Cach thuc hién Mail merge
Buéc 1: Tao thu mdi hodc gidy chiing nhan, ...

Bwéc 2: Lap danh sach excel c6 cac trudng tuwong ung thu moi, gidy ching
nhan, ... (luu y: chi cé 1 sheet)

- Thu moi, gidy ching nhan, ... va danh sach phai nam chung 1 thu muc.
Budc 3:

- M¢ file thu mdi hodc gidy ching nhan, ...

- Vao Mailings -> Start mail Merge ->Step by step...

- Hién bén phai man hinh select document type (step 1 of 6) -> bam next
- (step 2 of 6) -> bam next

- (step 3 of 6) -> bam next

- Hién khung select data source -> chon file excel danh sach moi hoac tén
chung nhan ->ok -> ok

- (step 4 of 6) -> bam next
- (step 5 of 6) -> bam next
- (step 6 of 6) -> bdm next. Bam dau x trén goc phai Mail Merge tat.

Buéc 4 : Chén céc truong & danh sach trén excel vao thu moi hoic gidy ching
nhan (-> Insert Merge Field -> chén lan luot cac trudng.)

- Chon Auto Check for errors -> xuat hién file word nhu file thu moi hoic gidy
chting nhan bam tat.

- Bam save file word thu moi hoac gidy chiang nhan. Hoan tat.
Buwéc 5: In thu moi hoic gidy chiang nhan

- Bam hinh ¥ & Finish & Merge hién ra 3 dong (trong d6 c6 dong print) chon.
Bit dau in ting thu moi hoac hang loat, ...



