNEM NoAYEPKMBAHMA.

e  (OcTaHOBMWTE 3aNMCb MaKpOCa MO WENYKY Ha KHOMKe YNpaBAsaowWwen NnaHenun.

e Tenepb npoBepbTe paboTy MaKkpoca Ha KAKOM-HUBYAb APYrom C/OBE: BblAeNnUTe
€ro 1 HaXKMUTe KHOMKY Ballero co34aHHOro Makpoca (MAn HaxKmuTe Balle coYyeTaHue
KNaBWLL, KOTOPOE Bbl YCTAaHOBWU/IM NPU 3aNnCK MaKpoca). TekcT byaeT noa4epKHYT B
BalLEM CTUNE.

Bbl MmoKeTe nepeMecTuTb 3Ty KHOMKY NobnKe K cTaHAapTHOW ans yaobctea Bbibopa.

A Bbl 3HaeTe, 4YTO:

Bbl MOKeTe noAnucaTbcs Ha
eXXeHe/leJIbHYI0 MIOUYTOBYIO PACChLIKY
3aMeToK ¢ caiiTa Wordexpert.ru no

azpecy:
http://subscribe.ru/catalog/comp.soft.

others.mswordexpert
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