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Cach tron thu trong Microsoft Word

Tron thu 1 tinh ning hiru ich trong Word, tinh ning nay cho phép ban tiét kiém
dwoc nhiéu thoi gian khi phai thao tac véi vin ban dang chén danh sich vao mét tai
liéu c6 dinh nhu thw moi, thw cam on, gidy chirng nhan,... Trong bai viét nay VnDoc
s¢é hwéng din cic ban cach trén thu trong Word don gian nhit dé cic ban clng
tham khao.

Tron thu trong Word 13 chtrc ning khé tién loi, thé nhung khong phai ai ciing biét cach
lam nay. Bai viét sau VnDoc s& huéng din dén cic ban cach tron thu don gian va hiéu
qua trong Word.

Cach tron mail trong Word
Dau tién, ban cin c6 file word goc cé sin dé chén thong tin vao.
Cach tron thw, van ban trong Word 2007

Buéc 1: Kich vao thé Mailings, chon Start Mail Merge roi chon chirc ning Step by
Step Mail Merge Wizard...

Envelopes Labels

Merge ~l§ Recipients ¥ Recipient List || Merge Fields Block
E| Letterss i Write & 1

i3 | E-Mail Messages

Create

=1 Envelopes...

il | Labels...
_—;] Directory
fiw. Normal Word Documen@

=3y Step by Step Mail Merge Wizard...

Buéc 2: Chon Letters va nhan Next.
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Select document-type

What type of document are you

working on?
@) Letters
) Envelopes

() Labels
() Directory

Letters

Send letters to a aroup of people.
You can personalize the letter
that each person receives.

Click Next to continue.

Steplof6

® Next: Starting document

Budre 3: Chon Use the current document rdi nhan Next.

Select starting document

How do you want to set up your
2

(@ Use the current document

() Start from a template
(©) Start from existing document

Use the current document

Start from the document shown
here and use the Mail Merge
wizard to add recipient
information.

Step2of 6

% Next: Select recipients

Buéc 4: Chon Type a new list dé tao danh sach méi, sau d6 nhan Next.

\ntoc.com
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Select recipients :

(7) Use an existing list

(7} Select from Outlook contacts

@ Type a new list

Type a new list

Type the names and addresses of
recipients,

E Create...

Step3 of 6

P Next: Write your letter

& Previous: Starting document

Budce 5: Xuat hién hop thoai tao cac truong cia danh sach, ban kich vao nit Customize
Columns. .. dé xo6a, thém hoic sira tén cac trudng c6 san theo y clia minh.

Type recipient information in the table. To add more entries, dlick New Entry. z
Tile < | First Name v | Last Name v | Company Name w | Address Line 1 w
>
< | [} | »
Chewewy ] [ o )
Delete Entry | [ Customize Comn=—] [ ok ][ concd |
/

Budée 6: Chon trudng can xoda va kich nit Delete dé x6a n6 (nhdn Yes xac nhén), kich
Rename. .. dé sira tén truong theo ¥ ban.
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Customize Address it s iy 2 liESe)

Field Names

-
First Name

Last Name
Company Name
Address Line 1
Address Line 2
City

State

ZIP Code

Country or Region
Home Phone
Work Phone
E-mail Address

|
L

E———

Buée 7: Sau khi hoan thanh cac tén truong, cac ban tién hanh nhap dit liéu twong tng.
Nhin New Entry dé thém dong méi. Nhap hoan thanh nhdn OK dé két thuc.

New Address List ltm
Type recipient information in the table. To add more entries, dick New Entry’
Tén phuhuynh | Tén HS v | Bia chi v |
]  Nauvan V ‘ ~ Quécléd9-VyDa

[ cionis cotes.. | ]

4

Buwéc 8: Tién hanh chon noi luu file danh sach va dit tén cho né, sau d6 nhin Save.
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i 8 » Dung » Downloads » v | 49 Wl Secrch Downloads bl
Organize v New folder 2y @
i Microsoft Offic ew: Name > Date modified Type

L. Compressed 2/24/2014 8:48 PM  File folder
¢ Favorites 1. Documents 1/18/2014 4:45PM File folder
Bl Desktop 2l L Music 3/2/2014 10:59 AM  File folder
|8 Downloads J. Programs 1/16/2014 216 PM  File folder
" Recent Places J. Video 1/12/2014 834 PM  File folder
4 Libraries
B Documents
&' Music
| Pictures
B videos i 2 »
File name: -
R— roae - ]

Buée 9: Nhan OK

| This is the Ist of recipients that wil be used in your merge. Use the options below to add to of change your lst. Use the
chedkboxes to add or remove recpients from the merge. When your st is ready, dick OK.

Bl Nouyvin v
danhsach.mdb ¥ LéBibao

/inB |

LéBsKiEm  Tiyléc- Hué

Data Source Refine recpient kst
danhsach.mdb Al 3l set.
¥ Elter...
%3 End duphcates...
+| €] Endrecoent...

r g e
[ eat.. J Refrach
s

Buée 10: Nhin Next dé tiép tuc.
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Select recipients

(@) Use an existing list

() Select from Outlook contacts
) Type a new list

Use an existing list

Currently, your recdpients are
selected from:

[Office Address List] in "danhsach.md
i Select a different list...

74 Editredpient list...

Step 3 of 6

P Next: Write your letter

Buée 11: Dt tré chudt vao vi tri ban can chén thong tin va kich More items. ..

Write your letter

If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

2] Address block...
2] Greeting line...

;ﬁ Electronic postage...

When you have finished writing
your letter, dick Next, Then you
can preview and personalize each
recipient’s letter.

Budée 12: Chon trudng twong tmg, sau d6 nhin Insert. Lip lai budc nay cho dén khi da
chén hét cac trudng trong danh sach.
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Insert:
() Address Fields

Fields:

@ Database Fields

Tén phu huynh
Tén HS
Dia chi

Match Fields...

Buéc 13: Nhan Next dé xem két qua

Va day 1a két qua:

-_1.133 B e T

Erwelopes Labels  Start Mall  Select Highlight  Address Greeting Insert Merge
Merge = Recipients « Rcw Ust  Merge Fields Block Line Field =

Create Start Mail Metge Wiite & Insert Fields

|22 Rules =
<3 Match Fields

2} Update Ladels

UnDoc.com

IResutts’ |

CONG HOA XA HOI CHU NGHIA VIET NAM

POC LAP - TU DO - HANH PHUC

-=-000---

GIAY MOI

Kinh giri Ong/ba:}Nguyén Van A
Phu huynh emEm@n Vin B I
Pia chi:jQuéc L§ 49 - V§ Del

Vio lic 11h dén tai phong Al dé hop phy huynh!

Céch thao tac trén Microsoft Office Word 2010 va 2013 hoan toan tuong ty Word 2007.

Trong khudn khé bai viét trén ching t6i di huéng dan cac ban cach tron thu trong Word,



VnDoc - Téi tai liéu, vin ban phap luét, biéu mau mién phi Icom

nhd d6 ban c6 thé d& dang tao nhiéu file gidy moi, thu cam on,... giri dén nhiéu ngudi chi
trong vai thao tac trén, tiét kiém rat nhiéu thoi gian va cong sirc. Ngoai ra, ban co thé
tham khao cac thu thuat lién quan dén van ban Word nhu trén chuyén muc tha thuat van
phong ctia VnDoc nita nhé.



