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GIOI THIEU BO UNG DUNG VAN PHONG

SU DUNG MICROSOFTWORD SOAN THAO VAN BAN
KY THUAT GO BAN PHIM

CHIA SE VA CAI BAT THONG SO TRONG MSWORD
DINH DANG VAN BAN

TRON THU

IN AN VAN BAN.

GIOT THIEU PHAN MEM XU LY BANG TINH

SU DUNG MS EXCEL DE TAO BANG TINH

PO THI VA IN AN BANG TINH

GIOT THIEU UNG DUNG TRINH CHIEU

SU DUNG MS POWERPOINT BE TRINH CHIEU
GIOT THIEU CAC UNG DUNG VAN PHONG KHAC
TIM KIEM THONG TIN TREN INTERNET

SU DUNG E-MAIL TREN OUTLOOK EXPRESS

HOI THOAI INTERNET
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TRUONG CAO DANG NGHE QUY DINH HOC TAP

Tat chudng dién thoai Lang nghe

a1 S

e Ns g N bong gop y kién Khong hat thuoc
Hoi lai nhung gi va chlga sé kinh trong 16p hoc
chua hieu nghiém
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Bai 6: TRON THU

[Tao ra cac mau thu mdi tir nhirng danh sach cé san tir Word hay Excel]

* Tao Mail Merge
 Tron Mail

A B C D E F

1 |FirstName LastName Address? City State PostalCode F—Field names
¢ Charlie  Keen 991 5. Mississippi Re. St Lowis MO 89203

3 Raman  Sarn 6808 Backhay 5t Boston  MA GHEKT)

4 Jed Brown 666 FordsLanding  ‘Westover WY 66954

5 |George  Schaller 401 Rodeo Dr. Auburn WA 34923}— Record
6 Patick Sands 4568 Spaulding Ave. N. Seatle WA 12345

! Andreas Schou 14 5. Elm Dr. Moscow D 02912

6 Bob Kelky 12 Juanita Ln. Helena MT 42665

9 Jim Kim 78 Miller St Seaffle WA 81233

10 Eli Bowen 27 Christopher St Seaffle WA 67645

11 Colleen  Bracy 18 Elm 5t, Tulalip WA, 77483
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TRUGNG GAD DANG NGHE

Tao ra cac mau vian ban ma danh sach dudc Iy tir Word hay Excel

rAail PMerge -~

* Tao Mail Merge

Saelect documrent by pe

Wwhat type of document are you
wworking on?

! Lethers
I E-mail messages

Insert Page Layout References
' Envelopes

P N = = T =
(0 (0 03 ()
BT RN

, ' Labels
=  ODirectory
ot
w1 - Letters
Start Mail|  Select Edit Hig e
Merge ~ |Recipients = Recipient List || Mergs that each person receives.

Click Mext to contmnue.
Letters

E-Mail Messages
Envelopes...
Labels...

Directory

PRODLD L D@

w/|| Mormal Word Document

Step 1 of &

Step by Step Mail Merge Wizard...

= Mext: Starting document
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TRUGNG GAD DANG NGHE

Tao ra cac mau vian ban ma danh sach dudc Iy tir Word hay Excel

 Tao Mail Merge

i8] Select Data Source @
GL‘) |,gi v All Data Sources » - | ¢,| | Search 0 |
Organize = EE ~ [ '@'

Searches might be slow in non-indexed locations: C:\Program Files\Microsoft Office\Officel Z\QUERIES. Click...

= . " i
fiw) Microsoft Office W/— Ma items match your search.

[ Favorites
Bl Desktop
4 Downloads

m

= Recent Places

4 Libraries
3 Documents
J‘- Music
| Pictures

E Videos

Mew Source...

File name: | - ’AII Data Sources v]

Tools ~ [ Open l [ Cancel ]
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TRUGNG GAD DANG NGHE

Tao ra cac mau vian ban ma danh sach dudc Iy tir Word hay Excel

* Tao Mail Merge

|'/t-':'.l Lﬂ -5 T Documentl - Microsoft Word
U |

- Home Insert Page Layout References Mailings Review View Developer

.:=| I_% _3|. = 3 'y _~;.'I Rules Lu:t | | | | W !]l
- & 4_,r latch Fields 4 ¢z7] Find Recipient -
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge . Preview 2 5 ~ Finish &
Merge ~ Recipients ~ Recipient List || Merge Fields Block Line Field #] Update Labels || pesults | S Auto Check for Errors Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish
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TRUGNG CAD BANG NGHE

Tao ra cac mau vian ban ma danh sach dudc Iy tir Word hay Excel

* Tron thu:

(CWilde world Smporters

3456 ELM STREET, SaN Frawcisco, CA 10012

Charlie Keen
8991 5, Mississippi Rd.
St. Louis, MO 89203

Dear Charlie Keen,
['want to take a moment to thank you for your continued support of Wide World Importers,

Because loyal customers like you come back year after year, we are still growing steadily and
the future looks brighter than ever,
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