Cach gui Email va tép dinh
kem ngay trén Word

Trong bai viét lan trudc thi minh d& huéng dan véi cac ban tha thuat gii moét phan bang tinh hoac
tép dinh kém ngay trén Excel ma khong can mé Email trén trinh duyét web ra roi.

DéE ti€p nbi cho chu dé dg, cling nhu dé van dung linh hoat gitra 'ng dung Outlook va Word dé gui
tép tin dinh kém nhanh chdng hon thi trong bai viét nay minh sé tiép tuc chia sé véi cac ban mét

meo nho trong viéc tao ndt gii Email ngay trén file Word.

H6 trg cac ban tuy chinh ndi dung, va gli Email nhanh dén nhiéu déi tugng trén cing moét file
Word. Nghe rét la thd vi phai khéng nao ?

e Can thiét 1ap nhimng gi sau khi cai dat xong Microsoft Office?

e Cach khoa Sheet hoac mét vung ndi dung cua Sheet trong Excel

Hudéng dan gii Email ngay trén Word

DE& chac chan moi tién trinh hoat déng gui Email dugc sudn sé thi trudc tién, ban
hay ki€m tra Outlook cla ban da dugc cau hinh Email chua. Néu chua ban cé thé

lam theo bai hudng dan nay trudc nhé: Cau hinh quan ly Gmail trén Microsoft

Outlook.

Okay, sau khi d& chuan bi day du thi bay gi¢ ching ta bat dau thoi nao !

+ Budc 1: M4 file Word cua ban lén.
cagdaor ukguirgmaiktseng-word (1)

+ Budc 2: Tai day ban click vao menu File cagdaerrutguirgmaikisong-word (2) =>
chon Options .

eagdao- utgairgnailkisong-word (3)
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+ Budc 3: HOp thoai Word Options hién Ién, tai ddy ban mé tab Custommize Ribbon => rdi tich
chon Developer => va nhan oK dé thém tab cho nha phat trién (Developer) trén giao dién (ng
dung Word.

St dung ma déc quyén BLOGCHIASEKIENTHUCUNICA dé giam gia 50% tat ca cac khéa
hoc trén UNICA

?VAO HOC THU?

cacdaor ukguiremaiktsong-word (4)

+ Budc 4: Tiép theo ban md tab Developer ra => va chon Legacy Tools => chon ti€p Command
Button (ActiveX Control) dé€ tao mét nut Button trén file Word.

cagdaorukguiremaiktseng-word (5)

Sau dé chon Properties nhu hinh dé ching ta thiét [ap qua moét chut.

eagdao- utgairgnailtsong-word (6)

Bay gid ban dat tén cho ndt Button tai Caption la Send Email => va tat hop thoai Properties di.

cagdaorukguiremaiktseng-word (7)

+ Budc 5: Sau dé ban click chuét phdi vao nat Button => va chon View Code .

eagdao- utgairgnailkisong-word (8)

+ Budc 6: HOp thoai Microsoft Visual Basic for Applications md ra. Tai day ban dat con tré chuot
vao gilra hai doan Code => Roi copy doan ma code sau:

eagdao- utgauirgnailkisong-word (9)

Dim xOutlookObj As Object

Dim xEmile As Object

Dim xDoc As Document
Application.ScreenUpdating = False

Set xOutlookObj = CreateObject(“Outlook.Application”)
Set xEmile = xOutlookObj.Createltem(olMailltem)
Set xDoc = ActiveDocument

xDoc.Save

With xEmile

.Subject = “Fax-data”

.Body = “TEST MAIL.”

.To = “luongtrungxxx@gmail.com”

.Importance = ollmportanceNormal
Attachments.Add xDoc.FullName
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.Display

End With

Set xDoc = Nothing

Set xEmail = Nothing

Set xOutlookObj = Nothing
Application.ScreenUpdating = True

+ Budc 7: Paste vao hOp thoai ThisDocument (Code) . Sau dé ban hay stra lai cdc thong tin nhu:

e Subject: Cha dé Email.
e Body: N6i dung Email.
e To: Ngudi nhan.

+ Budc 8: Cudi cung nhan Run dé thuc thi lénh.

cacdao: ukguirgmaiktsong-word (10)

Néu ban chua luu file Word nay thi hop thoai Save sé hién Ién, tai day ban chon vi tri muon luu =>
va chon Save dé€ luu file.

cagdaorukguiremaiktseng-word (11)

Va nhan vao nut Send tai hép thoai Outlook dé gii Email, cung tép dinh kém file Word cua ban.
Qua hitu ich phdi khéng nao ?

cagdaorukguiremaiktseng-word (12)
Loi Két

Okay vay la xong, nhu vay la minh vira hudng dan rat chi tiét véi cac ban tha thuat tao nat gui
Email va tép Word dinh kém ngay trén Word, dé c6 thé gui Email mot cach nhanh chéng hon
roi dé.

Pén day thi bai hudng dan ctia minh vé cach gli Email (c6 tép dinh kém) trén ing dung Word cling
xin dugc tam dung. Hi vong thd thuat nay sé hitu ich véi cac ban.

Chdc cac ban thanh cong !
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