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GIOI THIEU

Chao murng ban dén véi 16p chia sé k§ ning tin hoc ning cao do Chi doan can
bo Trudng Pai hoc Kinh té t6 chirc. Ban hudng dan tron thu cho word 2007 s& huéng
dan ban lam sao dé tron thu (mail merge) & trén word 2007. Thdng qua timg budc caa
qué trinh mail merge dugc mo ta chi tiét kém theo hinh anh, ban s& d& dang hiéu va
trién khai thuc hién mail merge mot cach dé dang.

Nhu cac ban d3 biét tron thu (mail merge) 1a mot trong nhirng chirc ning c6 sin
hitu dung nhat caa Word 2007. Mail merge thudng duoc dung dé tron mot noi dung
soan thao véi mot co sé dit lidu cac thong tin thay d6i bang viéc két hop gitra Word va
Excel.

Hay tuong tuong xem ban can giri hang ngan thu cho cac cuu sinh vién dé kéu
goi tai trg hay thu moi, thu cam on t6i cac ddi tic da tham dy sy kién cua Truong to
chuc, néu ban gd thu cong timg nguoi, timg ngudi mot, ban s& can bao nhiéu thoi gian
dé lam viéc d6? Toi dam chic rang ban s& can it nhat 1 2 ngay lao dong dé hoan thanh
viéc gui 1000 email cho 1000 dia chi email khac nhau. Do vay, st dung dugc cong cu
tron thu trén word 2007 s& gilp ban tiét kiém hang tram gid 1am viéc thay vi lam thi
cong nhu trude day vaoi cac van ban nhu: giri bang lvong hang thang, thong bao moi
hop, thu cam on....

Ban tai lidu huéng dan tron thu (mail merge) trén Word 2007 s& duoc chia lam
hai phan chinh:

- Huéng dan quy trinh tron thu (mail merge).

- Hudng dan tron thu vai timg truong hop cu thé.

Chuong trinh duoc thiét ké duwa trén su hiéu biét cua tac gia vé cac ung dung
phan mém va bai giang dién tir cua Microsoft Office 2007. Chuong trinh rat mong
nhan dugc su chia sé cua cac thay cd va anh chi vé cac tha thuat khac cua word va

excel dé ning cao hon nira hiéu qua 1am viéc cua can bo trudng Pai hoc Kinh té.



PHAN 1: HUONG DAN QUY TRINH TRON THU

£ Dé co thé hoan thanh quy trinh tron thu ban can phai ¢ 02 file tai liéu sau:

- Vin ban gbc (Main document): Noi dung vin ban di dugc soan thao sin va
bo tréng céc thdng tin can dién khéac biét giita cac ca nhan, don vi duoc gui.
Vi du: thu moi, thu cam on, gidy béo tring tuyén, khéng tring tuyén, thu
moi phong vén, thu bao thau....bo tréng tén nguoi nhan, don vi nhan, dia
chi, dién thoai, ngay thang nam sinh....

- Dir liéu goc (Data source): Bo co s¢ thdng tin dit liéu cho mdi ca nhan, moi
don vi dé dién vao céc 6 tréng trong vin ban di dwoc soan san. Luwu y: can
lru dir liéu vao My Documents/My data sources va khong dé merge cell
o trong file dix liu.

+ Trong Word 2007, thanh c6ng cu Mailing dugc ding cho tit ca céc loai tron
thu bao gdm email, thw, nhan, phong bi. Ban ¢ thé nhin hinh minh hoa bén

dudi day

Mailings

* ﬁ‘ﬁ ‘__'J j j j j =P Rules - ““:‘{’ﬂ |}4 41 oM =
EI- —Gﬁi' @ 14 Match Fields 49 Find Recipient i
Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &

Merge ~ Recipients = Recipient List | Merge Fields Block  Line Field ~ Results | S Auto Check far Errors Merge ~
Start Mail Merge Write & Insert Fields Preview Results Finish

£ Quy trinh tron thu (mail merge) bao gdm 5 budc co ban sau:
- Thiét ké file van ban gdc trén word
- Két ndi van ban voi file dir liéu gdc trén excel
- Cheén dir liéu vao van ban
- Stra ddi format, can chinh font chir
- Kiém tra hoan thién viéc tron thu
Budc 1: Lua chon van ban
1. M¢ file word méi
1. Click vao thanh cong cu Mailings
2. Click vao nat Start Mail Merge

3. Danh sach cac hinh thirc tron thu xut hién trén man hinh, lua chon loai

hinh ban mudn tron thu.



Luu y: O trong Word 2007 ngudi ta hay sir dung tryc tiép thanh cong cu
Mailings dé hoan thanh qua trinh tron thu. Tuy nhién, néu ban dang ding
Word 2003 ban c¢6 thé lwa chon nut “Step by Step Mail Merge Wizard”
trong budc 4 dé giao dién man hinh twong thich v6i Word 2003.

Buwéc 2: Lya chon dir liéu két ni

Mic dd Word 2007 cho phép ban khai tao file dit liéu méi truc tiép trén qua
trinh trén thu, tuy nhién tdi goi ¥ ban hdy khoi tao sin file dit liéu gbc trén excel va
word vi nhiing file dix liéu goc nay ban c6 thé két ndi bat ky IGc nao khi ban can. Vi
du, danh sach gui thu moi giang vién tham du Hoi thao, ban cé thé ding nguyén danh
sach nay dé tao thé deo tham du Hoi thao hay guri thu cam on vi da tham du va gop Y

cho Hoi thao. ..
1. Lua chon nut Select Recipients. Sau d6 chon 1 trong cac Iya chon sau:

a. Type a new list: Lya chon nay cho phép nguoi sit dung nhap thong tin
bang tay

b. Use Existing List (Gogi y nén dung nut nay): Lua chon nay cho phép
ngudi sir dung lua chon 1 tép file dir liéu san co cac thong tin can st
dung.

c. Select from Outlook Contacts: Lua chon nay s€ dugc sir dung hi€u qua

néu ban bat ddu qué trinh tron thu Mail Merge & trén Outlook.
2. Lua chon nut Edit Recipients.

3. Cira s6 Mail Merge Recipients xuét hién

f 2 /x|
This is the list of recipients that will be used in wour merge, Use the options below to add to or change vour list, Use the
checkbaoxes ko add or remove recipients from the merge. When vour list is ready, click OF.

Data Source [w |STT  w |Howatén w |Bdnvi -« | Emai w | Ghi ~
Emnail lich budn. xlsx [v Mguyen Hing San 16l nhson@yvnu.edu, vn thay
Email lich tuin, xlsx [v z Trén Anh T&i BiaH taita@vnu,edu.vn thady
Email lich budn. xlsx [v 3 Mguyén Mgoc Thanh BGH nnthanh@+ynu.edu,vn thay

Email lich tufn. xlsx [v 4 Wi Anh Dlng BiaH vudungi@vnu.edu.vn thiy

Ernail lich tudn. =lsx [+ & Pham Y¥&n Ding KTCT dungpy@ynu.edu.vn thay

Email lich budn. xlsx v & Hoang Yan Hai QTED haibv@wnu.edu.wvn thdy

Ernail lich tudn. =lsx [v 7 Quéch Manh Hao TCHH haogm@wnu.edu thay

Email lich budn. xlsx v & L& Trung Thanh TCNH Itthanb@wnu, edu.vn anh

Ernail lich tudn. =lsx [+ o Tran Thi Thanh Td TCHH tuttk@ynu, edu.vn chi

Email lich budn. xlsx [v 10 W Quic Huy KTPT huywg@wnu. edu.wn thdy

Ernail lich tudn. =lsx [v 11 Ha Wan Hdi KTakDQT hoibv@wnu,edu.vn thay

Fraail -k FoSn wlew "R Blew meBm 118 Thin FTRETT Fhiarmer@iern adin wn RS v
£ ?

Daka Source

Email lich tuin, xlsx

Refine recipient lisk

3 Find duplicates. ..

#le Yalidate addresses. ..




4. Tuy chinh danh sach nguoi nhan néu can thiét

a.

Checkboxs: Nhitng ca nhan duoc tich ¢ trong hop checkboxs 1a nhitng
ngudi s& duoc giri ¢ trong tron thu (mail merge). Néu ban khong mudn
guri cho mot ca nhan nao trong danh sach bo nit tich & trong checkboxs.
Sort (Sip xép): Nhip chudt vao tuy chon sip xép dé sip xép nguoi
nhén theo thr ty nhu mong mudn vi du theo tht ty A,B,C cua tén hodc
ngay thang nam sinh....

Filter (Loc): Nhép chudt vao Filter dé truy cap vao hop thoai bo loc va
lya chon ¢t loc theo mong muén.

Find Duplicates (Tim trung lip): Nhip chudt vao Find Duplicates,
mot hdp thoai s€ mo ra véi danh sach ca nhan xuat hién nhiéu hon 1 lan.
Ban c6 thé bo ca nhan bi trung dé tranh gtri lip thong tin.

Find Recipient: Tuy chon nay cho phép ban tim thong tin ctia mot ca
nhan cu thé mot cach dé dang.

Validate Addressees (Xac nhan dia chi): Tuy chon nay chi 4p dung
cho cac may tinh co6 cai dat phﬁn mém xac nhan dia chi ton tai. (Cac

mAy tinh ctia Viét Nam hién chua cai dat phin mém nay)

Budc 3: Cheén dir li€u vao van ban

1.

2.

Lua chon thong tin, dit liéu trong excel can chén vao van ban

Word 2007 cung cip mét sb dinh dang sin c6 thudng duoc sir dung trong

tron thu (mail merge). Khi nhap chudt vao mot trong cac hop thoai duéi day

s€ cho phép nguoi st dung xac dinh chinh xac vi tri thong tin dugc chen.

a.

Address Block (Pinh dang dia chi): Dinh dang nay chi ap dung khi
tron bi thu. Tuy nhién, trén bi thu ciia Truong PHKT da co6 dia chi duoc
in sén.

Greeting Line (Dong chao héi): Nhap 10i chao héi ban mudn. Tuy
nhién, Iyra chon nay chi ap dung cho céc vin ban bang tiéng anh 1a phu
hop.

Insert Merge Field (Chén dir liéu cin vao vin ban): Nhap chudt vio
Insert Merge Field va chon dit liéu can chén vao van ban. Luu ¥: Ban ¢6
thé format lai font chir, ¢& chit, cach dong & budc nay.

Match Fields (Dong nhat dir ligu): Tinh ning ndy duoc st dung khi

van ban khoogn dugc két ndi chinh xac véi dit lidu.



Budc 4: Xem lai van ban trwéc khi hoan thién qua trinh trén thw

Qua trinh tron thu gan nhu da duoc hoan tat. Bay gio 14 thoi gian dé sta doi, ra

soat néu can thiét.

{ﬁé-{.‘ﬂ

Preview

Click vao nit Preview Results dé xem két qua tron thu | Results

Str dung miii té€n trong nhém két qua tir Preview dé kiém tra tinh chinh xéc
ctia mdi truong dit liéu dugce chén vao vin ban va phat hién cac 16i vé font

chit, co chir.... H 44 bW

Budc 5: Hoan thién qua trinh trén thw (mail merge)

Sau khi xem lai van ban dugc hop nhat, néu dit liéu duoc chén vao van ban

chinh x&c thi qua trinh tron thu duoc xem 13 da hoan tat.

1.

S
—il
b -]
Finish &

Merge =

Edit Individual Documents...

i
i:.rg Print Dlocuments..,

. R s 2y Send E-mail Messages...
Click vao nit Finish and Merge |2 =289 =mal Hessages

a. Edit Individual Documents: Lua chon nay s€ tao ra mot van ban mai
v6i ddy du thong tin cia van ban vira dugc hop nhét hay néi don gian
hon 1a tao ra 1 ban copy ctia van ban vira dugc tao.

b. Print Documents: Hop thoai in dugc mé ra cho phép ban lua chon in
tat c4, tir trang ndo dén trang nao hodc trang hién tai.

c. Send E-mail Messages: Hop thoai tron email dugc mé ra cho phép ban
giri email merge ti cac dia chi email ban muén. Luu y: Chi ap dung

chtrc ndng nay cho viéc guri email.

PHAN 2: HUONG DAN THUC HIEN TRON THU (MERGING LETTERYS)

Buwéc 1: Chon vin bén (vi du thu cam on ddi tac tai trg)

1.

2.

MG file thu cam on déi tac
Click vao thanh cong cu Mailings
Click vao nut Start Mail Merge

Danh sach cac hinh thtrc tron thu xuat hién trén man hinh, lua chon Letters



Buéc 2: Chon dir liéu két ndi (vi du danh sach ddi tac tham dy L& ky niém)
5. Lua chon nut Select Recipients.
6. Click vao nat Use Existing List

7. Chon file excel dir liéu “vi du: Danh sach cac nha tai tr¢” trong My

Documents/My Data Sources

Select Data Source

Look in | My Daka Sources V| @ - @ x L v

@ My Recent [ +Connect to Mew Data Source
Documents | |7 4 pewsQLServerConnection

(@} Desktop D5 nha bai trg LE ki nigm
Email
My £ S -
B8 Dcuments Ij,ﬁEmenl lich tudn

" @Email thidng
1 My 3 )
i iy @In mail merge

=0
QMV Metwork, yen
—~ Places

File name: | v | Mew Source. ..,

Files of type: |.¢\II Diata Sources v |

|

2. Chon sheet excel c6 thong tin dir liéu can chén. Click OK

Select Table

Mame Description | Modified Created Type
Sheet1$ 0012013 12:49:12 PM 08/01/2013 12:49:12 PM  TABLE
&l Sheetz4 0gf01f2013 12:49:12 PM - 080012013 12:49:12 PM  TABLE
5hEEt3$ 03012013 12:49:12 PM 03/01/2013 12:49:12 PM  TAEBLE
<l | 3
First row of data contains colurmn headers L ok J [ Cancel ]ﬂ

Buwée 3: Chén dir li€u vao van ban (vi du chén ho va tén; Chirc danh)



8. Click vao Insert Merge Field va chon dit liéu can chén

5 kailings Review

View

Thu cam on tai trg [Compatibility Mode] - Microsoft Waord

Add-Ins

Highlight Address Greeting |Insert Merge|

Merge Fields Elock Line

=P Rules =
! Match Fields

Field = ] Update Labels

Write &t I

STT.

g

Preview

Results

LR R
+ Find Recipient
I% Auto Check for Errors

Preview Results

(ool | 1=y [l

L= Em]
Finish &
Merge -
Finish

hergs
& 5en

Mail Me

Ho_va_tén_

Chirc_danh_ T

Ban_vi_

shi_

9. Chén dir liéu vao van ban (vi du gdm Ho va tén & dong 1; Chirc danh &

dong 2)

Kinh gui: «Ho_va_tén »
«Chuc _danh »

10.Bo1i den dir li€u dugc chén va format lai néu muon

Budc 4: Xem lai van ban trwdéc khi in

11. Click vao nut Preview Results dé xem két qua tron thu cam on

12. Click vao mili tén dé ra soat cac ban hién ké tiép 4 414

Budce 5: In van ban

13. Click vao nut Finish and Merge

14. Click vao Print Document va lwa chon

LN

2]

Merge to Printer

Print records

@ al

{3 Current record

{:!' Frarm: |

| Ioi | |

[ 8] 4 l’ Cancel ]

15. Click va All - Hoan thién qua trinh Mail merge



PHAN 3: HUONG DAN THUC HIEN TRON BI THU (MERGING
ENVELOPES)

Buwée 1: Chon van ban
1. M¢ file word méi
2. Click vao thanh c6ng cu Mailings
3. Click vao nat Start Mail Merge

4. Danh sach cac hinh thic tron thu xuit hién trén man hinh, lya chon

Envelopes

5. Cira s6 lua chon bi thu xuit hién

Envelope Options

Envelope size:
ISize 10 (41/3%9 12 in)

Delivery address

Earit. .. | From left:  [auto =

From kop:  Jauko =

Return address

Fart... | From left:  [aoka =

From kop:  |&uta =

WNNE.

Preview

Ik I Cancel |

6. Lua chon Preview dé xem dinh dang bi thu khi dugc in ra

a. Envelope Size: Lua chon kich c¢& cua bi thu dugc str dung

b. Delivery Address: Click vao Font dé sira c& chit, font chit in trén dia
chi ngudi nhén

c. Return Address: Click vao Font dé stra ¢ chir, font chit in trén dia chi
nguoi guri.

7. Lua chon OK



Budéc 2: Chon dir li¢u két noi
8. Lua chon nut Select Recipients.

9. Click vao nat Use Existing List

(vi du danh sach di tac tham du L& ky niém)

10.Chon file excel dir li¢u “vi du: Danh sach cac nha tai tr¢” trong My

Documents/My Data Sources

Select Data Source

11. Chon sheet excel ¢ thong tin dit liéu can chén. Click OK

Select Table

Look in: | My Data Sources i | @ @ X M
@ My Recent [ +Connect to Mew Data Source
Dacuments | |7 4 yewsoLServerConnection
(B3 Desktap D5 nha Eai tro LE ki nigm
Ernail
Iy x| il li A
B8 HLA— @Ema?l Igcll tudn
ITf,ﬁEmenl thdng
H iy ITf,ﬁln mail merge
Compuker
&n
.3 My Metwork, ¥
Flaces
File: mame: | v | Mew Source, ..,
Files of bype: |.¢\II Data Sources b |
A

Mame Cescription  Modified Created Tvpe
Sheet1$ 0012013 12:4:12 PM - 080012013 12:49:12 PM TABELE
&l Sheetz4 0012013 12:49:12 PM 08/01/2013 12:49:12 PM  TABLE
5|'|E:E:t3$ 0gf01f2013 12:49:12 PM - 080012013 12:49:12 PM  TABLE
& | @3
First rowe of daka contains colurmn headers L ok J [ Cancel ]ﬂ

Buwéc 3: Cheén dir li€u vao vin ban (vi du chén ho va tén; dia chi nguoi nhan, giri)

12.Click vao Insert Merge Field va chon dir liéu can chén



13. Panh chit “FROM hoidc TO hay NGUOI GUT/ NGUOI NHAN”

g ------- [ R EE 40 R £ oo oo -

FROM: «Ho_v3_tén_»
«Bia_chi_ngwoi_gii_»

TO: «Ho_va_tén_»

Budc 4: Xem lai van ban trudc khi in

14. Click vao nat Preview Results dé xem két qua tron bi thu

| >

15. Click vao mili tén dé ra soat cac ban hién ké tiép LEREIC
Budc 5: In van ban

16. Click vao nut Finish and Merge

Merge to Printer

Print records

@ al

) Current record

) From: | | To! | |

[ (8]4 ][ Cancel ]

17. Click vao Print Document va lwa chon

18. Click va All - Hoan thién qua trinh tron bi thu Mail merge
PHAN 4: HUONG DAN THU'C HIEN TRON NHAN (MAILING LABELS)
Budc 1: Chon van ban

1. Mo file word méi

2. Click vao thanh cong cu Mailings

3. Click vao nat Start Mail Merge

4. Danh sach céac hinh thuc tron thu xuat hién trén man hinh, lua chon Labels

5. Cira so lua chon label xuét hién



Label Options P =

Printer information
(71 Continuous-feed printers
@ Page printers Tray: |Default tray (Default tray) IEI

Label information

Label vendors: | | A-OME |E|
Product number: Label information
A-ONE 23399 - Type: A4 size [ 30 labels
A-OMNE 28435 — : -

Height: 1

A-ONE 28447 |—| ?;gﬂ..l. =
|A-ONE 28451 Width: 2.1
A-OME 22456 Page size: 8.27°X 11.69"
A-OMNE 28461 ~
[ Details. .. ] [ Mew Label. .. ] [ Ok ] [ Cancel

6. Luwa chon cac muc sau dé ra dung label can chon:

a. Printer Information: Lya chon loai khay in duoc st dung (diéu nay
phu thudc vao mdy tinh ctia ban) Chung toi goi ¥ ban nén dé dinh
Default tray

b. Label Information: Lya chon nha cung cip gidy. O Viét Nam hién nay
khong c6 nha cung cAp nhéin nao co trén danh sach cia Word 2007. Do
vy ban sé& chon loai va kich c& gidy pht hop v6i nhan ban s& in. Chlng
to1 goi y ban nén str dung A-ONE

c. Product Number: Lya chon mi san pham cia nha cung cap gidy. Tuy
nhién, & Viét Nam chung ta dung mé sau: A-ONE 28787 cho loai 30

nhan véi tuy chinh size nhu duédi day:

Custom laser A-ONE 2B787 information

Preview
Side margins
Top margin y—Horizontal pitch————
) . p——\Width Mumber
Yertical pitch
f Heifht down
fumber across
[-onE 25787 |
Top margin: [r';i—g o ﬂ Label height: L2?n:m | gj
Side margin: |0 cm 5J Label width: ? cm i]
Vertical pitch: EZ.? cm 31 Mumber across: '_3 'ﬂ
Harizontal pitch: 7 em 73- i Mumber down: '10 3_J
Page size: {A‘} (21 x 29,7 cm) v ]
Page width: ! | Page Height: :
[ oK ] [ Cancel ]




(Ngoai ra & Viét Nam con ding gidy nhdn Tommy kho A5, do vay Label
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7. Lua chon OK

Buéc 2: Chon dir liéu két ndi (vi du danh sach doi tac tham du L& ky niém)
8. Lua chon nut Select Recipients.
9. Click vao nat Use Existing List

10.Chon file excel dir li¢u “vi dy: Danh sach cac nha tai tr¢” trong My

Documents/My Data Sources



Select Data Source

@ @ X iE-

Loak in: | My Data Sources w

Ea My Recent [ +Connect to Mew Data Source
Dacuments | |7 4 yewsoLServerConnection

(&} Desktop 121105 rha tai o LE ki nigm
= Email
i Z Emal lich b
[E Documents E.d ma? I . tan
" “F|Email thdng
i C;‘mputer gﬂ In mail merge
2] yen
g My Mebwork,
Flaces

File: mame: | v | Mew Source, ..,

Files of bype: |.¢\II Data Sources v |
[Co=d o]
A

11. Chon sheet excel c6 thong tin dit liéu can chén. Click OK

Select Table

Mame Cescription  Modified Created Tvpe
Sheet1$ 0012013 12:4:12 PM - 080012013 12:49:12 PM TABELE
&l Sheetz4 0012013 12:49:12 PM 08/01/2013 12:49:12 PM  TABLE
5|‘|E:E:t3$ 0gf01f2013 12:49:12 PM - 080012013 12:49:12 PM  TABLE
< | @3
First rowe of daka contains colurmn headers L ok J [ Cancel ]ﬂ

Buwdc 3: Cheén dir li€u vao vin ban (vi du chén ho va tén; dia chi nguoi nhan, giri)
12.Click vao Insert Merge Field va chon dit liéu can chén

13. Panh chit “FROM hoidc TO hay NGUOI GUT/ NGUOI NHAN”



E ------- T 2o ERIE 4 B B 7o R

FROM: «Ho_va_tén_»
«Bia_chi_ngwoi_gix_»

TO: «Ho_va_tén_»

Budc 4: Xem lai van ban trwéc khi in

14. Click vao nut Preview Results dé xem két qua tron bi thu

| >

15. Click va0 miii tén dé ra sodt cac ban hién ké tiép M 414
Buwdce 5: In van ban

19. Click vao nut Finish and Merge

Merge to Printer

Print records

OF:

{3 Current record

) From: | | Ta | |

I Ok l [ Cancel ]

20. Click vao Print Document va lua chon

Click va All - Hoan thién qua trinh tron

PHAN 5: HUONG DAN THUC HIEN TRON EMAIL (EMAIL MERGE)
KHONG CO FILE PiNH KEM

Budc 1: Chon van ban
1. Tao email mau giri cho nguoi nhan trén Word 2007
2. Click vao thanh cong cu Mailings
3. Click vao nat Start Mail Merge

4. Danh sach cac hinh thtc tron thu xuat hién trén man hinh, lya chon Email

Messages



Buwéc 2: Chon dir liéu két ndi (vi du danh sach email gui lich tudn)

5. Lua chon nut Select Recipients.

6. Click vao nat Use Existing List

7. Chon file excel dir liéu “vi du: Email lich tuan” trong My Documents/My

Data Sources

Select Data Source

Look in: | My Daka Sources b | @ - x L T
Eb My Recent D+Connect to Mew Data Source
Documents | (7 | NewsQLSarverConnection
(&} Desktop D5 nha ki brg LE Ky niém
' Ernail
My 8411 Email lich b
=1 | Emiail lich tudn
Documents IEH EnaT g
a Iy @In mail merge
Compuker
.a My MNetwork ¥en
Places
File pame: | N4 | Mew Source. ..
Files of bype: |AII Data Sources IEH
Com | o )

8. Chon sheet excel c6 thong tin dir liéu can chén. Click OK

Select Table

Modified Created Type
0gf01f2013 12:4::12 PM 08/01/2013 12:49:12 PM TABELE
0012013 12:4:12 PM - 080012013 12:49:12 PM TABELE
0012013 12:49:12 PM 08/01/2013 12:49:12 PM  TABLE

Marme Description

&l Sheetz4

Sheet3s

<

Lo |

First row of data contains column headers

[ Cancel

LS

Buéc 3: Chén dir liéu vao van ban (vi du chén danh xung, va tén)

9. Click vao Insert Merge Field va chon dir liéu can chén

10. Format dong dugc chén cho chuan vi format cua thu soan san



Budc 4: Xem lai van ban trwdéc khi in

11. Click vao nit Preview Results dé xem két qua tron bi thu

12. Click vao mili tén dé ra soat cac ban hién ké tiép L B b M
Budec 5: Gui thw
13. Click vao nut Finish and Merge

14. Click vao Send Email Message va lua chon

' 2)[x]|
Message opkions
Ta Email_ v

Subiject line:

Mail Format: | qrpL v

Send records
® al
) Current record
{:} Frorn: To:

[ Ok l[ Cancel ]

15. Hoan tat qua trinh giri email sau khi click OK

PHAN 6: HUONG DAN THUC HIEN TRON EMAIL (EMAIL MERGE) CO
FILE PiNH KEM (Can dung cong cu Mail Merge Toolkit hoic sir dung Word
2010)

# Mail Merge Toolkit 1a mot chuong trinh bo tro cho chirc ning Mail Merge ctia
Microsoft Office nhu da néi ¢ trén véi cac tinh nang nhu:
- MBoi email c¢6 thé giri va cc, bee cho mdi ngudi khac nhau
- MBJi email ¢6 thé dinh kém mdi attachment giéng va/hoic khac nhau
- MBOi email c6 thé c6 chil dé (subject) khac nhau

£ Dit liu nguoi nhan email 1a dir liéu da dung trong phan Mail Merge

% Chi hoat dong v&i chuong trinh Microsoft Outlook, khong twong thich vai
Outlook Express.

+ File duoc dinh kém va chu dé thu nén dé tiéng Viét khong dau dé tranh 15 font

trong qua trinh Mail merge.
Budc 1: Chon van ban

1. Tao email miu giri cho ngudi nhan trén Word 2007



2. Click vao thanh cong cu Mailings

3. Click vao nat Start Mail Merge

4. Danh sach cac hinh thtc tron thu xudt hién trén man hinh, lva chon Email

Messages

Buéc 2: Chon dix liéu két ndi (vi du danh sach email gui lich tuan)

5. Lua chon nut Select Recipients.

6. Click vao nat Use Existing List

N
A

7. Chon file excel dir liéu “vi du: Email lich tuan” trong My Documents/My

Data Sources

Select Data Source

Look in: | My Daka Sources N | @ - h x L T
Ea My Recent D+Connect ba Mew Daka Source
Documents | (7 4 NewsQLSsrverConnection
@ Desktop
My
Diocuments o
2 =)
Compuker %\r
q Iy Network ¥En
Flaces
File name: | L4 | Mew Source. ..
Files of type: |.0.II Data Sources |£||
T | o
—_—

8. Chon sheet excel c6 thong tin dit liéu can chén. Click OK

Select Tahle

Mame Description | Maodified Created Type
Sheet1$ 03012013 124912 PM 030012013 12:49:12 PM TAELE
&l Sheetz4 0012013 12412 PM 08/01/2013 12:49:12 PM TABELE
5hEEt3$ 0gf01f2013 12:4::12 PM 08/01/2013 12:49:12 PM TABELE
& | 3
First row of data contains column headers L ok J [ Cancel ]d




Buwére 3: Chén dir li€u vao van ban (vi du chén danh xung, va tén)

9. Click vao Insert Merge Field va chon dit liéu can chén

10. Format dong duoc chén cho chudn voi format cua thu soan san
Budc 4: Xem lai van ban trwdéc khi in

11. Click vao ndt Preview Results dé xem két qua tron bi thu

12. Click vao mili tén dé ra soat cac ban hién ké tiép LR el

Buéc 5: Giri thw va file dinh kém
13. Click vao nut Mail Merge Toolkit
14. Click vao To d& chon danh sach email nguoi nhan thu
15. Click vao Cc hodc Bce néu mudn giri CC va BCC
16. Panh vao dong Subject Line tidu dé thu (Luu y: Sir dung tiéng Viét khong
dau dé dam bao khong bi 15i font chir)
17. Click vao dong Attach va cheén file can gt

18. Click OK dé hoan tét viéc giri email.

HABC B [ =
T PNy @

ields =i Find Recipient

Preview Finish & Merge | Help
Labels || pasylts I%.;Autu:u Check far Errars Merge = F Send -
Preview Results Finish Mail Merge Toolkit
Mail Merge Toolkit (Merge to E-mail) E|

Messages options

To | email_ b |

ce | [

Brc: |

Subject line: | Lich kuan ku ngay 05,01 den ngay 07,1

Atkach:

Format: HTML, Filtered

Send records

& al

) Current record

[ JUse deFaulk account For sending messages

Ik Cancel ] [ Help ]

Language [ Reqister ]




