rMABA 1

OcHoBbI NporpaMmMmnpoBaHunS
B Microsoft Office

1.1. 3ayem nporpammunpoBaTtb
B Microsoft Office

OTBeT Ha 3TOT BOMPOC MPOCT: 4TOOBI HE AeJaTh JUIIHEeH padoTel. [Iporpammupo-
Banue B Office — 370, pexkae Bcero, yMEHbIICHHE KOJIHYECTBA MOBTOPSIOLIMXCS
neiicTBrii (M py4HOH pabOThI, KOTOpas I 3Toro TpedyeTcs). BoT mpumepbl Heko-
TOPBIX THUIHYHBIX CHTYaIlWid, KOT/Ia WCIOJIB30BAHHE MPOTPAMMHUPOBAHUS IPOCTO
HalpammBaeTcs:

O BaM C ONpEICIICHHON MEPUOANYHOCTBIO MIPUXOIUTCS M3TOTABIUBATH JOKYMEH-
ThI, OUCHb MOX0XKHE JPYT Ha JIpyra: MPHUKa3bl, PACIIOPSIKEHUS B OYXTaJITePHIO,
JIOTOBOPBI, OTYETHI U T. II. HacTo HH(OpMAIIHIO MOKHO B3ATh U3 0a3bl NAHHBIX,
TOTJa HCIOJb30BAaHUE MPOrPaMMHUPOBAHUS MOMKET JaTh OYCHb OOJIBIION
BBIMTPBIII BO BpeMEHU. MHOT/Ia JaHHbBIE MPUXOAMTCS BBOAMTH BPYUYHYIO, HO U
TOTJ]a aBTOMAaTH3AIMs JTaeT BBIMTPBIII BO BPEMEHH M B CHWIKCHHUU KOJHMYECTBA
OIINOOK;

O pa3HOBUAHOCTH TAKOH K€ CUTyallMH: OJHH U TE K€ JaHHbIC HY>KHO HCIIOIB30-
BaTh HECKOJIBKO pa3. Hampumep, BBl 3aKitogaeTe AOTOBOP C 3aKazuukoM. OnHu
U T€ XKe JaHHble (HAMMEHOBaHUE, a[{pec, PACUCTHBIN CUET, HOMEp JI0TOBOpA, J1a-
Ta 3aKIIOYEHUS, CyMMa | T. I.) MOTYT MOTPeOOBATHCS BO MHOTHX JOKYMEHTAX:
caMOM JOroBoOpe, cyere, cueTe-(akType, aKTeé CHAaYd BBINOJHEHHBIX paboT
1 T. 1. JlornuHo oxuH pa3 BBeCTH 3Ty HH(DOpMaIHio (CKopee Bcero, B 06a3y maH-
HBIX), a 3aTeM aBToMaTHyecku (opmupoBath (Hanpumep, B Word) Tpebyemble
JOKYMEHTBI;

O Korjga HY>XHO CACJIaTh Tak, YTOOBI BBOJWMBIC ITIOJIB30BATCIIEM JJaHHBIE aBTOMa
TUYCCKU NPOBEPATUCEH. BepOSITHOCTB OIIHOKH IIpyu py4YHOM BBOJAC JAHHBIX 3a:
BHUCHUT OT MHOTI'HX (baKTOpOB, HO, COIIACHO pe3yJibTaTaM HEKOTOPBIX HCCIICOO
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BaHMI, OHA B CpeIHEM COCTaBiseT okojio 2%. "BrutaBnuBath" MOTOM Takue
OIMMOKHU B Y€ BBEICHHBIX JaHHBIX — OYEHb TSDKEIBIH TPy, TIOITOMY JTydIle
cpa3y clenaTh TaK, YTOObl OHM HE BO3HHUKAJIH.

B oOmiem, mroboe AelcTBHE, KOTOPOE BaM MPUXOAUTCS TMOBTOPSATH HECKOJBKO
pa3, — 3TO BO3MOXKHBINA KaHIUIAT Ha aBTOMaTtH3anuio. Hanpumep, 3aHeceHue co-
TeH kKoHTakToB B Outlook, uiau 3aMeHa pecypca B JecaTKax MpoeKToB Project, wiu
aHanu3 uHpopManuu u3 6a3sl JaHHBIX 3a pa3HbIe epHoabl B Tabmune Excel — ato
TE CHUTyaIlMH, KOT/Ia 3HaHWe OOBEKTHBIX Mojeiel mpunoxkenuit Office cmacer Bac
OT HECKOJIbKMX YacOB WJIM JIa)Ke JHEW CKYUYHOIO TpyJa.

Koneuno, ecTp elie NpakTUKaHTHl U aHAJIOTHYHBIN OeCIUIaTHBIA TPYIOBOH pecypc,
HO XO4YeTCs JIM BaM MOTOM 3aHHMMAThCS elle U MOUCKOM omubok 3a HUMu? Kpome
TOr0, IPOrPaMMHUPOBAHHUE HECET U APYTUe MPEUMYIIECTBa JUIsl COTPYIHUKA, KOTO-
PBIi HCHIOJIB3YET ero B padore:

O mnoBHIIIACTCS ABTOPUTCET COTPYAHHKA B I'Ta3aX PyKOBOACTBA U APYTUX KOJUICT,

0 ecnu OporpaMmsbl 3TOTO COTPYAHUKA aKTUBHO HCIIOJIB3YIOTCSA Ha MPEINPHUITUN
(MM caMUM WU IpYTUMH pabOTHUKAMHM), TO 3TUM CaMbIM OH 3all[UIIAeT ce0s OT
COKpAaIllCeHUH, CHIKCHUS 3apIliaThl W T. I, BeAb MOJACPKUBATh M HU3MEHSITH
MPOTPaMMBI B CIydae HE0OXOIUMOCTH OyAeT HEKOMY.

1.2. Y10 Takoe a3blk VBA

ITockonbKy 3Ta KHUTA TMpeIHa3HAYCHA JJIs1 OOBIYHBIX MOJb30BaTeNCH, TO 6e3 00b-
SICHEHHS 3TOTO BOIpOca He 000iTHCh. DopManbHOE ONpe/elICHHE TaKoe.

VBA (Visual Basic for Applications) — 310 guanekr si3pika Visual Basic, pacmu-
PSIIOIINI €ro BO3MOXKHOCTH WM TPETHA3HAYCHHBIN Uil pabOoTHl ¢ HPHIOKECHHSIMHI
Microsoft Office u npyrumu npuinoxxeHussMu oT Microsoft u TpeTbux QupMm.

B npunmune, npu nporpammupoBannu B Office MOXHO BIOJHE OOOWTHCH M 0e3
s3pika VBA. Tlopoiimet mo60it COM-COBMECTUMBIHN SI3bIK, HAPUMEP: OOBIYHBIN
Visual Basic, VBScript, Java, JScript, C++, Delphi u T. 1. M0xHO HCIIOJIE30BaTh U
.NET-coBmectumsbie s3biku nporpammupoBanus: VB.NET, C# u T. . Bam OynyT
JIOCTYITHBI BCE BO3MOYKHOCTH OOBEKTHBIX Mozenel mpmiroxenuit Office. Hampu-
Mep, €CJIU COXPaHMUTh CICAYIONUI KoJ B (aiiie ¢ pacliupeHrueM vbs U 3aIyCTUTh
€ro Ha BBITIOJIHEHHE, TO Oyxaer 3amymeH Word, B KOTOPOM OTKpPOETCS HOBBIH J0-
KyMEHT 1 OyZeT BIle4aTaH TeKCT:

Dim oWord

Set oWord = CreateObject ("Word.Application")
oWord.Visible = true

oWord.Documents.Add

oWord.Selection.TypeText ("IpmeeT orT VBScript")
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Tem He menee, VBA — 3T0 00bIYHO camblil yIOOHBIHN SI3BIK Uil pabOTHI C MPUIIO-
xerusimu Office. ['maBHas mpudnHa mpocta — si36IKk VBA BCTpOEH B MPIITOKEHUS
Office, u ko Ha s3pike VBA MOXHO XpaHUTh BHYTPH JOKYMEHTOB IMPUIOKECHUIH
Office: B nokymenTax Word, kaurax Excel, mpe3enranusx PowerPoint u T. . Ko-
HEYHO K€, 3TOT KOJ] MOXHO 3aIlyCKaTh U3 JOKYMEHTOB Ha BBIIOJIHEHUE, TOCKOJIBKY
cpena BEITIONIHEHUS Kojma VBA (Ha mporpaMMECTCKOM CIICHT€ — XOCH) BCTPOCHA
BHYTPB 3THUX MPHIOKEHUH.

B nacrosiiee Bpems VBA BcTpoeH:

O Bo Bce rnaBHbie mnpuiokeHuss Microsoft Office — Word, Excel, Access,
PowerPoint, Outlook, FrontPage, InfoPath;

O B apyrue npuioxenus Microsoft, Takue kak Visio u Project;

O B Oonee 100 npwnoxkenuid Tpetbux ¢(upm, Hampumep, B CorelDRAW wu
CorelWordPerfect Office 2000, AutoCAD u T. .

Ho ects Tarxoke 1 MHOXXECTBO IPYTHX MPEUMYIIECTB.

O VBA — yHuBepcanbnblil s136IK. OCBOMB €r0, Bbl HE TOJBKO MOIYYUTE KIIIOY KO
BCEM BO3MOKHOCTSM mpmitoxkeHuit Office m npyrux, mepedncIeHHBIX paHee, HO
1 OyJIeTe TOTOBBI K TOMY, YTOOBI:

® CoO3/1aBaTh IOJIHOIIGHHBIC TMpHIIOKeHUsT Ha Visual Basic (mockoibKy 3TH
SI3BIKH — OJIN3KUE POACTBCHHUKH);

® UCIOJIb30BaTh BCE BO3MOXHOCTH s3bika VBScript (310 BOOOIIE "ypesaH-
Hei" VBA). B pesynbrare B Bamem pacnopsbkeHHH OyIyT YHHUBEpCaJbHbIC
CpencTBa IS CO3JaHMsl CKpUNTOB anMmuHHCTpupoBaHus Windows, Web-
crpanun (VBScript B Internet Explorer), Web-npunoxenuit ASP, s npu-
MeHeHus B maketax DTS u 3aganusax Ha SQL Server, a Takke A co3gaHus

cepBepHBIX ckpuntoB Exchange Server u MHOroe-mMHOrO€ Ipyroe.

O VBA wusHauansHO ObIJT OPUEHTUPOBAH Ha MOJb30BaTENeH, a He Ha Mpogeccro-
HAJNBHBIX MPOTPaMMUCTOB (XOTS MPO(GECCHOHAIBI MOJB3YITCS UM OYECHb aK-
THUBHO), TIO3TOMY CO3/IaBaTh MPOrpaMMBbl Ha HEM MOXHO ObICTpO u Jerko. Kpo-
Mme Toro, B Office BCTpoeHBI MOIIIHBIC CpeicTBa, 00JIeryariye paboTy MmoJb30-
BaTeNIs: MOJACKA3KU M0 O0BEKTaM U 110 CHHTAKCUCY, MAKpOPEKOpIep U T. II.

O Ilpu coznanuu npuioxeHnid Ha VBA Bam, ckopee Bcero, He MpuueTcs 3a00-
TUTBCS 00 yCTAaHOBKE M HACTPOMKE CHEIUAILHON Cpelbl MPOrpaMMHUPOBAHHUS U
HAIMYUHM HY)XHBIX OHOJMOTEK Ha KOMITBIOTEpe TMosb3oBarens — Microsoft
Office ecTh mpakTHYECKN HA JTFOOOM KOMITHIOTEPE.

O HecmoTps Ha TO, YTO YacTo MpriIokeHUs VBA BBITONHSIOTCS MEUIEHHEE, YeM
OBl BaM XOTEJIOCh, OHA HEPECYPCOEMKH M OYEHBb XOPOIIO paboTarT, HalpuMep,
Ha cepBepe TepMuHanoB. Ho, kak mpaBuio, mis nporpamMm Ha VBA 0co0bIX
TpeOOBaHMI HA TIPOU3BOAUTEIBHOCTh MU HE CTABAT: JUIsl HAITMCAHUS WP, Jpai-
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BEpOB, CEPBEPHBIX MPOIYKTOB OH HE UcMosb3yercd. [Io Moemy ombITy, BO3HU-
KaroIue mpoOIeMbl ¢ MPOU3BOAUTEIHLHOCTRI0 VBA-TIpHUiIoXKeHHH — 3TO darle
Bcero He npobaembl VBA, a npoGiieMbl 6a3 TaHHBIX, K KOTOPBIM OHHM oOpalia-
torcs. Ecnu mpo0iiemsr petictBuTensHO B VBA (00BIYHO TOT/IA, KOTZIA BaM Tpe-
Oyercs Ccllo’KHasi MaTeMaTHKa), TO BCET/Ia €CTh BO3MOXKHOCTh HAITMCATh BaYKHBIH
kox Ha C++ m oOpamarbcs K HeMy Kak K oObraHON OmOmmoreke DLL wmm
BcTpanBaeMomy npuioxenuto (Add-In) miust Word, Excel, Access u T. 1.

3 TIlporpammbl Ha VBA 1o yMoJlYaHUIO HE KOMIUIUPYIOTCSA, TO3TOMY BHOCUTD B
HUX HUCIIPABJICHUSA OYCHb YZ[O6HO. He HYXHO pPa3bICKUBAaTh MCXOJHBIC KOABI U
MEPEKOMIMINPOBATH IPOrPAMMBL.

B cpene mporpamMMHUCTOB-TIpO)E€CCHOHANIOB CUHTAETCA, YTO OBICTpee BCEro Ha-
YUUTBCS CO3aBaTh MPO(QECCHOHANBHBIC MPUIOKEHUSI MOXKHO UMEHHO TPH ITOMO-
mm VBA u o6wvekroB mpunoxeHuit Office. J[pyrue s3pIkM MporpaMMHUpPOBaHUS
(C++, Java, Delphi) mpuneTcs ocBauBaTh HAMHOTO JIOJIBIIE, a KX BO3MOKHOCTH BO
MHOTOM HU30BITOYHBI Uil OOJBITMHCTBA MOBCEJAHEBHBIX 3a/1a4, KOTOPHIE BCTpeya-
I0TCSl Ha JTF000M mpeanpusTiun. KpoMe Toro, MCroib30BaHue BO3MOXKHOCTEH 00B-
extoB Office (rpadmueckoro uaTEpdeEiica, CpeaCcTB pabOTH ¢ TEKCTOM, MaTeMaTH-
YecKUX (YHKIUH W T. I1.) TIO3BOJHUT PE3KO CHU3UTH TPYAOEMKOCTH MPH CO3TaHUH
IPUWIOKEHUM.

1.3. Makpopekopaep:
OGbICTpOE co3aaHMe MakpoCoB

B GoxpmmucTBO TIporpamm Microsoft Office (mckmrowast Access m FrontPage)
BCTPOCHO 3aMedaTeIbHOE CPEJICTBO, KOTOPOE MO3BOJHMT BaM CO3/1aBaTh IPOrpaM-
MBI, BOOOIIIC HUYErO HE 3HAs O MPOrpaMMHPOBAHHH. DTO CPEACTBO HA3BIBACTCS
MaKpOPEKOPACPOM.

Maxkpopexopoep, Kak IOHATHO U3 €T0 Ha3BaHUs, — 3TO CPEACTBO JJIsI 3alUCH MaK-
pocoB. Maxpoc — Bcero Julllb €lie OJHO Ha3BaHue st VBA-nporpammel, a Mak-
pPOpEKOpaEep — CPEACTBO IS €TO aBTOMATUYECKOTO CO31aHUA.

Mpunoxenusa Microsoft Office 2003 no ymonyaHuio HacCTPOEHbI Tak, YTO HE MO3BOJIs-
0T 3anyckaTb Makpochl. [103ToMy nepea TeMm, kak NpuUcTynaTh K CO34aHUI0 MaKpOCOB,
B MeHio CepBuc | Makpoc | BesonacHocTb nepecTtaBbTe nepeknoyatens YpoBeHb
6e3onacHocTy B nonoxeHve CpeaHsas unn Huskas, a noTom 3akponTe U CHoBa OT-
KponTe gaHHoe npunoxeHune. 1o notpebyeTca caenaTtb TOMLKO OAMH pa3 B Havane
paboThbl.

[punnun paboTel Makpopekopiepa OOJbIle BCEro MOXOXK Ha MPHHIUI paboThI
MarHuToQoHa: Mbl HR)KHMaeM Ha KHONKY — HauYMHAETCsl 3alHCh TeX NCHCTBUA,
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KOTOPBIE MBI BBHIMONTHSIEM. MBI HA)KUMaeM Ha BTOPYIO KHOIKY — 3aIlUCh OCTaHAB-
JUBAETCS, U MBI MOXKEM €€ TIPOUrparh (T. €. TOBTOPHO BBITIOIHHUTD Ty XK IOCIE0-
BaTEIHHOCTh JICHCTBUIA).

Koneuno, Makpopexopiiep MO3BOJSET HaNKCaTh TOJNBKO camble mpocThie VBA-
nporpamMmbl. OTHAKO W OH MOXKET MPUHECTH MHOTO TOJNB3bL. Harmpumep, MOKHO
"MOJIOXUTE" Ha TOpSYME KIIABUILNW T€ CJIOBA, CIIOBOCOYCTAHHS, BAPUAHTHI OPOPM-
JIEHUS W T. ., KOTOPBIE BaM 4YacTO MPUXOAHUTCSA BBOJAUTH (IOHKHOCTH, Ha3BaHUE
dbupmel, mpoaykt, @O aupekTopa ¥ OTBETCTBEHHOTO HUCITOJIHUTENS U T. 1.), STUM
BbI COKOHOMHUTE MHOTO BPEMCHHU.

Kak moka3sIBaeT OMbBIT, MOJABJSIONICEe OOJBIIMHCTBO OOBIYHBIX MOJIb30BATENCH U
HE I0JI03pPEBACT O CYIIECTBOBAHUM MaKpOpPEKOpIepa, HECMOTPS Ha TO, YTO €ro
MPUMEHEHHUE MO3BOJIHMIIO0 ObI CAKOHOMUTH UM MACCy BPEMEHH.

[epen co3nanreM Makpoca B MakpopeKopepe:

O HeoO0XO0AUMO OUeHb TIIATENBHO CIUTAHUPOBATH MAKPOC, XOPOIIO MPOAYMaB, YTO
BbI OyJieTe Jenath U B KakOW MOCIe0BaTeIbHOCTH. ECIH ecTh BO3MOXKHOCTH,
OIpeACIUTEC MOATOTOBUTCIILHBIC I[eﬁCTBPISI. HaHpHMep, €CJIM HYKHO BCTaBUTHb
TEKYIIYI0 JaTy B HAyalo JOKYMEHTa, MOXET OBbITh, MMEET CMBICI TEpPBOH
KOMaHJIOW MaKpoca cAelaTh mepexoa Ha Hadayio JokyMmeHTa (<Ctrl>+<Home>);

O mocMoTpHTEe, HET JM TOTOBOM KOMAaHIbl, KOTOPYIO MOXHO cCpa3y Ha3HAa4UTh
KJIaBHILIE WIM KHOMKE Ha MaHeld MHCTPYMEHTOB 0e3 co3maHus makpoca. Cre-
maTh 370 MoxHO Tpu momomnm MeHio Cepsuc| Hactpoiika. C Brimaaku
KomaHabl MOXHO IepeTalTh HYXHYK KOMaHIy Ha TpeOyeMylo IaHenb
yIpaBJICHUS, W, HAXKaB Ha 3TOH ke BKiaake kHonky KiaBmartypa, B okae Ha-
CTPOiiKa KJIABMATYPbI HA3HAUUTH [1s1 KOMaHbl HY>KHYI0 KOMOWHALMIO KIIABUILI;

O ecnu BBl coOMpaeTech MPU MOMOIIM MaKpoca MEHATH O(hOPMIICHHE TEKCTa, TO
MpaBWIbHEE BHAUYaAIE CO37aTh HOBBIA CTHIJIb C BallMM O(OPMIICHUEM, a TIOTOM
y’K€ MMPUMEHUTH ITOT CTUJIb K TEKCTY. B 3TOM citydae omnsTh-Taku MOKHO 000¥-
THCH 0€3 Makpoca, IMPOCTO Ha3HAYMB CTHIb KOMOWHaImu kiaBuil. [lemaercs
3TO MPU MOMOIIM TOTO K€ AUATOroBOr0 okHa HacTpoiika kiaBuaTypsbl, Kak U
B MIPEABIAYIIEM CITyYae.

Uro0sl co3maTh Makpoc B Makpopekopaepe (mis tex nporpamm Microsoft Office,
JUTSI KOTOPBIX 3TO CPENICTBO MpeaycMoTpeHo, HanpuMmep, Word, Excel, PowerPoint,
Project):

1. B menro CepBuc | Makpoc BeiOepute koManay Hauvats 3amuch. B oTKphIB-
memcsi okHe 3anuck Makpoca (puc. 1.1) Bam motpedyeTcs onpeneinThb:

o Hmsa makpoca. [IpaBuio Takoe: UMs He JOJKHO HAUYMHATHCS C IUQPHI, HE
IOJDKHO COJIEP’KaTh MPOOeTsl W CHMBOJBI IYHKTyalnd. MaKcHMallbHas
ninnHa B Excel — 64 cumBoia, B Word — 80 cuMB0o10B. MOXKHO ITHCaTh I10-
pyccKu;
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e OyIer mu Makpoc Ha3HaueH KHOIKE Ha MaHeNW yHpaBiIeHHS Wi KOMOWHa-
LMY KJIABUII. BBIIOIHUTE 3T0, a TaKXkKe 3a1aTh IPYTUe CPEICTBA IS BBI30BA
MaKpoca MOXKHO M TIOTOM — 00 3TOM OyZeT paccKa3aHo B CIEIYIOLIEM pas-
Jiene;

e T1c coxpaHuTh Makpoc. B Word B Bamem pacnopsbkeHHM TeKyIiuil aiin
u 1abJoH I BCEX BHOBb CO3/1aBacMbIX IOKyMeHTOB — Normal.dot, B
Excel — Ttekymas KHHTa, BO3MOXHOCTh CO3[aTh MaKpOC OZHOBPEMEHHO C
CO37JaHMEM HOBOW KHHTM W JudHas KHura makpocoB PERSONAL.XLS
(MakpoCBI U3 3TOW CKPBITON KHUTH OyIyT JOCTYIHBI BO Bcex KHurax). Iloa-
poOHee Ipo TO, TAE MOXKET XPAHUTHCS IIPOTPAMMHBIN KOJI, Mbl IOTOBOPUM B
paso. 2.2;

e Omnucanue. B 370 nose sydiine BBECTH HHPOPMAIHIO O TOM, IS KAKHX Iie-
JIel co3IaeTcs 3TOT MAKpPOC — 3TO MOJAPOK HE TOJNBKO JJISl APYTHX MOJIb30-
BaTeneH, HO U s ce0sl (Yepe3 HECKOIBKO MECSIICB).

3anuck MaKpoca I

MMA Makpoca:
|Mar<|:u0u:25|

HazHa"1Te makpoc

g ?'\ NaHEenK @ | ¥ NABHLLAM
[==]

Makpoc A0CTYMEH ANA:

IBcex AnkyMeHTOE (Mormal,dot) j

OMHCaHHE:
Makpoc zankcad 04, 10,2005 R

K I OTHMEHA

Puc. 1.1. [lnanorosoe okHO 3anucb Makpoca

2. Iocne naxxatus kHonku OK niy Ha3HaueHUs] KHONKHU WM KJIaBUATYypHOU KOM-
OMHAIMK HAYHETCs 3alMCh Makpoca. YKaszaTeslb MBIIIM IPU 3TOM HNPUMET BUA
MarHUTOQOHHON KacceThl W MOSBUTCS MajeHbKas maHeslb OCTaHOBUTH 3a-
nmuck. Ha Heil Bcero nee kHonku — OctaHoBuTH 3anuch U Ilay3a. Eciu BeI
CIIy4alHO 3aKpbUIM 3Ty MaHEIb, OCTAHOBUTH 3allHUCh MOKHO yepe3 MeHio Cep-
BHUC | Makpoc | OCTaHOBHTD 3aIHCh.

3. Cawmplif mpocTol cnoco0 3amyCcTUTh Makpoc, KOTOPOMY HE Ha3HaueHa KHOIIKA
WM KJIaBUaTypHas KomOmHanws, — B MeHI0O CepBuc BEIOpaTs Makpoc | Mak-
pochI (WK HakaTh KOMOMHALWIO KinaBuil <Alt>+<F8>), B oTKphIBIIEMCS OKHE
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Maxkpoc (cm. puc. 1.2) B criicke BBIOpaTh HYXKHBI Makpoc M HaXaTh KHOIIKY
Bbinmosnutb. M3 3T0r0 %€ OKHa MOXHO IIPOCMATPHUBATh U PEAAKTUPOBATH MaK-
POCBHI, YAANATH WU TIepeMeliaTh UX | T. II.

Ecmm MakpocoB co3gaHO MHOTO, TO MOJYYUTh CHHCOK BCEX HAa3HAYCHHWU KIIABHII
(BKITIOUAsT HA3HAYCHMS IS BCTPOCHHBIX MakpocoB Word) MOYKHO TIPH ITOMOIITH
MeHto CepBuc | Makpoc | Makpocsl, 3aTeM B okHe Makpoc B criucke Makpochl
u3 BeiOpaTs Komana Word, a B ciucke Mmst BeiOpath Makpoc ListCommands u
Ha)kaTh KHONIKY BbpIMoJHUTH. B 0TBeT Ha mpuriameHne HyXHO BbIOpaTh Teky-
I[He HACTPOIKHM MeHI0 M KJaaBuII (MHAue OyIeT BBIBEIEH NOJHBIH CIHMCOK
komana Word Ha 26 ctpanun). B Bam nokymeHT OyneT BcTaBiieHa Tabiuua c Te-
KYIIMMHY Ha3HAYEHUSMH KJIABHII, KOTOPYIO MOKHO pacIedaTaTh.

Ecnu Yy BacC YK€ €CTh 3HAYUTCIIbHOC KOJINUYCCTBO CO3JaHHBIX IMPU MOMOIIH MAaKpO-
peKopAcpa MaKpOCOB, TO MOCJIC OCBOCHUA A3bIKa VBA umeer cmbica noaymaTb
Haa HUMH H, MOXCT 6BITB, BHCCTH U3MCHCHUA. an_Ie BCCro CTOUT O6paTI/ITI> BHU-
MaHUC Ha CICAYIOIIUE MOMCHTHI:

O ecnu B BameM MaKpOCe MOBTOPSIFOTCS KaKhe-THOO0 EeHCTBHSI, BOZMOKHO CTOHUT
OpraHU30BaTh ITUKIT;

O MoxeT OBITh, €CTh CMBICII B XO/I€ BBIIIOJHEHUS! YTOUYHUTh YTO-THOO0 y MOJIb30Ba-
Tenst (MIpY TIOMOIIM BCTPOeHHON (yHKIMH VBA InputBox () WIH 3JI€MEHTOB
YIpaBICHHUS);

O dro0bI B X0/I¢ BBIIIOJHEHUS MaKpoca HEe BO3HUKAIO OIIMOOK, MOXKHO Pean30-
BaTh B HEM MIPOBEPKY TEKYIIUX YCIOBH.

Kak Bce aTo CcaeiaTsb, 6yIL€T pacCka3aHoO B CIICAYIONIUX IJIlaBaXx.

1 eme oMH O4YeHb Ba)KHBI MOMEHT, CBSI3aHHBIM ¢ MakpopekopaepoM. ITomumo
TOTO, YTO OH IO3BOJISIET CO3/1aBaTh MPOCTEHBKUE MPOTrPaMMBbI, IPUTOAHbBIC AJIS ca-
MOCTOSTEITFHOTO HCIIOIL30BaHUs 03 BCAKHX AOPa0d0TOK, MaKpopeKopaep — 3TO
eIle U Balll pa3BeAuuK B MUpe 00BEKTHBIX Mojnenel nmpuitoxenuii Office. OnbiT-
HBIC pa3pabOTUYMKU YACTO MOJB3YIOTCS MM JJIsl TOTO, YTOOBI TIOHATh, KaKUEe 00BEK-
THI U3 OTPOMHBIX OOBEKTHBIX Mojelneil npuioxkenuit Office MOXXKHO HCIIONB30BATh
JUUTS. BBITIOJTHEHUS TE€X WUITH WHBIX JSHCTBHUM.

[IpuBeny mpumep: BaM HYKHO aBTOMAaTH3MpOBATh co3daHue amarpamMm B Excel.
ITockonpKy B pycckoi Bepcuu Excel mist co3maHust guarpaMMbl BPYIHYIO BBI HIC-
nmoJyib3yere komanay BeraBka | Jlmarpamma, To, ckopee Bcero, B cripaBke 1o VBA
BBl HAYHETE B MEPBYIO OUEPEllb UCKATh OOBEKT Diagram. M BBI €ro HalijeTe U, BO3-
MO>KHO, MIOTPATUTE ONPEACIICHHOE BpeMs Ha €ro M3y4YeHHe, MIPEXKIE YeM MmoruMeTe,
410 3TO He Ta quarpamma!l OOBEKT Diagram MPEACTABISIET TO, YTO B PYCCKOH Bep-
cun Excel HazpiBaetcs "CxemaTnueckas quarpamMma’ (IOCTyITHA U3 TOTO K€ MEHIO
BcraBka), a oObIyHas fuarpaMmma — 3T0 OOBEKT Chart. A BOT €CJH ObI BBI ITyCTH-
T BIIEpe] pa3Bedqunka (T. €. co3Jayi OBl AuarpaMMmy C 3allUChI0 B MakpopeKop/e-
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pe ¥ mocMoTpenH Obl CO3aHHBIN KOJ), OH OBl cpa3y yKa3al HaM HY>KHOE Halpas-
JICHUE IBHYKCHUSL.

1.4. YeTblpe cnocoba 3anycka makpoca

[penmnonoxxum, 9T0 MakpoC yKe Co3JaH (B MakpopeKopaepe, Kak BbI yXKe yMeere,
WIN CpeiCTBaMH penakropa Visual Basic, KOTOpPbI BaM NPEeICTOUT OCBOUTH), U BB
XOTHUTE WU BBIIOJIHUTH €0 OJUH Pa3, WIN HACTPOUTH BO3MOXKHOCTh BBI3BIBATH €TO
MOCTOSIHHO. B Halmem pacrnopsikeHHH — MHOKECTBO pa3HbIX CIIOCO0OB.

CaMblif TIpOCTOH, HO W caMblii HEYJOOHBIH CIIOCOO — BOCIIONB30BATHECA OKHOM
Maxkpoc, KoTopoe MOXHO OTKpPBITH IpHu nomoInu MeHio CepBuc | Makpoc | Mak-
pocsl (puc. 1.2).

Makpoc ﬂ E I

HmA:

e | BeINoAHKTE I
InputSign -

Insert1LClick —I

Insert1RClick, i OTnajka |
InsertZLClick

InsertAssignment HZMEHHTE |
InsertButkaon

InsertChapterHeader

InsertCheckBox Co03a3TE |
InserbZommand
InsertCamment

InsertDropDawnList
InsertEllipsis LI

Makpockd Mz [AKTHEHER: WSEN0HOE vI OTMEHA |

COMCaAHHE:
Marpoc zanycad 14.07,.2004 R

¥aanuTe

QpraHKzaTop. ..

Puc. 1.2. inanorosoe okHo Makpocbl

W3 storo okna ¢ IIOMOIIIBIO KHOITIOK MOKHO:
O BpINOJHHUTHL — 3aIlyCTUTh MAKPOC Ha BBINIOJIHCHHUC,

O Otiaagka — OTKPBITH MAKpOC B pemaktope Visual Basic n HauaTh ero mormaro-
BOC BBITIOJTHCHIE;

O H3MeHHTH — IIPOCTO OTKPHITH Makpoc B peaakTope Visual Basic;

O Co3naTh — HE0OXOIUMO OYAET BBECTH UMsI CO31aBAEMOT0 MaKpoca U B peIak-
tope Visual Basic OyzeT aBToMaTHYeCKH co37aHa MPoIeIypa ¢ OMPeaeICHHBIM
BaM1 UMCHEM,
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O Yaaauts;
O OpranuzaTop — MOMEHSATH ONMCaHVE U HA3HAYEHHOE COYSTaHNEe KIIABHIIL

Kakmprit pa3 OTKpBIBATh 3TO OKHO, HAXOIUTh HYKHBIH MakpocC (a UX MOXET OBITh,
HamnpuMep, HECKOJIBKO JECITKOB) M HAKMMaTh Ha KHONKY BBIMOJIHMTHL — HE ca-
MBIl OBICTPBIN BapwaHT. Bpsia In OH OYCHb MOHPABHUTCS BAIUM TOJIH30BATEISAM,
Jla ¥ BaM camuM pabotarh Oyzaer HeynoOHo. [losToMy B BaiieM pacmopsDKEHUH
HECKOIILKO OoJiee yTOOHBIX BApUAHTOB.

Ecnu BBI mONB3yeTeCh MaKpOCOM MOCTOSTHHO, TO MOKHO HCIOJIB30BaTh CaMblil ObI-
CTpBIH cIoco0 ero BhI30Ba — KJIaBHATYpHYI0 KoMOuHauuio. Hampumep, ceituac,
KOTJa 5 MUY 3Ty KHHTY, sl "MOJIOKWI" Ha KIaBUATYpHbIE KOMOMHAILIUH MTPOCTHIC
MaKpOChl, KOTOpPBIE BBOST HYXKHBIH MHE TeKCT. Eciu MmHe HyxHO HaOpatp "Visual
Basic", g naxxumaro <Alt>+<V>, ecau Microsoft Office — <Alt>+<M>. Ha xia-
BUIIHN (IIpaBaa, yke 6e3 MaKpoCOB) Y MEHS Pa3JIoKEeHBI M BCE CTUJIM — 3aroJjIOBKH,
MapKUPOBaHHBIE CIIUCKU U T. 1. O4eHb yJ00HO!

Ha mpaktuke kiaBHaTypHBIM KOMOWHAIIMSM €CTh CMBICH Ha3HAYaTh TOJIBKO TE
MaKpOChI, KOTOPBIE MCHOJB3YIOTCS KaXKABIH NeHb, HAPUMeEP, BBOJ WH(OpMAITUU
00 OTBETCTBEHHOM HCIIOJIHUTENE, O PYKOBOAMTENE, KOTOPOMY MOWIET JOKYMEHT
Ha TIOJMKChH, O TOJHOM Ha3BaHHUM Balleil OpraHu3anuu u T. 1. [1aBHOE — YTOOBI
BBl MCIIONB30BaJI UX IOCTOSIHHO, MHa4Ye BBl MPOCTO 3a0yJleTe, KaKkoe coueTaHhe
KJIaBUIII 32 YTO OTBEYAET.

Hasnaunts coueTanne KIaBUII MAaKPOCYy MOKHO OYEHB MTPOCTO.

B Word 370 BBITISAMT Tak: ¢ nomouipio MeHio CepBuc | HacTpoiika oTkpbiBaeM
OIHOMMEHHOE OKHO M MepexoJuM Ha Bkianky Komanabl. 3areM HaxuMaeMm Ha
kHonky KimaBuarypa: otkpoercs okHo HacTpoiika kiaaBuarypsl (puc. 1.3).

B crnucke Karteropum HyxxHO BbIOpath Makpocsl, B criiicke Komanabl — cos-
JIAaHHBIM BaMU MaKpoC, YCTAaHOBHUTH yKa3aTelb BBojAa B mnoje HoBoe coueranue
KJIABHIII U HaXaTh TpeOyeMoe coueTanue kiaBuil. [IoMUMO OOBIYHBIX COYETaHUI
tina <Alt>+<1>, <Alt>+<M> u T. II., MO)KHO HCIIOJIL30BaTh M 0O0Jiee CIIOJKHEBIE.
Hampumep, BB BCTaBiIseTe TPy IIOMOIIM MaKpOCOB JIBa BapHaHTa Ha3BaHUS BaIlICH
OpraHU3allUU; MOJIHOE W KpaTKoe. ITUM MaKpocaM MOXHO Ha3HAYUThH KIIABUATYp-
Hble KoMOMHauu Buga <Alt>+<N> <F> u <Alt>+<N>, <S>, DT0 3HAYHUT, YTO
€CJIM BBl BHAYaje Ha)XKMETe BMECTe KaaBUIIH <Alt>+<N>, a 3atem <F>, T0 cooT-
BETCTBYIOIIUH Makpoc OyJleT BHIMONHEH. BBOIUTH Takoe coueTaHue KIaBHII B IO~
ne HoBoe coyeTranue KJIaBHII HYXHO TOYHO Tak e, Kak BBl OyaeTe €ro mpw-
MCHSITb.

Ilocne Toro kak Hy’)KHOE codeTaHHE KIAaBHII OyIET BBEIEHO, HAXMHTE KHOIKY
Ha3znauntb, a moTOM 3aKpBITh.
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HacTpoika KnaevaTypel E I

YEQWHTE KOMaHLy

KaTeroprm: Marpack:

LUprchTeI

BETOTEKCT
CTHAH
CHMEO MR i

YEAMHTE COMETAHHE KNAEHLL

ProjectServer2003
CueryTable LI

IEK'}."LIJ,ME COYETEHHA: HoBog coveTaHKe KNagHLL:
alt+P =] [a+Lpl

-

TeKYWEE HazHAYEHHE! Mormal.Mewacros. Listing

COZPAHMTE MEMEHEHHA B! INormaI.dot vI

CINKMCaHHE

HazHaYHTE I Y oAnHTE CBpoc... SAKpEITE

Puc. 1.3. OkHO HacTpOMKM KnaBnaTypHbIX KOMOUHaLMI

Cnepute 3a Hagnucbio TeKyliee Ha3Ha4yeHWe B 3TOM AMarioroBOM OKHe. BronHe
BO3MOXHO, YTO BblI6paHHOMY Bamy COYETaHMWIO KNaBULL Y)Xe Ha3HayYeH ApYron mak-
poC WnK BCTPOeHHasi komManaa. Ecnu Bbl npourHopupyeTte 3To COOOLLeHMe, TO Bbl
rnepeHasHauuTe 3Ty kKoOMBMHaUMo Balwemy makpocy. Ho ecnu nonb3oBaTenb NpuBbIK
ncnonb3oBaTb 3TK knaesuwm ans apyrux uenen (<Ctrl>+<S>, <Ctrl>+<N>u 1. n.), oH
MOXeT ObITb OYEHb HEJOBOEH.

B Excel xHonku KnaBuatypa B okHe Hactpoiika (merro CepBuc | Hactpoiika)
Bbl HE Halnere. 3/echb NPUAETCS Ha3HayaTh KJIaBUATypHblE KOMOWMHAIMM IIO-
npyromy: B MeH0 CepBuC BbIOpaTh Makpoc | Makpochl, BEIOpaTh B CITHCKE
HYXHBIH Makpoc ¥ HaxaTb KHONKy Ilapametrpbl. OTkpoetcst okHo IlapaMeTpsbl
Makpoca (puc. 1.4), B KOTOPOM BBl CMOXETE BHIOpaTh HYXHYIO KJIABHATypHYIO
KOMOHMHALMIO (TOJNBKO B coueTaHuu ¢ kiuaBumeil <Ctrl>) u BBeCcTH onmucaHue Mak-
poca. BooOmie rosopsi, m000e coueTaHue KIaBUII MOKHO Ha3HAYUTh MaKpoCy U B
Excel, HO mpocThIMH crIOCOOaMH 3TOTO CleNaTh HEJb3s — MPUIECTCSA IMHUCATh MpPo-
TPaMMHBIN KOJI, B KOTOPOM OYIyT IIepeXBaThIBATHCS COOBITHS MPHUIIOKCHUSI.

Kak mb1 YK€ TOBOpHJIU, KIIaBUATYPHBIC KOM6I/IH3.I_II/II/I €CTb CMBICJI Ha3Ha4aTb TOJIb-
KO TEM MaKpocCaM, KOTOPBIMHU BEI ITOJIB3YETECH Ka)KﬂBIﬁ JCHb. A dT10 JAcaTh C I10-
JICBHBIMH MaKpOCaMH, KOTOPbI€ aKTUBHO HCIIOJIB3YIOTCA, K IIPUMEPY, B OTYCTHBIN
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MEPUO/I, a TIOTOM OIISTH KIYT CBOEro 4aca menslid mecsn? llogasnsromiee 00ib-
MIMHCTBO TMOJB30BaTENCH 3a 3TOT Mecsl 3a0bIBaeT BCe Ha3HAUCHHBIC KIIABHIIN H
TepsieT Te OYMaKKW, HA KOTOPBIX BBl UM 3alMCATN 3TH KIAaBHATypHbIE KOMOMHA-
mud. Jla m cam paspabotuuk (y MEHS 3TO CIy4aeTCs PETyJISIPHO) BIIOJHE MOXKET
3a0BITh, YTO UMEHHO HYKHO HaXHMAaTh JJIs 3aIlycka CTaporo Makpoca.

MapaMeTpbl HAKpoCa E3 I

MA Makpoca
PERSOMAL, £LS!Prociew

CONETAHHE ENAEHLW:

<

Jarpyska v3 fassl|

CNMCaHHE:

Ok OTHERS

Puc. 1.4. [lnanorosoe okHo MapameTpbl Makpoca

Jlyummii BBIXOH B TakOW CHTyallMd — Ha3HAYUTh MAKpPOC IYHKTY MEHIO HIIH
KHOIIKE Ha NaHenu ynpasieHus. Iloxanyii, Ha3HaueHHe IYHKTY MEHIO Jaxke JIyd-
11e — OoJbIIIe BO3MOXKHOCTEH YIOPSIIOUYNUTh MaKpOCH M UCIOJIB30BaTh MOHITHHIE
Ha3BaHMs. OHAKO HAXXMMaTh KHOTKH Ha MAaHEJ HHCTPYMEHTOB ObICTpee, TaK 4To
BeIOHMpaiiTe camu, 4To BaM Oonbiue HpaBurcs. Co3naHue U HACTPOMKa HOBOM MaHe-
71 MHCTPYMEHTOB JJIs1 BBI30Ba MakpocoB B Word MOXeT BBIITISIIETh TaK:

1. B mento CepBuc BriOepute HacTpoiika u nepefiaure Ha Bkiaaky Ilanenn un-
CTPYMEHTOB.

2. Haxwmure kHonky Co3garh, BBeAWTE Ha3BaHHE MaHenw (HampuMmep,
Mou_Makpochl) U BRIOEPHTE TOT JOKYMEHT, B KOTOPOM OHAa OyAeT co3aaHa.
Ecnu BbI BeIOepeTe Normal.dot, To maHens OyAeT AOCTyIHA JJisl BCeX JOKyMEH-
ToB Word Ha 3TOM KoMIbrOTEpe (4To Yaiie Bcero U Heodxoaumo). pyroii Ba-
PHAHT — CO3J1aTh MaHelb WHCTPYMEHTOB B TOM JokyMmeHTe Word, KOTOpbIil y
Bac OTKPHIT. B 3TOM ciiyyae nmanens OyAeT MOoCTyIHa TOJIBKO U3 3TOro (aiina.

3. Ilocne Toro kak Bel HaxkMeTe KHomkn OK u 3akpseITh, OyneT co3maHa HOBas
mycTas TMaHedh (KoTopas OyIeT HaxXOIWUThCA THe-HUOYIb TPSIMO TIOBEPX
JokyMeHTa). YToObl ObLTO YIOOHEH, MepeTaliuTe e¢ K CTaHAapPTHBIM aHeIsIM
WHCTPYMEHTOB, & TIOTOM BHOBBH BOCIIOJIB3YHTECh KOMAaHIOW TJIABHOTO MEHIO
Cepsuc | Hactpoiika. B okae Hactpoiika nepeiinure Ha Briaaky Komanabl,
B crucke Kareropuu Brioepute Makpochl U MPOCTO MEPETAIIUTE HA MaHEb
WHCTPYMEHTOB HYKHBIE Makpockl u3 criucka Komanawl. Eciu Ha manens WHCT-
PYMEHTOB HY>KHO ITOMECTUTh HE OJIMH, 2 HECKOJIBKO MaKpOCOB, TO, BO3MOXKHO,
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ynoOHee OyZeT HakaTb KHONKY YHOPSIIOYHTH KOMAHABI U BOCIIOJIB30BaTh-
Csl OYCHb YIOOHBIM [HAJIOTOBHIM OKHOM M3MeHeHHe MOPSAKA KOMAH/
(puc. 1.5).

W3mMeHeHre NopAgKa KOMaHA E I

BblﬁEpHTE MEHHY HIH NSHENE MHCTPYMEHTOE 404 HSMEHEHHA NOPAAKS KOMSHA:

EHmHz

" Crpoka mexra: IEDaFm j

%' Manens HMHCTPYMEHTOE! IMaKpDEbI j
SUNEMEHTEL

Normal.NewMacrns.PrnjectServ%;I foBaEnTE. . |

Mormnal MewMacros, Aocess Y AaMHTE |

Eeepx |

|

MEMEHHTE: EblAENEHHLM 0bBekT 'i
iy

[
Cpoc, .. | 3aKpLITE |

Puc. 1.5. [lnanoroeoe okHo U3MeHeHMe nopsigka KOMaHA

Msr 1o6aBUIM HYKHBIE KHOTIKH Ha MTAHEIH HHCTPYMEHTOB, HO ITOKa OHH BBITJISISAT
He o4eHb uMHTepecHO (Hanmpumep, Normal.NewMacros.QueryTable). Bpsa mu
Takoe Ha3BaHUE YTO-TO CKaKeT Mojib3oBaTento. [loaromy cienyroiee neiictBue —
HacTpoiika KHOmOK. [[yist aToro mpu otkpeiToM okHe Hactpoiika (310 ycioBue
00s13aTENBHO!) MPOCTO MIETKHUTE MPABON KHOITKOW MBITIH 110 KHOIKE TTAHEH WH-
CTPYMEHTOB, KOTOPYIO Hag0 HAcTpouTb. OTKpOETCs CHelualbHOe KOHTEKCTHOE
MeHto (puc. 1.6).

C IIOMOIIIBIO 3TOI'0 MCHIO MOKHO:

O YaaauTh — yJaauTh KHOIKY (TaKkKe MOXHO IIPOCTO MEPETAIUTh €€ 00paTHO ¢
naHeny Ha okHO HacTtpoiika);

O Hms — BBEeCTH UMS, T. €. HAJMHUCh HAa KHOIKE WJIM MyHKTE MeH0. J[Jg MeHto
WCTIOJH30BaHKUE HAIUCH YI00HO, [T KHOTIKY Ha TaHeTH WHCTPYMEHTOB — He
OYeHb, MIOCKOJIBKY 3TO 3aHUMAaET MHOTO MECTa;

O KOHHPOBaTb 3HAY0K HA KHONKe ¥ BcTaBHTH 3HAYOK JJIA KHOIKH — BOC-
MMOJIb30BATHCA MOHPABUBIIMMCS BaM 3HAYKOM C ,upyroﬁ KHOIIKH,
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Mormal, MewtMacros, Query Table |
gl - @
EE E - E - ¥aanuTe
Mima:  Mormal.MewMacros, Query Tabl
w1 12
L L U KONHPOBATE 3HA40K Ha KHOMKE
-
BOCCTAHOBMTE SHAUOK Ha KHOMKE
KI3MEHHTE SHAY0K HA KHOMKE. .,
BEIBPaTE 3HA40K ANA KHOMKH 3
QCHOEHOA CTHNE
Tonekn TEKCT (Brerga)
Toabko TEKCT (B MEHHD)
JHEH0K H TekCT
HaqaTte cpynny
HasHa4MTE rMNEpCCHINKy 2
Puc. 1.6. KOHTEKCTHOE MEHI0 Ansi HACTPOMKM KHOMKN Ha NaHenu MHCTPYMEHTOB
O H3MeHHUTh 3HAYOK HA KHOIIKE — OTKPOCTCA CKpOMHBIﬁ peaaKTop, B KOTOpOM

o

BbI CMOXKXETC CaMH HapHuCOBATb Hy)KHLIﬁ 3Ha4YO0K;

Bri6paTh 3Ha40K 1J1s1 KHOIKH — BBIOpaTh OJUH U3 42 CTaHJApTHHIX 3HAYKOB.
Ha camom gene tonpko B Word 3HAa4KOB, KOTOPBIE MOXKHO HCIOJB30BaTh, He-
CKOJIBKO THICSIY;

OCHOBHOW CTHJIb — TI0JI 3TOW HAAIMUCBHIO CKPBIBAETCS TO, YTO HAM OOBIYHO H
HY>KHO: YTOOBI KHOIIKa OblIa TPEICTaBlieHAa TOJBKO PHCYHKOM, 0€30 BCSIKHUX
HaIMUCEH;

Toabko TekcT (Bceraa), Tonbko TekeT (B MeHI0), 3HAYOK M TEKCT — OIpeie-
JISIIOT, YTO MMEHHO M3 Habopa HAAMKUCH/PUCYHOK OYyIIET MOKa3aHO Ha KHOIIKE.
EctecTBenHo, HanboIiee 9acTo UCHOIB3yeMblil BapuaHT — (OCHOBHOW CTHJIb;

HauyaTth rpynmy — cjieBa OT KHOTIKH ITOSIBUTCSI BEPTUKAJIbHAS YepTa (pa3aenu-
TETb);

Ha3znaunTh runepccblIKy — HA3HAYWTH CCHUIKY Ha JPYTro€ MECTO B BallleM
JIOKyMEHTE WM Ha CTpaHully B HTEpHETE.

Koneuno >xe, Mbl MOIJIM OOOWTHCh W 0€3 CO3JaHUSA CBOCH MaHENN yIpPaBIICHHUS,
poCTO T0OABHB HOBBIE KHOIKU B CYLIECTBYIONIHE (TOYHO TAKUM K€ TIepeTacKuBa-
HUEM). AHAJIOTMYHBIM 00pPa30M MBI MOXKEM TpeoOpa3oBaTh CTAaHAAPTHHIC MaHEIU
HHCTpYMeHTOB. OHAaKO He 3a0bIBaiiTe, YTO BCE TH IPEOOpPa3OBaHUS JTOCTYITHBI
TOJIBKO IIPY OTKPBITOM JuanorosoMm okHe Hacrpoiika.
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Co3pmanne MEHIO TPOU3BOIUTCS HEMHOTO TIO-IPYTOMY:
1. Otkpoiite T0 xe quanoroBoe okHo Hacrpoiika (merro CepBuc | Hactpoiika).
2. B cnucke Kateropun Brioepute HoBoe MeHI0.

3. Ileperamure komanny HoBoe menro u3 crnucka KomaHabI TOro »e OKOIIKa
(puc. 1.7) B Hy>)kHO€ MECTO OCHOBHOT'O MEHIO.

e T |

MaHenM MHCTpYMEHToE  KomaH ik | MNapameTpel I

Yrobkl A0BAEHTE KOMEHAY HE NEHENE MHCTPYMEHTOE, EEIGEPHTE
|5 8TEFOPHED M NMEPETALLMTE KOMAHAY M3 3TOrD OKHA HA MaHemk,

KaTeropm: KomaHAk:
CNHAHHE ;I | Hosoe MeHH > |;|
PopHel

SNEMEHTBI YNPaENEHMA
Bre koMaHAbl
Makpock!
WpkdiTel
AETOTEKCT

CTHAH
BCTpOEHHEIE MEHHD

-

W3MEHHTE BbIAENEHHEM OO BEET 'l ¥NopAACHMTE KaMaHAEI. .. |

COxpaHHTE B INormaI.dot vl I{gasmawpa...l 3aKpeITE I

Puc. 1.7. lnanorosoe okHO HacTpouka

4. Jlanee TOYHO TaK >X€ NpU OTKPHITOM OKHe HacTpoiika IIeTKHUTE NpaBoOU
KHOTIKOIl MBIIIM [O CO3JAaHHOMY BaMH IIyHKTY MEHIO U IIEPEHMEHYHTE ero
(B HaIeM npuMepe Ha30BHUTE er0 MaKpochl).

Jlanee Hy>XHO HaXkaTh KHOMNKY YNOPSAA0YMTHL KoMaHIbl B okHe Hactpoiika.
B otkpeBmiemcst muaigoroBom okHe M3MeHeHue mopsiaka komauja (puc. 1.8)
HYKHO B cniricke CTpoka MeHI0 BbIOpaTh MaKpoChl U JOOABUTH B HErO HYXKHBIC
9JIEMEHTHI (T. €. CO3IaHHBIe BaMU Makpockl). [lepenmeHOBaTh MX MOXKHO TIPH TIO-
Moty KHONKK U3MeHUTDh BbIIeJIEHHBII 00BEKT MPSMO U3 3TOr0 OKHA.

B pesynbTaTe y BaC MOXKET MOJNyYUTHCS OUCHb MUJIOE MEHIO, B KOTOPOM MOJIbh30Ba-
TEJIIO 3aIyTaThes OyaeT TpyaHo (puc. 1.9).

B Excel Bce oueHp noxoxe, HO 4yTh-4yTh no-apyromy. Eciu B Excel Mbl oTkpoem
okHo Hactpoiika (menio Cepsuc | Hactpoiika) u B criucke Kateropum Beidepem
Makpocbl, To BMECTO CITCKa MakpocoB B criicke Komanabl Oyzer Be BO3MOXK-
Hoctu: HacTpanBaemasi komanaa MeHio 1 HactpanBaemasi kHonka (puc. 1.10).
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% CTpoka MeHo:

M3MEHEHWE NOPAAKA KOMaHg,

BbIEEDHTB MEHHD MK NaHENE HHCTRYMERTOE A4NA M3MEHEHHA NOPAAKS KOMaHA,

]|

T - |

Capoc. ., |

£ MaHenk HHCTPYMEHTOE: ICTaHﬂ.apTHaﬂ vI
SNEMEHTEI:
BrTaeka M3 Baskl ASHHE: |ﬂ AoBaEHTE. ..
Moakno4rTeEA K Project Server
a2 1 ¥ AaNKHTE h
BbINOAHHMTE 3anpoc

EHHz

Esepx |

MZMEHHMTE BbLAENEHHEIR OABEKT ~

=

Puc. 1.8. OkHo U3MeHeHMe nopsigka KOMaHA

CNpaeka

9, 4

[,

I Courier

Marpace |

BrTaeka vz Basel LaHHEL

MoaKNHHHTECA K Project Server

BeINONHMTE 3anpoc

i " E

Puc. 1.9. MNpumep mMeHIo AN 3anycka MakpocoB

HacTpauBaemMasi KHONKA — 3TO FOTOBas KHOMKA, KOTOPYIO MOXKHO IMEPETAIIUTh
Ha IaHeJIb WHCTPYMEHTOB, a MMOTOM OTKPHITh JJI1 HEE KOHTEKCTHOE MEHIO U BOC-
noJik30BaThes koManmoi Haznauute Mmakpoc. KoHeuHo ke, U1 BEIOOpa WKOHKH,
(hopmaTta OTOOpa)KEHHSI W T. II. MOKHO BOCTIOJIB30BATHCA W JAPYTUMH BO3MOYKHO-
CTSAMHU KOHTEKCTHOTO MEHIO, KOTOpPEIE TOCTYMHHBI U B Word.

s co3nanus HOBoro MeHr B Excel HY)KHO TOYHO Tak k€ CO3/IaTh HOBOE MEHIO,
kak u B Word, a ToTOM HaxxaTh Ha KHOTIKY Y HOPSII0YNTH KOMAHIbI U JOOABUTH B
3TO MEHIO HECKOJIbKO 3nieMeHTOB HacTpanBaemasi koMaHaa MeHI0. VX peanbHas
HacTpolika (B TOM YHCJIC M Ha3HAUCHHE MaKPOCOB) MPOU3BOAMUTCS IO HAXATHIO
KHONKH M3MEHNTDL BbIAEeJIeHHBIH 00LEKT.
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MaHenM MHCTpYMEHToE  KomaH ik | MNapameTpel I

Yrobkl A0BAEHTE KOMEHAY HE NEHENE MHCTPYMEHTOE, EEIGEPHTE
|5 8TEFOPHED M NMEPETALLMTE KOMAHAY M3 3TOrD OKHA HA MaHemk,

Fareropm: KonaHae:

©DKHE W CTIPaBKS Al HacTpaHEaEMan KOMAHAA MEHHD |
PHEOEaHHE

AETODHM Y PEl | 2 HacTpaneaeman KHomka |
Ararparma

Bef

Dopriel

SIEMEHTEI YNPaENEHHA

BCTPOEHHEIE MEHHD
HoEoe MeHk i v|

VISMEHHTE BBIAENEHHEM 00BefET * | ¥NopAaAcqmMTe KOMaHAE!... |

Puc. 1.10. Co3gaHue kHonku Ans 3anycka makpoca B Excel

B mopaBnstonem OonbIIMHCTBE OCTalmbHBIX mnpuioxkenuit Office (PowerPoint,
Project, Outlook u 1. 11.) paboTa ¢ MakpocaMu IPOMCXOIUT TaK XkKe, Kak u B Word.

Ectp eme oauH crmoco® MperocTaBUTh IMOJIH30BATENI0 BO3MOXKHOCTH 3aIyCKaTh
MaKpOChl — CaMblil (DYHKITMOHAIBHBIN, HO U CAMBIA TPYIOEMKHIA: CO3/1aTh CIICIHU-
aNpHYI0 rpadudecKkyto GopMy, Ha KOTOPYIO MOKHO TIOMECTHTb, HallpuMep, HHCIIA-
JAFOIIUI CIIMCOK MakpocoB. [Ipy HCIoNb30BaHUM ITOTO CHOCO0A MOXKHO Ipemy-
CMOTPETH AOIMOJHUTEIBHBIC AIEMEHTHI YIIPABICHUS AJs1 BBOAA MapaMEeTPOB, KOTO-
pBle MakKpoChl CMOTYT 'TIOJXBaThIBaTh' BO BpeMsS BHIMONHEHUS (HAPAMYIO
mapamMeTpbl MakpocaMm TepeaBaThCs HE MOTYT, IMOCKOJIBKY MaKpOC — 3TO IPo-
1eaypa, He IpUHUMAIOIIas mapamMeTpoB). OMHAKO UCHOIB30BAHHE TOTO CIIOCO0a
TpeOyeT HamucaHus IporpaMMHOro kona. Kak padorats ¢ popmMaMu U 31eMEHTaMHU
yIIpaBJICHHUS Ha HUX, OyAeT paccka3aHo B 21. 5. [Tocie aToro cozmanme takoi dop-
MBI HE COCTaBUT HUKAKOTO TPY/Ia.

Ectp eme oxna cnenmanbHAs BO3MOXKHOCTD IS 3aIlyCKa MAaKpOCOB: CENAaTh TakK,
YTOOBI OHU 3aITyCKaJIHCh MTPH BOSHUKHOBEHUH CIICIUATILHOTO COOBITHA. TakuM co-
OBITHEM MOKET CTaTh, HaPUMEp, BHECEHHE M3MeHeHHH Ha JucT Excel, oTkpriTHE
kauru Excel wmn moxymenta Word u 1. . [logpoOHee mpo paboTy ¢ COOBITUIMEU
Oymer pacckazaHo Takke B 2. 5. OgHaKO MOXXHO 00€CIEeYUTh aBTOMATHUCCKUHN
3allycK Makpoca ¥ 0e3 MpOorpaMMHUpPOBAHUS: JOCTATOYHO NMPOCTO HA3HAYUTH €My
crienuanbHoe UMs. Hampumep, 1 Word CMCOK TakMX CIIEIHMANBHBIX Ha3BaHUH
mpeacTaBiieH B Taou. 1.1.
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Tabrmya 1.1. CrneynaribHeie HazBaHns makpocos a5 Word

Wms npoueaypbl  Koraa 3anyckaeTtcs

AutoExec Mpwu 3anycke Word (3ToT Makpoc gormkeH xpaHutbes B Normal.dot)

AutoNew Mpu cozgaHum HOBOro AOKyMeHTa

AutoOpen Mpu oTkpbITMM nioboro pokymeHta (ecnn B Normal.dot) wnm
npu OTKPbITUM JOKYMEHTA, B KOTOPOM HaxoOWUTCS MakpoC C Takum
UMEHEM

AutoClose Mpu 3aKpbITUM OKYMEHTa

AutoExit Mpw Bbixoae n3 Word

B Excel mpemycMoTpeHbl clieliManibHble MMEHA MakKpocOB AJsl paboueil KHHIH
Auto Open, Auto Close, Auto Activate W Auto Deactivate. OmHako Microsoft
MPEAYIPEKIACT, YTO ITH BOBMOXKHOCTH OCTaBJICHBI TOJIBKO TSI OOpaTHON cCOBMecC-
TUMOCTHU, U PCKOMCHAYCT MOJIb30BATHCA COOBITUHHBIMU mnpoucaypamMmu.

Eme onmH MOMEHT, CBSI3aHHBIM ¢ MakpocaMH Auto: ITOCKOJBKY PaHbBIIE 3TH BO3-
MOXXHOCTH aKTHBHO HCIIONb30Bajuch Bupycamu, B Office 2003 mo ymonuanuio 3tu
MaKpoChl 3amyckaTbes He OyayT. s Toro 4ToObl 0OecneunTh UM BO3MOYKHOCTD
3amycKa, He0OXOJMMO U3MEHHUTh YCTAaHOBJICHHBIH YPOBEHb OE30ITaCHOCTH B MEHIO
Cepsuc | Makpoc | bezonacnocts Ha Huskmid.

Hy u nmocnenHss, mo MoeMmy OMNBITY, caMmas MaJOU3BECTHAsl, HO, TEM HE MCHEE,
OU€Hb TO0JIE3Has BO3MOKHOCTD IS 3aIllyCKa MaKpocOB. Bel MokeTe 3amyCcTHTh UX
13 KOMaHIHOH cTpoku npu 3amycke Word mim Excel, ykazaB uMms Makpoca B Kade-
CTBE MapaMmeTpa KOMaHAHOH cTpoku. Hampumep, uTo0s oTKpBITE Word u cpasy
BBIITOJTHUTH MaKpoC MyMacros U3 Normal.dot, MO’)KHO BOCIIOIb30BaThCS KOMaHOM:

winword.exe /mMyMacros

OueHp yI0OHO HCHOB30BaTh 3Ty BO3MOKHOCTB, €CJIM CO37aTh HECKOIBKO SIPIIbI-
KOB JuIsl 3amycka npuioxkenus Office, Hanpumep, Ha pabo4eM CTOJE, U3MEHUThH B
HUX KOMaHIHYIO CTPOKY M HCIOJB30BATh IJIS 3aIlyCKa MPHIIOKEHHS C OJHOBpe-
MEHHBIM 3aITyCKOM MaKpOCOB.

3anaHue ans camocTtosiTenbHon paboTol 1:
3anncb Makpoca Ans aBTomatmyeckoro BBoga
TekcTta B Word

Curyanus:

BaMm Heckonbko pa3 B AeHb HEOOXOAMMO IIE€PEAaBaTh PACIOpPsKEHUS B Oyxraire-
puto. Kaxxnoe pacnopspkeHne TOMKHO 3aKaHYMBATHCSA CTPOKAMH, aHAJIOTMYHBIMU
MpeacTaBIeHHbIM Ha puc. 1.11.
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T'enepanbHbLi gripexTOp: HBanop A A

OTB. HeroHUTENb [Tetposa M. M.
T. 55-55

Puc. 1.11. CTpoku, BBOA KOTOPbIX HY>XHO aBTOMaTnanmpoBaTb

3AJAHUE:

Hanummre mpyu moMoInmyd MakpopeKopaepa MaKpoc, KOTOPbI Obl aBTOMATHUYCCKH
co3naBai Takue cTpoku (BMecto "IlerpoBa M. M." moacTaBhTe Balllk JaHHBIE).

Co3maHHbIil MakpocC JIOJDKEH OBITh JOCTYIEH JJIsi BCEX CO3/aBACMbIX BaMH JIOKY-
MeHTOB. OH JTOJDKEH 3aITyCKaThCs IO HAXKATHIO KHOTIKU ¢ poxuIieit (puc. 1.12).

Co3paliTe HOBBIH JJOKYMEHT, 3aIlyCTHTE MaKpOC Ha BBHITIOJHEHHE W YOSTUTECh, YTO
OH paboTaer.

!'g'—'l HAoxymenTl - Microsoft Word

Marin  [paska Bua Boraeka

JJH&J = I-Y

MoAnHc

"erM = Times New Ro
b

Puc. 1.12. Becenas kHomnka Ans nonb3oBaTtens

OTBeT K 3aaaHuto 1

1.

Otkpotite HOBEIM nmokymeHT B Word. B meHto CepBuc BbiOepuTe Makpoc |
Havartp 3ammch. B okHe 3ammcbr mMakpoca B moie Umsi makpoca BBeouTe
"I[loarmce" (0e3 kaBbiuek), yOeaurech, 4To B moje MaKpoc JOCTyHmeH Jisi
ctouT 3HaueHue Beex nokymenToB (Normal.dot), n Haxxmure kHonky Ha3sna-
YHTb MAKPOC MAHEJIH.

. B oxne Hacrpoiika Ha Bxiagke KomaHabl neperamure SJIEMEHT

Normal.NewMacros.Ilognucp B Hy’)KHO€ MECTO Ha MaHENH yNpaBlICHUA. 3a-
TEM ILIEJKHUTE 0 TEPEMEIEHHOMY 3JIEMEHTY MPAaBOM KHOINKOM MBIIIH, B KOH-
TEKCTHOM MEHIO BBIOEpPHTE MyHKT BhIOpaTh 3HAYOK A/ KHOINKH, 3aTE€M BBI-
Oepure M300pakeHUe yiblOaromieiics poxkulbl. Eme pa3 MENKHUTE MpaBoif
KHOTIKOM MBIIIM TI0 3TOMY BJIEMEHTY M B KOHTEKCTHOM MeHI0 BeiOepute Oc-
HOBHOI1 cTniab. HaxxMuTte Ha kHOmnKy 3akpsITh okHa Hactpoiika. Haunercs
3aMmmuch Makpoca.

. BBCI[I/ITC HY)KHHﬁ TCKCT, a 3aTCM HAKMUTC Ha KHOIIKY OcCTaHOBUTH 3alNCh

(nmu B merro CepBuc | Makpoc BeiOepute koMaHy OCTaHOBHTD 3alUCh).

Cozpnaiite HOBEIM AokyMeHT Word u yOeanuTech, YTO HOBask KHOIKAa paboOTaeT
M TaM.



