Cach tron thw trong Word 2007, 2010, 2013, 2016

Tron thw la mét tinh nang nang cao trong Word, gitp ban xt& ly chén cac danh sach, tép
tin,... vdo mau van ban cb dinh nhu: thw moi, théng bao, thw cdm on, phiéu diém...

Bwéc 1: Khéi dong
% Trén thanh cong cu ban vao tab Mailings.
% Sau d6 chon Start Mail Merge >> Step by Step Mail Merge Wizard.
< Clra s6 Mail Merge hién ra.
% Chon Letter >> Starting document.

Bwéc 2: Chon tai liéu Word va Excel
% Chon Use the current document >> Next: Select Recipients.
% Chon Use an existing list >> Chon Browse.
< Chon vao file Excel cé di liéu ban can >> Chon Open.
% Chon Write your letter.

Bwéc 3: Chén tirng truong
V&i lan lwot cac truwdng can chén:
{
Dé& con tré vao vi tri trong tai liéu Word dé chén di liéu cta trwdng do
Chon More items.
Chon vao trwéng da thiét ké >> Chon Insert tai cac vi tri

}

Bwéc 4: Xem thanh qua

0,

% Chon Preview your letters.

oS

» Chon Complete the merge.
«» Chon Edit individual letters

*
RS

% Chon All >> OK >> Kéo lén kiém tra xem hét cac thw



