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Trén thu, van ban la mot trong nhiing thu thuat Microsoft Word / Office hitu ich ma ching ta nén
bi€t, nhung khéng phai ai cling thanh thao tron thu bang Microsoft Word. Trén thu gilp ching ta
rat nhiéu néu cé mét mau don, hoac vi du nhu lam bang tét nghiép, gidy khen, c6 mot mau goéc
thoi, va viéc con lai la dién tén, 18p, ngay sinh,... cla hoc sinh, sinh vién. Néu lam thd céng, it thi
chang sao, ch nhiéu thi hién nhién la v6 cung mat thdi gian va gan nhu chang ai da kién nhan ma
lam ca =)) .

Trén thu, tron van ban la moét trong nhitng thu thuat gidp cho chidng ta trong nhiing truong hop
nay. Minh sé huéng dan cac ban cach tron thu nhanh chéng, don gian dé lam :D.
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Chuadn bi 2 tap tin (2 file
Word)

DE trén thu ban can cé 2 file, mot file chlra van ban goc dé bo théng tin vao (File A), va mbét file
chira thong tin dé tron. Vi du:

File A:
Don xin nghi hoc

Hoc sinh:
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LSp:

Ngay sinh:

Ma sinh vién:
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File B: [a mot cai bang giéng nhu hinh
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Chu y: File B ndy CHi CO DUY NHAT céi bang, ban khéng chén bat ctr thd gi vao trudc hay sau
bang nhé.

Bat dau tron thu

Sau dé ma file A (file can tron théng tin vao). Trén thanh Menu trén clung, chon MAILINGS >Start
Mail Merge, 6 Menu s6 xudng, chon cai cudi cung (Step-by-step Mail Merge Wizard...).

Sau c* bam Next ¢ gbéc phai bén dudi man hinh cho dén khi hién clra s6 giéng hinh dudi (Select
Data Source). Ban tim chon file B da chuan bi (file chta bang). Sau dé Next dén budc 4 hoac 5.
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Vao Insert Merge Field, va dan vao nai can dan ?
Vi du ché Hoc sinh thi minh Insert Merge Field Hoc_sinh.
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Xong xubi ching ta Next dén Step 6, va bam vao Edit Individual Letters ché bén phai man hinh,
chon All > OK. Clra s6 Word mdéi sé hién ra, méi trang la mot ban Pon xin nghi hoc véi théng tin cua
tung hoc sinh > DONE.
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Chuc ban thanh coéng.
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