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Q,

LBi noi dau

Word 2003 ¢6 nhiéu tinh niing méi rat hitu dung déac biét
nhu soan thdo thu tli, g&i e-mail va fax, D& gilp céc ban
tan dung nhifng tinh nang méi nhat cia chuong trinh nay,
chung t6i bién soan va gigi thiéu quyén “Huéng dan gdi E-
mail va Fax trong Word 2003”

Sach dudc bd cuc thanh 4 chudng hudng dan cac ban vé
nhiing thao tac va ti€n trinh lam viéc trong Word 2003 nhu
soan thao thu tir, géi e-mail va fax...

V@i phan gidi thich, va thuc hanh theo ting budc rd rang
va dé hiéu vé cac van dé co ban ctia Word 2003, cac hinh
anh minh hoa vé man hinh hign thij qua dé bang phuong
phap truc quan, ban doc ¢6 thé tu minh lam quen vgi cong
viéc.

Chuc cdc ban thanh céng

Tdc gia
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[

or.

Cac dich vu fax

l. Ban vé cdc dich vy fax

Vi Microsoft Office 2003, viéc g4i fax ldc nay dé dang nhu
viéc gdi mot tin nhdn e-majl. Tu chuang trinh Office cha ban,
ban ¢6 thé ndi két tryc ti€p vei mot nha cung cép dich vy fax
- Ma s& gdi fax cho ban. Ban c6 thé si dyng fax véi Microsoft
Office Excel 2003, Microsoft Office PowerPoint 2003, Microsoft
Office Word 2003, Microsoft Office Outlook 2003, va Microsoft
Office Document Imagingg Program (MODI). Ban phai cai dat
Outlook va Word trén may tinh cta ban d€ st dung dich vy
fax,

1. Cach cac dich v fax hoat dong

Khi ban chon dé€ gdi mét ban fax to mot chuong trinh Office,
- Outlook va Word cung c4p cho ban giao dién dé gdi ban fax cla
ban. Tailiéu ma ban mudn chuyén di dugc chuyén mét cach ty
déng tir mot file &nh TIFF va duge gén sang moét tin nhidn e-
mail. Phan chinh cla‘tin nhin e-mail ciia ban fa ving dugce
cung c&p cho toan trang ciia ban, va cac trudng dugce yéu cau
la tén cla ngusi nhan, s§ fax, ch dé. Ban c6 thé nhap thong
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tin trong cac trudng nay, hodc ban c¢é thé chon mét contact t
s dia chi clia ban. Ma quéc gia trong s8 dia chi cGia ban, bat
d4u bang ddu cong (+); vi dy, + 61/555-1212. Ban nén st dung
mot trang bia va hoan t&t cac trugng To and Subject d€ dam
bao rang fax clia ban da gdi dén ngudi nhan dugc chi dinh.,

Trudc khi g&i fax, ban ¢6 thé xem lai né bang cach s dung
MODI. Bét cu loai file nao ma cé thé dugc in ra sang Microsoft
Office Document Image Write dude hd trg. Sau khi ban gdi fax,
ban s& nhan mét sy xdc nhan e-mail tU nha cung cap fax xac
nhédn liéu fax cla ban d4 dugc chuyén phat thanh cong hay
chua,

.Ghi chu

« Cac header va céc footer khong dugc hd trg trong cac
trang bia tréng. Vi dy, néu trang bia cla ban chia text
hodc cac logo trong moét header hodc footer, nhung phan
chinh tai liéu cla ban la phan trang tréng, text ho#c logo
sé& khdéng xudt higén trong tin nhan e-mail hoic fax ca
ban.

* NéEu ban chon khdng sl dung cac dich vu fax, ban cé
thé gdi mot ban fax bang cach si dung mot modem fax.

2.Uu diém cia viéc st dyng cac dich vy fax

Viéc g&i cac ban fax thong qua mét dich vy fax cho thay nhiing
thuan Igi vé viéc tiét kiém thdi gian. Cac tin nang sau day dugc
cung cdp dé cai thién viéc gdi fax cla ban:

*« Ngudinhén da dang. Ban ¢c6 thé g&i ban fax sang mdt dia
chi e-mail hoac sang mot may fax chuan., va sang nhidu
ngudi nhan nhu ban muén.

<« Nhiéu tai liéu. Ban c6 thé k&t hgp nhidu tai liéu chua rat
nhiéu trang va g&i ban fax dudi dang mot goi.
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« Céc ban fax dién tir. Mot s6 nha cung cép fax cung cép
s6 dién thoai fax cho ban s dung, diéu nay c¢é thé cho
phép chuyén ban fax sang hép Inbox-dudi dang 1a mot
file dinh kém TIFF. Khi ban nhan moét bé&n fax, ban cé thé
xem, in ho#ic b3 sung cac chi thich cho né. Chuong trinh
MODI mé& fax tryc tuyén va cung cép cac tinh ning hiéu
chinh. Ban ciing c6 thé gdi ban fax cho mét ai khac hodc
gdi trd lai bén gdi ban dau.

* Scenario ngoai tuyén. Ban cé thé soan mot ban fax va
gdi né khi hity néi két. Tuong tu v&i e-mail, fax nay sé
dugc luu trit trong hép Outbox va sé duge g6i khi ban néi
k&t mang.

* Ndi luu tr@. Cac fax dugce géi duge Itu tri trong folder
Outlook Sent ltems hoac trong mét vij tri duge chl dinh bdi
céc quy tic Outlook.

3. Céc van dé vé viéc dang ky dich vy fax

Khiban dang ky dich vy fax, ban cé thé chi dinh mét provider
cho cac ban fax ngoai bién va nhidu provider cho cac ban fax
noéi bién. Cac provider dich vu fax khac nhau cung cap cac goi
dich vy khdc nhau dé hé trg nhu cau gdi fax clha ban. P& si
dung mot dich vy fax trén nhiéu may tinh, ban ¢6 thé can kich
hoat fax account cla ban trén méi may tinh bang cach tai xudng
mét gbi dang ky ti web site clia nha cung cap. Théng tin quan
ly account cling dugc luu trix & day.

Il. GGi mét ban fax

. 1. Gdi fax béing cach si dyng mét dich vy fax
1. Thuc hién mét trong nhiing diéu sau day:

* Trong Microsoft Office Word 2003, Microsoft Office Excel
2003, Microsoft Office PowerPaint 2003, hodac Microsoft
Office Document Imaging (MODI), trén menu File, tro vao
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send To va sau dé nhdp Recipient using Intérnet Fax
Service.

« Tu Microsoft Office Outlook 2003, trén menu File, trd vao
New va sau d6 nhdp Fax.

3 Jow_Go ook fctons ti |
rr,vf, T Bost in This Folder  Ctrk#Shit+5
: " o e
Nayigation Pane Shortout ...
| gppoktmort Cri+Shift+4
§4 Contact Ctri+Shift+¢
| 84 Ostrbusonust  Cerkestieat
s v o Iask CrH-Shift+K
:_"_._}!nbou (1) Journal Entry Ctrl+5hift+3
;% ::t::md ki hote Clri+Shift+N
{73 Sent Items 06 Fx T cofisndtex
Outlook Daka Fle...

2. Lan d4u tidn ban sl dung céc dich vy fax, ban sé duqa
nhic dé diang ky voi mot provider. Nhap OK dé md bd

trinh duyét Web, va sau do6 tuan theo cach chidan ¢é ding
ky trén Web site nay.

3. Béng bd trinh duyét Web clia ban, va sau d6 trd vé lai
chuong trinh Microsoft Office ma ban mudn gdi fax tu d6.

4. Gap lai budc 1. M3t tin nhin e-mail s& md trong Outlook
v@i tai liéu cla ban dugc dinh kdm dudi dang 1a mét file.
TIF (énh) ho&c bancé thd dinh kém mot file vaa tin nhén
nay. _

5. Hoan thanh c¢4c trudng Fax Flecapient, Fax Number, va
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Subiject.

Ghi chu
« Ban c6 thé b8 sung mdi 1an chi mat ngudi nhan. DE gdi
ban fax cla ban sang nhiéu ngudi nhan, hdy nhdp Add
More, va sau dé Idp lai budc 5.
6. Trong khung Fax Service, chon céc tiy chon ma ban mudn,

va sau dé hoan thanh cover sheet (trang bia) dudc dat
trong phan chinh cla tin nhan e-mail nay.

7. Nhap Send.

Ghi chu
« Ban phai cai dat Outlook va Word dé sl dung dich vy fax,
va Outlook phai md dé gdi fax clia ban. N&u Outlook khong
md va ban nhdp Send, fax sé dugc luu trit trong Qutbox va
sau dé dugc gdi lan k& tiép lic ma ban md Outlook.
« Sau khi ban da déng ky mét provider, ban ¢6 thé bt dau
budc thu tJ.

2. G&i mot ban fax bang cach st dung mét fax modem

Th{ tuc nay chi 4p dung cho Microsoft Word va yéu céu fax
modem cla ban dugc xac lap dudi dang la mdt may in tren he
théng cuia ban.

1. Trén menu File, trd vao Send To va sau dé chon Recipient
using a Fax Modem.
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&L_mmmmwxods@bmw
J dew... e IR O [ BT
s Open.., Ctri+0 TR
Close .
@ Save Qri+s
Save Bs..,
sl Save as Web Page
4y Fle Search.
Q@ Permission..,
Web Pags Preview
Page Setyp
4}8 Prink Preview
23 Pt Cerbep
E T R — S e
11:1,5@ "4 Mall Regipient (for Reviaw),..
£ E:\Documents and Settings).. {8aing 1 @ Mol Reciplent {as Attachment)...
2 G:\ngottuant aal DOOODS4 | Lo Reciplent using & £ax Modem., .
4 E:{Docurments snd Settings)... \Hide Al X5 Radplont ying Intermet Fax Service, .
L ex ' " s

2. Thyc hién cac budc sau day trong Fax Wizard dé gdi fax
cua ban.

Ghi chi .
Phin cing hode phin mém fax cda ban o5 the eung eap nhigu cich d& gdi edc ban
fax. Vi du, khi fax modem ciia ban duge xic [dp mdt cich chinh xae, tiy chon dé
in sang fax modem cia ban 54 xit hign trong hop thegi Prini. Bing cich oif dung
phuvng phip niy, ngoii chuong trink Word ra, ban c6 the 96i ede bin fox trong
chueng trinh Microsoft Office khic. _

M. Chuyén tiép mét ban fax

Khi ban nhan mét ban fax trong hép Inbox Microsoft Office
Outlook 2003, c6 mét co hoi t5t ma ban s& mudn chuyén ti&p
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né sang ngudi nhan fax khac. Ban cé thé thuc hién didu nay
véi moét sd cdch, t6t nhat 14 s dung chudng trinh Microsoft
Office Document Imaging (MOID).

1.

Nhdp phai file .TIF (dnh) duge gén sang ban fax ma ban
nhén trong Outlook va nhap Open, ban fax nay sé hién
thi trong MQODI.,

. Trong MOID thuc hién bat ky thay d8i nao sang fax nay

ma ban mudn chang han nhu di chuyén cover sheet hodc
bd sung cac chd thich bing mét Pen.

. Trén menu File, trd vao Send To, va sau d6 nhdp Recipi-

ent using Internet Fax Service.

. Hoan thanh cdc trudng Fax Recipient, fax Number, va Sub-

ject.

. Trong khung Fax Service, chon cac tUy chon ma ban mudn,

sau do hoan thanh cover sheet dugc dat trong phan chinh
tin nh&n cta e-mail nay.

6. Nhap Send.

Ghi chua
* Né&u ban dang chuyén tiép ban fax clia ban sang mét

may fax phuc vy cho nhiéu ngudi nhan, si dung mét
cover sheet va hoan thanh trudng To dé dam bdo ring
ban d& gdi dén ngudi nhan dugc chi dinh. Hay nhd rang
fax clha ban da c6 sén trong mot cover sheet duge dit
trong fax ma ban s& chuyén tiép.

* Ban ciing c6 thé chuyén ti€p mot ban fax bang cach nhap

tryc ti€p vao dja chi fax trong dong To clia mot tin nhén
WordMail. Dang dja chi fax nay la faxnumber@
faxproviderdomain.
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IV.SU dyng sé dia chi dé nhap dia chi nhiing ngusi
nhan fax

Ban ¢6 thé gdi fax trong mot snap bang cach sl dung sé dia
chi Microsoft Office Outlook 2003 clia ban d8 nhap cac dia chi
fax trong mau fax clia ban.

1. Thuc hién mdt trong nhiing diéu sau day: .

= Trong Microsoft Office Word 2003, Microsoft Office Excel
2003, Microsoft Office PowerPoint 2003, hodc Microsoft
Office Document Imaging (MOID), trén menu File, trd vao
Send To, va sau d6 nhdp Recipient using Internet Fax
Service.

= T Microsoft Office Outlook 2003, trén menu File, tré vao
New va sau d6 nhdp Internet Fax.

2. M6t phong bi thu thy fax mg véi tai liéu cla ban dude gan
dudi dang ia mét file TIF. Nhdp ntit Address Book trén
thanh cbéng cy E-mail.

3. Bay gio trong hop thoai Select Fax Recipient, nhap danh
sach Show Names from the, va sau d6 nhap Contacts.

4. Chon tén hodc cac t&n ma ban mudn bang cach nhan
phim CTRL khi ban chon, sau dé nhap fax, va nhap OK.

5. Ddng To cla fax luc nay s& hoan thanh. Trong khung tac
vy Fax Service, hdy chon cac tuy chon ma ban muén, va
sau nhap Send. -

Ghi chi | -
D& b3 sung cic sb fax vio cic contset cla ban mit cich nhanh ching, ban cé the
s dyng finh ning msi Person Names Smart Tag. i con trd trén tan trang ding To
elis bdn fax ciia ban vi Person Names Smart Tag xudt hign. Nndy DOWN ARROW
trén smart tag, vi chen Add to Outlook Contscts. B& sung bat ki thong tin ndo
khic wi ban mudn vio contsct méi, vi sau dé nhdp Save and Close. Nhé bE sung
sé fax theo dang seu diy: {=+countrycode) {srea code] {telophons number).
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V.XU ly sy ¢6 cac dich vy fax
1.T6i khéng thé gdi fax dugc

» Dich vy fax ¢6 thé khéng cé sin. P& slf dung cac dich vy

* fax truc tuyén trong Microsoft Office System, Microsoft Of-
fice Word 2003 va Microsoft Office Outlook 2003 dugc yéu
cau.

- D& sf{ dung cac dich vy fax, driver Microsoft Office Docu-
ment Image Writer dugc yéu cdu. Driver ¢6 thé khdng cé
sdn. Hay chay Office 2003 Setup Program dé loai bé
driver nay, va sau d¢ chay chuong trinh Setup lan nia
dé bd sung driver.

= Xac nhan ban da ndi két Internet.

« Ban da dang ky vdi mdt provider dich vy chua? Bay la mét
budc dugc yéu cdu dé gbi cac ban fax tryc tuyén. Thyc
hién céc chl dan xac lap trén Web site cla nha cung
cap.

<« Ban dang tim cach gdi m6t ban fax trén may tinh khac
khdng? N&u ban da dang ky sdn vdi mét nha cung cép
dich vy fax va ban dang tim cach g&i mot ban fax i mot
mady tinh ngoai may tinh ma ban da ding ky vao, ban sé
can kich hoat account trén mbi mdy tinh b8 sung cla

ban. Théng tin kich hoat account c_é san trén web: site
cGa nha cung cdp dich vy fax.

2. Tai sao ngudi nhan lai khéng nhan dugce fax cba t6i?

« N&u ban dang g&i mot ban fax sang mdt may vén hd trg
nhiéu ngudi, chdng han nhu mét fax g&i cdng ty, ban
nén hoan thanh mét cover sheet dén dam bao ring fax
cia ban sé gbi dén ngudi nhan da dugc chl dinh. Nhd
hoan thanh cac trudng To va Subject trén cover sheet
nav.
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* Ban da md Office Outlook 2003 khi g&i fax clia ban hay
khéng? Néu khéng, fax clia ban van ndm & Outbox va
chd dugc gdi vao 1an k& ti€p khi ban md Office Outlook
2003.

3. Lam thé ndo t5i biét ban fax cla t5i da dugc géi?

* Provider dich vy fax cla ban s& gdi cho ban mét e-mail
xac nhan.

* Tham chiéu folder Microsoft Office Outlook 2003 Sent ltems
cda ban d€ xem fax cda ban da dugc gdi hay khéng.
Néu co, ban fax clia ban da dugc gdi sé dugc Iuu trii
trong Sent ltems.

w Xac nhan trong hép Inbox ma ban khdng nhan mat tin
nhan e-mail fax khéng thé phan phai.

4. Khéng phdi tat ca fax coa 16i déu dudc nhan

« Né&u ban chon khéng st dung mét cover sheet, bat ky text
nao ma ban nhap trong ving tin nhan clia ban tax sé khang
dugc gdi v8i fax cha ban: (dinh kém).

« Né&u ban dinh kém va g&i mot loai file khéng dugc hd trg,
chéng han nhu mot .PDF, hay lién lac véi cac nha cung
cap dich vy fax clia ban dé xem néu ho ¢é quan Iy viéc
gdi fax sang ngudi nhan da dugc chi dinh hay khéng.

5.T6i dang lam viéc frén mét ban fax véa dif lidu cOa 15i bj
bién mét.

* Néu ban bd sung, thay ddi, hodc x6a mdt cover sheet, thi
bat ky text nao ma ban nhap vao cover sheet s& bj loai bd.

6. Céc chi thich cha t6i s& bj mat W ban fax ma 16i géi

« N&u ban b8 sung cac chu thich bang mot céng cu Pen

hodc bang cach sl dung Microsoft Office Document Im-
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aging (MOID) chdng han nhu myc, mét hinh anh, hoic
mét hdp text, va sau dé luu tai liéu dé gdi dusi dang mot
file dinh kém sang mdt ngudi nhan fax cda ban, dau tién
ban phai md tuy chon Make annotations permanent when
document is saved trong MODI.

Dé xac dinh tuy chon nay, ti menu Tools, nhdp Options sau

d6 trén tab Annotations chon hdp ki€ém make annotations per-
manent when document is saved.

7.

Néu mét cover sheet dudc yéu cdu gdi dén ngudi nhan
khi may fax thuéc vé nhiéu ngusi, vay trudng Fax Recipient
dong cho muc dich gi?

* Tén ma ban nhép vao trong trudng Fax Recipient dugc
st dung dé€ luu trit cac fax cia ban trong folder Sent items.
N6 cling dugc st dung lam cho tuong hgp véi tén ma ban
da g6 nhép dya vaoc danh sach Contgets.

. T6i khéng cdi dat Microsoft Office Word 2003. Toi c6 thé

gdi fax dugc khéng?

= Khéng, khdng sl dung dich vy Microsoft Office Online Fax.
Ban ¢o thé sl dung phudng phap khac la fax modem.

. Toi khong thé fim théng tin vé cdch xéc lap viéc géi fax

tryc tuyén?

« Lan d4u tién ban tim cdch gdi mot ban fax tryc tuyén tu
Microsoft Office System cla ban, ban sé& dugc dua dén
Office Marketplace dé dang ky v6i mét nha cung cap dich
vy fax. Thuyc hién cac chi dan theo ting budc d€ ding ky
cé san trén Web site clia nha cung cép.

* Ban xac 1ap viéc géi fax tryc tuyén bang cach ding ky
mdt nha cung cap dich vy fax.
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10. Téi khong thé gdi mt ban fax béng cdch si dung mot
s tU s8 dia chi cua 15i.

- M& qudc gia dugc yéu cdu va phai bat dadu bdng mot
ddu cong (+); vi du. +61/8-5556-1212. Ban khdng thé su
dung ma dudng dai trong trudng ma qudc gia, trudng nay
chi danh cho cdc ma qudc gia.

Vi. Géi mét file POF dudi dang mét file dinh kém

Ap dung cho: Outlook, PowerPoint, Word, Excel

Béng cach s dyng dich vy fax trong Microsoft Office 2003,
ban cé thé gdi mét tai liéu Portable Document Format (PDF)
cho mot ngudi nhan théng qua mdt nha cung cap dich vy fax.
PAau tién ban nén kiém tra vdi nha cung cap fax dé xem liéu ho
¢6 hd trg tai liéu PDF hay khéng.

1. M3 Microsoft Office OUﬂook 2003

1. Trén menu File, 1rd vao New, va sau dé nhdp Internet
Fax.

2. Hoan thanh cac trudng Fax Reciient, Fax Number va
Subject.
3. Nhap vao trudng Attach, nhdp nut Insert File trén thanh

cOng cy E-mail, va sau do dinh vi tri file PDF trén may tinh
cla ban.

4. Nhép Insert, chon batky tuy chon nao khac rna ban mudn,
va sau do nhép Send.

Ghi chu

Ban nén sif dung mat cover sheet vi hoan thish it nhit fa trung To d& dim bio
rang ban s& g8i dén nqudi nhan duge chi dinh.

2. MUdi tho thudt dé s dung céc dich vu fax
Ap dung cho: Outlook, PowerPoint, Word, Excel
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S0 dung mot cover sheet. D& dam bao rang fax cla ban da
gdi dén ngudi nhan dugc chi dinh, st dung mét cover sheet’
va hoan thanh it nhat 1a trudng To. Néu ban dang g&i mot ban
fax sang mét cong ty, vi du, sl dung mét cover sheet trong
trudng hgp mdy fax phuc vy nhidu ngudi nhan. Chon cover
sheet ma ban mudn va gilf nguyén lya chon dé. Néu ban thay
déi hay ioai bd mot cover sheet bt ky fax nao ma ban c¢é trén
cover sheet nay sé bi loai bd. Khéng dua vao text néu khoéng
st dyng mét cover sheet ngudi nhan sé& khong nhan théng tin
nay cing nhu khdng nhin thay thdng tin ban nhap vao cac
trudng To va Subject trong tin nhdn cla ban. N&u ban ¢cé mét
logo hodc mét théng tin khac trong header hoéc'footer. Nhap
vao text trong phan chinh ciia cover sheet dé dam bio ngudi
nhan fax c6 thé nhin thdy header va footer d6. M6t phuong
phdp khac dé tao cover sheet Custom riéeng clia ban va luu néd
dudi dang mot template ma ban ¢6 thé s dyng dé gdi fax.

SU dung danh sach contacts clia ban dé gdi mét ban fax.
Hay chon céc contact ti s6 dia chi va gdi dén ho mét fax. Sé
dién thoai fax trong s8 dia chl cia ban phai bat ddu véi mot
ma qudc gia; vi dy (+61) (425)555-1234, Ban khéng thé si
dung mot ma dudng dai véi sé dién thoai nay.

B4 sung cac s fax cac contact Microsoft Outiook béing cach
st dyng Person Names Smart Tag. Néu ban cé mét ngudi nhan
fax'trong déng To clia fax ban ma khéng ndm trong. danh séch
cac contact clla ban, ban c6é thé gilr con trd trén tén nay va
Person Names Smart Tag s& xudt hién. Nh&p DOWN ARROW
trén smart tag va chon Add to Outlook Contact. BS sung bat ky
thdng tin ndo khac ma ban muén vao contact mdi, va sau dé
nhép Save va Close. Nhé b8 sung s8 fax nay theo dang sau
day: (+countrycode)(area code)(telephone number).

Luu gilf cdc bén fax trong Microsoft Office Outlook 2003. Cac
fax tryc tuyén ma ban gdi dugc liu i trong folder Sent Items
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trong Outlook. Tir day, ban ¢é thé luu trl ching trong cdc folder
ma ban chon bang cdch s dung cac quy tic hodc AutoArchive.

Ban ¢6 thé gdi ban fax cla ban sang mét sé fax hodc mot
dia e-mail. néu ban c6 mot tai lidu dé gdi fax va mot vai ngudi
nhan mudn c6 no trong dia chi e-mail hodc khdng cé6 mot may
fax, ban ¢6 thé dua vao ca cac dia chi e-mail va cac sé fax
trén cung dong To. Nhiing ngudi nhan e-mail s& nhan dudc
mdt hinh TIP cQa bat ky file dinh kém nao dudge hd trg, khdng
phai 1a tai liéu géc ma ban bit diu véi.

Béng chuong trinh xem trudc fax clia ban. Néu ban chon dé
xem lai trudc khi gdi né, hdy déng chuong trinh Microsoft Office
Dpocument Imaging (MODI) dé ban cé thé gdi fax cla ban.

@
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BOi den théng tin ca nhan trén mot ban fax. Néu ban mudn
chuyén ti€p ban fax va loai bé thong tin c4 nhan diu tién,
trong MODI, ban ¢6 thé si dung céc cht thich, chi dinh bing
cong cu Pen, d€ bdi den thang tin nay. Nhé chuyén tigp fax
cda ban t trong MODI (File, Send To, Recipient bang céch st
dung menu Internet Fax Service) d€ cac chu thich ¢6 thé duge
xem bdi ngudi nhan.

‘3. G&i fax: SU dung Document Imaging dé chuyén d3i céc
loi file khéng dugc hé trg.

Ap dyng cho: Outlook, PowerPoint, Word, Excel.

Tinh néing cdc dich vy fax trong Microsoft Office 2003 hd trg
cac loai file ma né cé thé chuyén sang file .TIP (&nh) chéng
han nhu cac phan md réng file Office nhu .doc, .ppt, xis, .CVs,
va mot tap hdp md réng anh dé hoa dugc hd trg bdi Microsoft
Office Word 2003 chdng han nhu .jpg, .bmp, .png.

Né&u ban ¢é thé mé mét kidu file khong dugc hé trg trong
mét san pham Office, ching han nhu mét POF, va ban da caj
dat Microsoft Office Document image Writer dudi dang mét may
in, ban c6 thé tao mét file TIP (dnh) ma sau dé ban ¢6 thé adi
dudi dang mét ban fax t0 chuong trinh Microsoft Office
Document Imaging (MODI). Office Document Image Writer dugc
cai dit theo mac dinh khi ban cai dat Office 2003.

D€ chuyén mét file khdng dugc hé trg sang mét file .TIP,

* MG file ma ban muén gdi fax.

¥ Trén menu File, nhdp Print.

* Trong danh sdch Name trong hép thoai Print, nhédp
Microsoft Office Document Image Writer.
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IPIM

I Home:.
1 Statug:  Feady

: Topa: HF Lassuigt 1200 Saries PLL
T where DOT4_00%

i Comment: I Prict to fle
. ;- Pint range 1. [ Copieg e 1
| A 11 Numbes of gopiss: |1

I " Pages Ilomh_ ;o;]‘l

!
3
i

PrlOpiors: [FRlopage ] ok ] cancel |

« D& cdu hinh MODI nham in mot dang file TIP, nhép Prop-
erties.

« Trong hop thoai Microsoft Office Document Image Writer
Properties, nhip tab Advanced.
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HE L aserJet 1204 Series PEL Advanced Optio

C Sﬁ] Printer Faastures
: Optiméize For: Plain
- Economode; Qff

[ ok 1 Cocel

* Bén dudi dang Qutput, chon tiy chon TIFF - Monochrome
Fax, va sau dé nhdp OK.

* Trong hép thoai Print, nhap OK.

* Trong hop thoai Save As, chon hop kiém View Document
Image (néu né chua dugc chon), va bat cd tdy chon nao
khac ma ban mudn, sau dé nhdp Save. Tai lidu lic nay
dugc chuyén sang mét TIP va md trong MODI

Dé gdi fax file TIP cla ban

* Trén menu File, trd vdo Send To, va sau 46 nhap
Hemprent bang cach sif dung Internet Fax Service.
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« Né&u ban da dang ky mot nha cung cédp dich vy fax, nhay
dén budc 5. Lan dau tién ban s dung cac dich vy fax,
ban sé dugc nhdc dé dang ky mot nha cung cdp. Nhidp
OK dé mé& bd trinh duyét Web, va sau do thyc hién theo
cac hudng dan trén Web site nay.

* Béng bd trinh duyét Web, tré vé MODI, va tap lai budc 1.

* MGt phong bi thu fax sé mé vdi file TIP dugc dinh kém
cla ban. Hoan thanh cdc trudng Fax Recipient, Fax
Number va Subiect.

* Trong khung tac vu Fax Service, chgn cac tuy chon ma
ban mudn, va sau 46 hoan thanh cdc trudng To va
Subject trén cover sheet cta ban dé ddm bao ring ban
fax cla ban sé& dugc géi dén nhiing ngudi nhan dugc chi
dinh.

« Nhap Send.
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g

or

Tron thu

I. Cac nguon dU liéu ma ban ¢6 thé s¥ dung cho
mét phan trén thy

Ban c6 thé s dung bat ky loai ngudn di liéu nao cho mot
phén trdn thu (ngudn diT li&u: mét file chua théng tin dugc trén
. vaomaéttailiéu. Vidy, danh sach cac tén va céc dia chi ma ban
muén sd dung mot phan tron thu. Ban phai ndi két sang nguén
dif ligu trudc khi ban ¢é thé s dung thong tin trong dé). Sau day
la mot vai vi du

Microsoft Outlook Contact List

Ban ¢6 thé truy xuat théng tin lién quan mot cach tryc tiép tur
Outlook Contact List ctia ban.
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S Lt lead Loobat
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Company:

Microsoft Office Address List

Ban c6 thé tao mot Office Address List don gidn trong qua
trinh trén thu, va truy cap né cho viéc st dung sau nay. Day la
mot viéc hitu dung cho cac danh sach don gi&n, nhé ma ban

khdéng st dyung thudng xuyén.
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Bl Select Nany:

Type Name or Select from List: _ Show Names from the:

- Worksheet Microsoft Excel hodc co s¢ dit liéu Microsoft Access

Vdi Excel, ban c6 thé chon dif figu tir bat ky worksheet hodic
day dugc dat tén nao trong modt workbook. Vi Access, ban ¢o
thé chon dii lidu tir bat ky table hoic guery nao GUQC xac dinh
trong cd s& dit liéu.

Cac file co s& dif lidu khac

Ban cé thé sl dung:

* MOt ngudn dii liéu ma ban néi két sang bang cach st dyng
Data Connection Wizard.

« Céc file ti cac chuong trinh cd s& dif liéu dya vao file mot
Idp ma ban da cai dit mét nha cung cdp OLE-DB (OLE: 1a
mét cong nghé tich hgp chuong trinh ma ban cé thé sd
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dung d€ chia s& théng tin gilla cac chuong trinh. Tat ca
cac chuong trinh Office hé trg OLE, ban ¢6 thé sl dung
thdng tin chia sé thdng qua cac déi tugng dugc nhing va
dugc ndi k&) hoac driver ODBC (Open Database Connec-
tivity (ODBC): Mét phuang phéap chun déchia sé di liéu
chia sé gilla cac co s8 dU liéu va cédc chuong trinh. Cac
driver ODBC sl dung Structured Query Language (SQL)
chudn dé dat dugc su truy cap sang dii liéu ngoai).

£ FODBE Data Source Administrator 2 x|
User DSN | System DSN | Fie O5M | Diivers | Teacing | Connection Pooling | About |

Uses Data Sources:

Name | Dnves i Add
- ; Microsoft dBase Dstver *.dbl
Excel Files Microsoft Exced Diver | ds)

MS Access Datahase Microsofl Access Driver (" mdb)

Lig

Corfigue...

the indicated data provider A User data source is only visible to you.
- and can only be used on the curent machine.

7ok ] ceest | i | Hep ]

Ban c6 thé truy cap cac ngudn nay hoac khdi dong Data Con-
nection Wizard bang cach nhap New Source trong hop thoai
Select Data Source.
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File HTML

Ban c6 thé sl dung mét file HTML (HTML: 1a ngdn ngit nhan
phu chudn dugc st dung cho cac tai liéu trén World Wide Web.
HTML s& dung cac tag d& chi dinh cach cac bé trinh duyét Web
& hién thj c4c thanh phan trang chdng han nhu text va dé hoa
cling nhu céch dap dng vdi cac hoat ddng ngudi dung) ma cé
mot table don. Dong d4u tién cia table nay phai chia céc tén
cat va cdc dong khac phai chita di ligu.
Loai 56 dia chi dién tit khac nhau-

Ban c6 thé s dung cac loai s dia chi sau day:

* M3t Microsoft Outlook Address Book.

* MGt Microsoft Schedule+ 7.0 Contact List.

* MOt Personal Address Book ma ban da tao cho viéc si
dung vdi Microsoft Exchange Server.

* Batky cdc danh sach dia chi ndo tudng ty ma d3 dugc tao
véi mét hé théng gdi tin nhin tuong thich MAPI, chéng
han nhu Microsoft Qutlook.

Nguén dit lidu Microsoft Word hodc mot ngudn header

Ban c6 thé sit dung mét tai lisu Word dugi dang mét nguén
dif liéu. Tailiéu sé& chita mét table don, Dong dau tién cha table,
chia céc tiéu dé chinh, va cdc dong khac phai chira cac record
ma ban mudn trén. Ban cing cé thé s dung moét ngudn header
dudi dang mét nguén di liéy.

Cac file text

Ban ¢6 thé sii dung bat ky file text vén c6 céc trudng di ligu
dugc tach biét (phan cach) bang céc ky ty tab ho&c cac diu
phdy va céc record dir liéu duge phan cich béng cac dau doan.



30 Chuong 2. Trén thy

Luu y
Niu ban d3 cai dit Microsaft Office, ban ciing e the i dung Micreseft Query &
tae mat Query vi truy xuat d ligu ma ban mebn 1T mat aguin 4T ligu bin ngodi.

Ii. Chon mdt ngudn dU ligu khdc nhau cho mét 1ai
fidu chinh
Cho du ban md lai mét tai liéu chinh ma ban lam viéc trong
mét tac vu Microsoft Word trudc day, hodc ban dang G trong
ti€n trinh tao mot thu trén, ban ¢6 thé c6 mét ngudn di fiéu khac
nhau (nguén dit ligu: 1a mét file chfa thong tin dugc trén vao
mot tai liéu. Vi du, danh sach cac tén va cac dia chi ma ban
muén sl dung trong mét thu tron. Ban phai ndi két sang nguén
dit lidu trudc khi ban cé thé sl dung thong tin trong do.
1. N&u tai liéu chinh khéng dugc md sn, thi hady mé né.
2. N&u khung tac vy Mail Merge khang dugc hién thi, trd vao
Letters and Mailings trén menu Tools, va sau dé nhap Mail

Merge,

Tooks | Teble window Help

45 spelingandGrammar... F?7 | TmesNewRoman + 8 -~
Language » @ e
ﬁord Court...

 speech select

Shared Workspace. . ' | .q
gttecs ondMaings - v MeMergeio K
Ao A o mé\&rm
Qptions =3 Envelopes and Labels
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3. Tiép tuc budc 3 cla khung tac vy (Select recipients) béng
cach nhdp vao Next. '

Mad Merge Al

Select recipients
& Use an existing st
"} Selmct from Outlook contacts
2 Type anew ¥st

Use an existinglist -

Use names and addresses from a fide or a
database,

2 Browse...

TOUE sanent gt

B Next: Write your letter
<& Ptevious: Starting document

4. Nhap Select a different list,

5. Trong hdp thoai Select Data Source, xac dinh va chon nguén
dit liéu ma ban muédn, va sau d6 nhap Open.

Danh sach nhiing ngudi nhan xuat hién trong hop thoai Mail

Merge Recipients, & dé ban ¢6 thé x4c dinh danh sach nhitng
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ngudi nhan.
Cach thyc hién
1. Thyc hién mét trong nhiing diéu sau day:
SU dung cdc hop kiém dé chi dinh nhiing ngudi nhan.
Pay 1a phuong phap 15i uu nhdt néu danh sach cla ban ngén.
« Chon cac hop kiém ndm ké bén nhing ngudi nhan ma
ban mudn dua vao, va hiy nhitng hop ki8m nam k& bén
nhiing ngudi nhan ma ban mudn loai bo.

Tha thuat
Néu ban bibt ring ban mubn dua vao phin lén danh sich trong th trén cda ban,
fiu tién bing cich nhiy Select All 48 dé ding iy cic record dic bigt nay. Tugng
14 viy, néu ban chi mubn dua vio mbt vai record trong danh sich, hay nhap Clear
All, va sau o chon cic record ma ban mudn.

Phan loai cdc thanh phén trong danh séch

Pay la cach hitu dung néu ban muén xem cac thanh phan

theo thif ty bang chii cai hoac sd.

« Nhap heading cét clia thanh phan ma ban muén sort. Vi
du, néu ban mudn hién thi danh sach mot cach thii tu theo
bang mau tu chif cdi theo ho, hay nhdp heading cdt Last
Name.

Loc cac thanh phdoStrong danh sach

Ppay la cach hiu dung néu danh sach chia cdc record ma

ban biét rdng ban khdng muén xem hodc dua vao trong tron
nay. Khi ban loc danh sach, ban ¢6 thé si dung cac hdp kiém
dé lay va loai bd cac record nhu dugc mo ta trong phan trudc
day.

1. Nhap mii tén k& bén heading cot ¢lia thanh phan ma ban
mudn lgc.

2. Nhdp bét ky ty chon sau day:
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* (Blanks) hién thj tit c& cac record ma c6 trudng tuor
dudng 1A trudng tréng.

« (Nonblanks) hién thi tit cd cdc record ma trudng tuor
duogng chira théng tin.

<« N&u ngudn dit liéu cha ban chia cac record chia sé clr
thong tin, ban ¢6 10 gia tri duy nh&t hodc it han trong ¢6
ban c6 thé loc béng théng tin riéng bigt. Vi dy, néu ¢
nhiéu dia chi liét ké Australia 14 quéc gia / viing, ban ¢
thé loc trén Austalia.

H&p thoai Mail Merge Recipient chi hién thj cac record duc
chi dinh. D& hién thi lai tdt ca cac record, hidy nhap (All).

sl Merge Recinents . I 2y AR R X

Te sort the bst, click the appropriate column heading. To narrow down the recipients displayed by a
speciic crkeria, such as by <y, click the arrow next to the cokumn heading. Lisa the check boxes or
buttons to add or remove recipients From the mal merge,

List of recipaents:

[~ sscuem[~ Fl> FI~ el Fl~ Flv Fl~ Flv Fl~ F.] s
M ToalAPO.. 00.. (C.. O i 0 0 0_|
M asoifosfz.. o0 0 o o 0 0
M vendor's 00... De.. 0 0 0 Fa... Pa.. 0 0
M 00... D ] o dste USD Ex.... D 0
=T ¢ 20... M., 3 235 M5 7 5
M terTT 20... Moi.. 40 19.... 792 7 6
[ T a4 20... Mo, 20 20 400 7 6
M i4TTr 0., M. 26 20 400 7 1
M ap 20.. CP.. t . 155 159 7 t
M s 20, Ma.. | 393 393 7 1
B ar 2. Ra. 1 185 155 7 5

AR .. HD.. 1 76 7% 7 5
J | e

Cosrad | mefresn |

| yoidwe | « |

2. Nhap Ok de trd lai khung tac vu Mail Merge. Microsoft Wor
sé sU dung cdc ngudi nhan ma ban da chi dinh cho vié
trdn nay.

Thu thuét
« D4ivdiviéc phan loai va loc cao cdp, hay nhdp miii tén k
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bén bat ky tén cdt nao va sau dé nhdp (Advanced). St
dung cac tab Filter Records va Sort Records dé xac lap
query xép loai va loc ma ban mudn.

« Né&u ban da cai dat phan mém hgp 1é héa dia chi, ban ¢6
th€ nhap Validate trong hop thoai Mail Merge Recipients
dé€ hgp 1é héa céc dia chi clia ngudi nhan.

. Phyc hdi mdt tai liéu chinh #rén thu tré vé mét tai
liéu binh thuéng

Bang cach loai bd ngudn dil liéu duge k&t hgp tii mat tai lidu

chinh, ban cé thé chuy&n ddi n6é thanh mot tai liéu binh thudng
1. M4 tai liéu chinh t tai liéu ma ban mudn loai b ngudn di
liéu ra khoi tai liéu dé.
2. Trén menu View, tré vao Toolbars, va sau d6 nhap Mail
Merge.
3. &hdp Main Document Setup
4. Nhap Normal Word document.
IV. Tiép tuc mot phan trén thu

NE&u ban can ngung lam viéc trén mot phan trén thu, ban co
thé tuu tai liéu chinh va ti€p tuc trén sau dé, Microsoft Word gili
lai nguén dir liéu va thdng tin trudng va gilr vi tri cha ban trong
khung tac vu Mail Merge.

1. Trén menu File, nhdp Save As, va sau dd la dat tén va luu
tai lidu cla ban theo céach thdng thudng.
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35
o [3 My Documents ] e s AY A g i3] Tooks
’ 1 My Daka Sources

; 2y My Pictures

o
Fry DOCumnants
W*‘gﬁ‘;e!

g Flepame: ST >

y X s ]

Paces  Saveas type: [word Document (* dec) =l Carxel

2. Khi ban da s&n sang dé tiép tyc phan trén nay, hay md tai
liéu.
Text cla tai liéu nay clng véi bat ky cac trudng nao ma
ban da chén xuat hién.

3. Trén menu Tools, trd vdo Letters anf Mailings, va sau dé
nhap Mail Merge.
Word hién thj khung tac vy Mail Merge.

4. Ti€p tyc viéc trdn nhu binh thudng.

V. Chon cac ngudi nhan dé dua vao mét phdn tron
thu

1. PAm bao rang tai liéu chinh ctia phan trén thu duoc hién
thi, va ban da chon mgt nguén di liéu trong hép thoai
Select Data Source,
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Selei b Daka St e

fi1 My Data Sources A ow ax e tews-

> - [+ Connect 26 New Data Seurce.oc
e “ @l+iow SCA Server Conrmcton. od:

Fi= name:
[ e l T Newsource... i Qpen
Places Ples of {ype:  |al Duaka Sourtes ¢*.odv; *.medb; *.mde: v | i :

2. Trong hdp thoai Mail Merge, thuc hién bt ky diéu nao sau
day:
St dung cac hép ki€m d€ xac dinh cac ngudi nhan
Phuong phap nay la hitu dung nhat néu danh sach clia ban
ngén.
* Chon céc hép kiEém ké bén cac ngudi nhan ma ban muén
dua vao, va hily cac hop kiém ké& bén ngudi nhan ma ban
mudén loai bo.

Tho thuat

Neu ban bist ban mudn dua vio hiu hit denh sich trong phan trdn cda ban, hiy
nha’ Seloct All, diéu nay dé ding hiy céc record dic bist. Tuong ty vly, néu ban
muon dua vio mot vio record trong danh sich, hiy chon Clear All va sau dé chon
céc record mi ban mudn.




Chudng 2. Trdn thu ' a7
VI. XU ly sy cé phdn trdn thy
M8 ho#c tao tai liéu chinh
T6i mudn s& dyng céc tai liéu chinh t6i da tao trong cac phién
bin Word khac.
Ban c6 thé sl dung c4c tailiéu chinh ma ban da tao trong cac
phién ban sau day clia Microsoft Word:
* Microsoft Word 2002, 2000, 97, 7.x, 6.x, hodic 2.x cho Win-
dows, néu tai liéu chinh dugc dinh kém véi mo&t nguén di
Jiéu.
« Microsoft Word cho Macintosh, néu tailiéu chinh dudc dinh
kém v&i mot nguén di lidu.
¥~ Phién ban Microsoft Word 1.x cho Windows, n&u tai liéu
chinh chia mot trudng D/\TA van cht dinh ngudn dit ligu
nay.
= Word cho Macintosh hoic Word cho MS-DOS, néu tai lidu
chinh chita mét chi dan DATA vén xdc dinh nguén di Héu
(tai liu dii lidu). '
T6i da thay ddi nhin thu ho3c kich ¢ bi thu va khéng biét cach
d€ chinh stfa tai liéu chinh cia t6i.
Hay md tai ligu chinh. N&u khung tac vu Mail Merge khong
Xuét hién, trd vao Letters and Mailing trén menu Tools, sau dé
nhap Mail Merge, trong budc 2 cia khung tac vy (Select starting

document), hdy nhép Label options hodc Envelope options, va
chon kich ¢8 ma ban mudn.
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{ abiel Oplons

Printer information ) e s -
" Dok matrix :
& Laser and ik jot Tray: Manual Feed (Tray 1) =}
Label information : s e
Labe] products: {awy standard :_]
LM mmm ........ S —
: Address
1
2.63"
Mint {4 Y x 5in)

Details. .. | Hew Label. .. I N J! oK. | Cancel I

'Téi khong thé tao mét catalog

Cai ma dudc goi la mot catalog trong cac phién ban trudc day
cfia Microsoft Iic nay dugc goi 1a mét thu myc. Ban c6 thé tao
mot catalog bang cach chen Directory trong budc 1 clia khung
tac vy Mail Merge va sau dé thyc hién cac budc sau day trong
khung tac vu. ‘

Tb6i khéng biét cach d€ phuc h6i mot tai liéu chinh tron thu trd lai
mdt tai liéu binh thudng

1. M3 tai tiéu chinh.

Trén thanh cong cu Mail Merge, nhdp Mail Document setup
va sau dé nhdp Normal Word document.

o Tron AU liéu vao tai tiéu chinh
Cic truding tron dudgc in thay vi in dif liéu
T4t ché do hién thj cdc ma trudng trudc khi in. Trén menu

Tool, nhap Options, nhdp tab Print, va sau dé x6a hop kiém
Field codes.
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21X

Security ; Speling & Grammar i Track Changas
User Irformation l Compatibiity ] Fie Locations

view | Genera |  Edt ik | Save
prm WS e [ .»:.\_..._. . e s L o s A e e e e
I™ Droft output V' ackground printing

™ Update fields
T~ Update bnks
W allow Ad/Lptfer paper resizing

™ Print PostScript over text
I™ Reverse print order

. I Hidden text
Field codes| R Drawing objects
™ g tags M Background colors and images
Options for current document only < e e I
I~ Brint data ondy for forms
Defauk Lray: JUse printer settings :J
Options for Duplex Printing -

@ T'Frontouhe;heet - r“sgdcofthesheet

| K I Cancel

Tai li¢u dudc trfn 6 cac dong trdng
bé ngan céc ddng tréng v8i cac trudng Microsoft Word chang
han nhu IF, SET, va ASK, thuc hién cdc budc sau:

* Néu moéttrudng (ching han nhu ASK hodc SET) khong ¢6
text, ban ¢é thé cheén trudng nay trong text chudn. Ban
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phai dat trudng trong moét doan riéng biét, dinh dang dau
doan dudi dang text 4n. Trudc khi ban trén céc tai liéu,
hay x6a hop kiém Hidden text trén tab Print trong hdp thoai
Options (menu Tools).

I™ Draft output ¥ Background printing
™ Update fisids ™ Print PostScript over text
I Updae frks - {7 Reverse print order
¥ sllow AdfLetter paper rasi
™ Document properties idden toxt! |
W Field codes ' W Drawing pbjects
M amtags V¥ Background colors and images
m-‘s fm Mﬂ* m m-‘v bt e e = et A WA A & i @ 12 e e e e en o e
I Print data only For Forms
Defauk tray: |Use printer settings -]
Optm FOf mx me matr ot s sttt on o peegspens st eomens 4 Sapessen it pests 4 44 % sresnes £ sne ¢+ 4 spesnngene o seesesns  pen
@ ™ Front of the gheet @ ™ Back of the sheet

I oK I Cancel -

« Né&u text dugc chén bdi mot trudng IF phai dugc in trong
mot doan riéng biét, dua vao dau doan trong cac chiiénh
trudng. Cheén trudng IF trong tai liéu chinh, sau d6 vdi cac
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ma trudng hién thi, chén ddu doan bén trong tap hdp cac
d&u trich dan.
Téi da chon thy chon d€ hiéu chinh cac thu ca nhan va t6i khéng
biét cach dé€ in cac that cu thé. .

Khi ban trén cac thu hodc cac Joai tai liéu duge trén tuong tu
sang mot tai liéu mai, Microsoft Word dat méi thu trong m&i phén
riéng biét cla tai liéu mai nay.

D& in cdc thu cy thé tir tai liéu mdi, nhap Print trén menu File.
Trong hOp Pages, gé nhap cac s6 clia cac phan chua cac thu
ma ban mudn in. Vi dy, dé in cac thu mau thi ba, thd sdu, tha
bay va thu tdm, gé nhap s3, s6 - s8 Yrong hop Pages. P& xac
dinh s6 phan nay, hay nhdp mét thu va sau d6 chi ¥ dén s6
phén dudg hién thi trong thanh trang thai, vi du “Sec 3.

Hop thoai Match Field xuit hién bit ng¥, va t6i khang biét né
dudc st dung cho muc dich gi. _

Néu hop thoai Match Field xu&t hién, Microsoft Word khéng
thé tim mot s8 théng tin né can cho khdi dia chi, déng chao hai
ho&c trudng khac. Nhap mai tén k& bén (not available), va sau
dé chon trugng tif ngudn di liéu cta ban tuong Ung vdi trudng
duge yéu cau cho viéce tron thu nay.
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Mateh Fiebds S N ‘251

M&bfqehasspecndf&ah:esfora&s&ymwﬂﬂaddwsses Pbeasespecn‘y address
fisld components to simpify address insartion.

Required information Al
Last Name (not avalable) -
First Name ’ {not avalable) +
Courtesy Yithe not avalable)
Company 1wt avalable LE S
Address 1 ok avallable) -

City {fnot ayatable) -~
Stake {not avalable)
Postal Code not avaldable) -~
Spouse First Name '
opuoml information
| ] Mxide Name [(not avallable) -
S R P

Use the drop-down Sists ko choose the fisid from youwr database that corresponds to the
acidrass information Mail Merge expacts (isted on the left. )

Khi t6i tim cach trdn d€ gdi e-mail, 18i nhan duge mot dong nhin
héi liéu t6i c6 mudn cho phép truy cip sang cac dia chi Outlook
caa t6i hay khaong?

Khi ban trdn e-mail vdi Microsoft Outlook dudi dang chuadng
trinh e-mail cda ban, ban cé thé nhan dugc cac dong nhén
Outlook cho ban biét rang mot chugng trinh dang tim cach truy
cap cac dia chl e-mail va gdi e-mail. Cac phudng thic an toan
dugc thiét ké dé ngén nglia vi rit sé sao chép thdng qua e-mail.

D& tiép tuc vdi hoat déng trén nay, hay chon hop kiém Allow
access for, va sau d6 chon lugng thdi gian ban cidn dé hoan
thanh viéc trén nay. Nhdp Yes, va sau dé néu dudc nhic lai,
hay tiép tuc nhap Yes cho dén khi hoat dong tron dugc hoan
thanh. :
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Cac dong nhic nay khong xudt hién néu tin nhan e-mail du’QC
gditheo dang HTML. D€ ngéin céc dong nhéc xuat hién khi thuc
hién hoat dong trén dé gdi e-mail, hay chon HTML lam dang
Mail trong hop thoai Merge to E-mail.

T6i mubn st dung Microsoft Query d€ truy xudt dit li¢u nhung t6i
khong thé€ xac dinh né

Ban cé thé khéi dong Microsoft Query ti hop thoai Seiect
Data Source, hay nhdp menu Tools, va sau d6 nhdp MS Query.

« Thong tin hién thi bdt ngd trong tai liéu trén
Téi thay thong tin dia chi cia ai d6 ma 31 khong biét

Cac hop thoai Insert Address Bilock va Greeting Line cung
cdp thong tin mau cho muc dich xem lai. Ngudi nhan miu ma

ban thay trong cdc hop thoai sé khdng xudt hién bat ky noi nao
trong tai liéu dugc trén cha ban.

Grecling Line . _ gy
Graeting ine format; '
[ T el
Gresting line for invalid recipient names:
f)aar Sir or Madam, :_I
pfm . - e - g S e e

Dear Mr. Randal,

ﬂatd'lﬁeh:ls...l ' =3 Concel |
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Tosea b Adlidiveas Tiloe k

vV Insert recipient’s nams in this Format:

€ Never inchude the courtry/ragion in the address
€ Aways inchade the country/region in the address
. -ﬁ,wm#mtrmrmm

. V‘_Waﬁmxw&um&nmmmm

M. Joshi;e Randall ¥,
Blus Sky Arines

1 Airport Way

KRty Hawk, NC 27700
Unitad States of America

wm...l _  [ ] coa |

 Céc phén ti liéu trdn thy cda t6i ¢6 dinh dang khac nhau
Né&u thong tin trong nguén dit liéu cda ban dugc dinh dang
khdc vdi text trong tai liéu chinh, viéc dinh dang c¢6 thé khén
chinh xac khi théng tin dugc trén, '
Trong tai liéu chinh, hay chon toan bo trudng trén tuong ung
véi dif liéu ma ban mudn dinh dang. Sau dé trén menu Format,
nhadp Font va gac tiy chon ma ban mudn.
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Téi thdy théng tin ma t6i khéng mong mudn trong cac phan tai
liéu dudc trdn _

Mot trudng khéng mong dgi ¢é thé dugc chén nham vao tai
lidu. Hay m& tai liéu chinh va x6a bat ky cdc trudng phu, cac
trudng nay sé dugc dit trong cac ddu ngodc << >>.

Viéc dinh dang cac dia chi khéng déng nhat

N&u ngudn dii lidu cha ban ¢ cac dia chl tu cac qudc gia
hodc cac vang khac nhau, Word ¢é thé dinh dang cac dia chi
theo qudc gia hodc vung cla dia chi ngudi nhan. Né&u ban mudn
t4t ca cac dia chi s dung mdt dang don, ban ¢6 thé tit tuy chon
nay trong hgp thoai Insert Address Block bang cach xda hép
kidm Format address according to the dastination country / region.

59“'1’ address siements — . : - L
¥ Insert pecpient’s name in this Format:

the courtryfregion In the address
the courtryfregion F dfferent than:

ed Rates |

ot address. accordrg o the Qeﬂhatim cmw‘mgm

Mr. Joshua Randall Ir.
Blue Sky Auiines

1 Arport Way

Kitty Hawd, NC 27700
Uriked States of America

et ch Feics... | [ ] conce |
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VII. Ban vé cdc nguén di lidu trén thy
M6t ngudn di liéu 1a mét file - vi du, mét Microsoft Outlook

Contact List chia di liéu khdc nhau trong mbi ban sao cla mot
tai tiéu dugc tron.

Cach cac ngudn dif liéu hoat dong trong mot phin tron thu

Ban c6 th€ xem mot ngudn di liéu 12 mot table. Mai cdt trong
ngudn dif ligu tuong ing mot hang muyc cla théng tin, hodc
trudng da liéu - vi duy, t&n, ho, dia chi dudng, va ma buu dién.

Tén cha mdi trusng dii liéu dugc liét ké trong hang dau tién
chda cac 6, dudc goi 14 record header. Méi hang ké tiép chua
mot record di lig¢u, day la mot tap hgp hoan chinh chida thong
tin lién quan - vi dy, tén va dia chi clla mét ngudi nhan.

Khi ban hoan thanh hoat dong trén, théng tin ngudi nhan ca
nhan dugc anh xa sang cac trudng ma ban dat trong tai ligu
chinh ctia ban.

N6i két sang méot ngudn dif lidu

Theo mac dinh, ban ndi k&t cac ngudn tai liéu trong hop thoai
Select Data Source. Néu ban ¢& sdn mot ngudn tai lieéu dé su
dung (chang han nhu mdt Microsoft Outlook Contact List hodic
mot co s& dir lidu Microsoft Access), ban cé thé n&i két tryc ti€p
sang noé tu khung tac vu Mail Merge.

Né&u ban khong ¢6 sdn nguén dir lidu, ban cling cé thé tao
mot ngudn di liéu mot cdch tryc tiép tif khung tac vu nay. N&u
ban chi mudn mét danh séch dia chi don gian, khung tac vy Mail
Merge hudng dan ban thong-qua tién trinh tao mot Microsoft
Office Address List. Hodac ban c6 th€ tao mét ngudn dir liu
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phudc tap hon td trong hop thoai Select Data Source.
Chon céc ngudi nhan riéng bigt tY ngubn dif lidu nay

Mot khi ban ndi k&t sang ngudn di liéu clia ban, thong ti
ngudi nhan xudt hién trong hop thoai Mail Merge Recipient, ¢
a6 ban ¢6 thé chon chinh xac cac ngudi nhan dé dua vao phar
tron nay.
Vill. Tao vé in cac form letter

Ban sl &ung khung tac vu

Mail Merge dé tao cac form m' '_’_’_ % X
letter. @
1. Trén menu Tools, tro vao | setect docusrent type
Letters and Mailing, va what type of document are you
sau do nhap Mail Merge. working on?
. Bén dudi Select ‘@ Letters
document type, nhdp . E-mal messages
Letters, : QEnvebch
Tai liéu hoat déng trd . L.abels
thanh tai lidu chinh. . Qirectory
5. Nndp Noxt: SIaring | ioners
nt. Send lstters to a group of people.
You can personalize the letter that
each person receives,
Click Net to continue,
Stepiof®6 . . .
a§ Next: Starting docurnent
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Thi thuat

N&u ban d& quen véi tinh nang trn-thy hode thich lim viés ban agoai khung $ic
vu hon ban ¢6 the i duag thanh eing cy Mail Merge. Cse nt duge sip xdp mst
cach trink ty 17 tedi qua phii.

Xac 1ap va hién thi thi cha ban
1. Thuc hién mot trong nhiing didu sau day:
* Nhap Use the current document
Sau d6 ban c6 thé g nhap thu trong cira sé tai liéu nay hodc
chd cho dén khi khung tac vu nhéc ban thyc hién didu nay trong
mot budc ti€p theo.
Bét dau véi mot template
1. Nhap Start from a template.
2. Nh&p Select template

Select teqnplate ' L b %:‘” T x|
Gomvd' Legsl Pleadings i Lettess & Fazes  Mal Merge iMmrm ] Other Docurmants | Pubiications i Raportsi
o e = (o
@ 7] v v Poo
[ i S B W— e e
Contemporary Contetmporary Elegant Merge 7
Meorge Fax  Marge Letter  Address Lit TwEma s o
v w| w| w]
i o] * R ]
Elogant Merge Elegant Mer: PlanMarge  Profsssional
Fax Lstter Letter Terge bd. .. |
v| w !
a3z i — e e — f
mm F. m ...................... SM e . e
” ge Lotter Croote New -
1 Document ¢ Template |
Templates on Office Onilne ] - | oK I Canvel I

3. Trén tab Mail Merge trong h(‘,’)p thoai Select Template,
hay chon template ma ban mudn , va sau dé nhip OK.
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Bt ddu vdi bat ky tai liéu c6 sén khéc
1. Nh&p Start from existing document.

2. Trong hdp Start from existing, chon i liéu ma ban muén,
va sau d6 nhap Open.

2l

:j@*':ﬂ QX gy Toekse

1 Chck here and type address doc

q Fiepane. b [oeee -
Cacol 1

i Motwork,
| Paces  Flesoftype: Jaword Documents (*.doc; *.dok; ~ bem; ¥ bk, *.wl: ¢ ]

Né&u ban khdng thdy tai liéu nay, hay nhap More files,
va sau dé nhap Open. Trong hdp thoai Open, xac dinh
tai lidu ma ban mudn, va sau dé nhdp Open.
2. Nhap Next: Select recipients
Xac dinh hodc tac mét ngubn dif liéu va sau d6 chon cac ngudi
nhan , '
1. Thyc hién mét trong nhitng diédu sau day:
N&i két v8l mdt Microsoft Outlook Contact List

1. Bén dudi Select recipients, nhap Select from Outlook
contacts.
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v X

# Selact from Qutlook contacts
. Type a new list

Sefect from Outlook contacts

Sdectnamsmdaddrcssesfrmmowodx
contacts folder,

3 Choose Contacts Folder

[ TR S S

@ Next: write your lstter
& Previous: Starting document

2. Nhip Choose Contacts Folder.

3. Trong hép thoal Select Contact List folder, nhap danh
sach contact ma ban muén, sau d6 nhdp OK.
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Sobirct Conback D1st Foddes

4} j i

o ]  coeel |

/i

TAt cA contact trong folder xuat hién trong hép thoai
Mail Merge Recipients, & d6 ban ¢6 thé xdc dinh danh
sach chia nhiing ngudi nhan dé dua vao phan tron.
K&t n8i véi mdt loai danh sach khéc nhau, chding han nhu mét co
sd dif liéu hoidic mét Office Address List
1. Bé&n dudi Select recipient, nhap Use an existing list.
2. Nh3p Browse.

3. Trong hdp thoai Select Data Source xac dinh va nhap
ngudn dif liéu ma ban mudn.

Theo mac dinh, Microsoft Word sé mé folder My Data
Sources. '

4. Nhdp Open.
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maclec b LRt Sanrae

i F.

] ::_Ia-s-u'dx e ok

Lock in: |§Q} Py Data Souvces

: il +Conreet to New Data Source.odc
_..-) P +Haw SQL. Server Cormechon. odc
_ AF HCM TD1-2002 ‘AP {2 .odc
Desktop
-y
My Dacuments
My Compuker

: . Flle :
wwmerc ~ ﬂ"ﬁ"_] [ ]
. Cancel

Faces  Flesof typs: |ab Doka Sources (. okc; *.mabi *.mde; v |

Phy thudc vao loai ngudn dit liéu ma ban chon, cac hép thoai
khac c6 thé xudt hién yéu cdu ban cung cdp théng tin cy thé.

Sl e Becipien N _)sj
To sort the ¥st, click the appropriate column heading, To narrow down the recipients displayed by a
spetific anteria, such as by oy, dick the arrow next to the column heating. Use the check boxes or
buttons to add or remove recipients from the mald merge.
List of recipents:
M asqijosrz... o0.. o 0 [ 0 [i]
M Vendor's 00... De... O 0 5] Pa... Pa 0 0
] 0. 0 0 0 date USD  Ex 0 0
M 14Tt .20, M. 3 2358 705 7 s
B 141y 20... ME.. 40 19.... 792 - 7 6
M 141TY 206, Mo 20 20 40 7 6
M 4y 20... MS.. 20 20 400 7 1
P a 20... CP,.. 1 159 159 7 1
¥ 2. Ma. 1 393 293 7 1

AP 20... Ra... 1 155 155 7 5

AP 20... HD... 1 16 76 7 -
¢ | »j_

seecal | Cmarph | pefresh | _
Fird... Eckt . yaidate )
| o] Cuee | =]
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Vi dy, néu nguén dit liéu cta ban la mét workbook Microso
Excel ¢4 thong tin trén nhiéu worksheet, ban can chon workshee
chita thdng tin ma ban mudn, va sau dé nhap OK.

T4t c& cdc myc nhap trong ngudn dit liéu xudt hién trong ho
thoai Mail Merge Recipients, & d6 ban cé thé tinh chinh dan
s&ch nhing ngudi nhan dé dua vao phan tron.

Tao mét danh sédch dia chi méi don gian

1. Bén dudi Select recipients, nhap Type a new list.
2. Nhap Create.

3. Trong hép thoai New Address List, gd nhap thong ti
ma ban mudn dua vao cho muyc nhap dau tién bén dut
Enter Address information; vi dy, tiéu dé, cac tén, v
thdng tin dia chi. Ban khdng can dién day dd thong ti
trong méi trudng.
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4. B8 hoan tat myc nhap dau tién va di chuyén sang mot
muc nhap mdi, nhdp New Entry.

5. Lap lai budc ba va bdn cho dé&n khi ban dé bd sung 14t
cd cac myc nhap dja chi ma ban mudn, va sau dé nhép
Close.

6. Trong hop thoai Save Address List, go nhap mét tén

hodc cho danh sach dia chi trong hdp File name va chon
mot folder dé luu danh séch nay trong dé.
Theo mac dinh, danh sach dia chi dugc luu trong folder
My Data Source. T&t nhit nén gill lai danh sach dia chi
& day bdi vi day ciling |a folder méc dinh ma Microsoft
Word tim ki&m cac ngudn dit liéu trong dé. Vi thé, néu
ban muén s dung danh sach dia chi nay trong mét
hoat dong trén thu, sau dé, ban s& khdng can phai dinh
hudng qua cac file va cac folder d§ xac dinh nd.

7. Nhdp Save. '

T4t ¢4 cac muc nhap trong danh sach mdi clla ban xuét hién
trong hép thoai Mail Merge Recipients, 3 d6 ban ¢6 thé xac dinh -
danh sach cac ngudi nhan dé dua vao hoat dong tron nay.

2. Trong hdp thoai Mail Merge Recipients, chon nhifng ngudi

nhhan ma ban muén dua vao.

3. Nhap Next: Write your letter
Hoan thanh thu va b8 sung cic trudng trin

1. N&u ban khong sdn sang thyc hién diéu nay, trong tai liéu
chinh, g8 nhap text ma ban mudn xuat hién trong méi form
letter.

2. Chén cac truong tréﬁ vao ngi ma ban rpuc‘in trén cac tén,
céc dia chi va dit liéu khac t ngudn di liéu nay.

Cdch thyc hign
1. Trong tai liéu chinh, nhdp ngi ma ban mudn chén trudng

nay. ,
2. Chén bat cu thanh phan sau day:
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Kh6i dia chi vdi tén, dia chi va théng tin khac
1. Nhap Address Block. :
2. Trong hap thoai Insert Address Block, chon cac thanh

phan dia chi ma ban mudn dua vao va cac dinh dang
ma ban mudn, va sau dé nhap OK.

Insert Address Block

Specify address elements -
¥ Insert recipiert’s name in this format:

W Insert postal address:
€ Never inchade the country/region in the address
 Awways incude the tountry/region in the address
5 Only inciude the country/region ¥ déferert than:

nked States R4
V¥ Format address actording ta the ﬂaﬁmatm countryiregion 1
Dyl o e e

My, Joshua Randal .
Blue Sky Airlines

1 Arport Way

Kitty Hawl, NC 27700
United States of America

ﬂatchﬁdds..'l oK Cancel I
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3. Néu hop thoai Match Field xuat hién, Microsoft Word
khéng thé tim mét s6 thong tin né cdn cho khéi dia chi,
Nh&p mii tén ké bén (not available) va sau dé chon
trudng tir ngudn dir liéu clia ban tuong Ung vdi trudng
dugc yéu cdu cho hoat ddng trén thu nay.

Mateh Fields

Mail Merge has special features For easily whh addresses, Ple
Field components to simplify address nsertion.

22 T

ase specfy address

Reguired information R
Last Name |Last Name =
First Natme [Fiest Name <
Caurtesy Title [Tie v
Company [Company Neme _»] _ |
Aedress 1 [Rddress lre 1]
State [State -
Postal Code | ZIP Code x
Spotise First Name (not avadable)

Optional information
Midde Nzme {{not available) - .

ST - ) ook me:ad akdeay

Use the drop-down Jsts to choose the fisld from your database that corrasponds 1o the
ad&essrfmm.mnagegxpocts{istedmﬁub&;}

Ciéc trudng théng tin khéc
1. Nhap More items.
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Insert Merge Field

First Name
Last Name
Company Name
Address Line |
Address Line 2
City

State

2IP Code
Courdry

|Home Phone

Work Phone
E-mail Address |

Mokch Fiekds... | [ rsert | cacel |

2. Thyc hién mot trong nhing diéu sau day:

* D& chon cac trudng dia chl ma sé tuong Ung mot cdch 1
déng vdi cac trudng trong nguén di fiéu ca ban, tham ch
néu céc trudng clia ngudn dif liéu nay khéng cé ciing tér
vdi cac trudng clia ban, hdy nhdp Address Field.

+ D& chon c4c truding nhan dif liéu tryc tigp t& mot cot trong
mét co 8 di liéu, hay nhip Database Field.

3. Trong hép Field, nhdp trudng ma ban mudn.

4. Nhap Insert, va sau d6 nhap Ciose.

5. Néu hop thoai Match Field xuat hlén Microsoft Worc
khéng thé tim mot 8 thong tin ma né cdn dé chén trudng
nay: Nhap miitén ké bén (not available) va chon trudng

nay tu ngubn dur liéu cha ban tudng Ung véi truding dyge
yéu cau cho hoat dong trén thu nay.
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Ghi cha

M&u ban chén mot trudng ti mt danh sich Databasa Field vi sau d6 chuydn sang
mdt ngudn dit ligu khong cd bt cd ciing tan, Word 8 khéng cho phép chén thing
tin trugng vio 13i lidu duse trin ndy.

Buu phi dign tf |

P& bé sung mét buu phi dién tl, dau tién ban phai cai dat mét .

chuang trinh buu phi dién i, chang han nhu ban mua tif mot
dich vu trén World Wide Web

1. Nh&p Electronic postage.

Né&u ban khdng cai dat mat chuong trinh buu phi dién

tl, Microsoft Word nhéc ban cai dat né va dé nghi ndi

K&t v&i Web site Microsoft Office Online. Ban ¢6 thé ¢o

nhi€u théng tin vé cac ndi két sang cac site khac dé
nghl buu phi dién td.

2. Cheén buu phi theo huéng dan cla chuong trinh.
Ma vach buu dién

Ban phai chon mot nhan hodac moét loai bi thu hd trg ma vach
POSTNET.

1. Nhap Postal bar code.

Sefect the appropriate address fields beiow
and chick OK to insert a bar code at the
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2. Trong hdp thoai Insert Postal Bar Code, chon cac truéng
dia chl thich hgp.

Ghi chu

Tiiy chon Posta! Bar Code chi xuat hién khi ban st dung phién bin ngdn ngit My
cia Microzoft Word.

3. Lap lai budc 1 va 2 cho t&t cd cdc trudng ma ban mudn
chén. '

Ghi cha

< Ban khong thé g nhap cac ky ty trudng trén (<< << >>
>>) b&ng tay hodc s dung l1&énh Symbol trén menu Insert,
Ban phai st dung khung tac vy Mail Merge.

« N&u cdc trudng trén xudt hién, chd ng han nhu
{MERGEFIELD City}, sau d6 Microsoft Word hién thi cac
ma trugng thay vi cac két qua trudng. Di€u nay khong anh
hudng dén hoat dong trén. Nhung néu ban muén hién thi
cac k&t qud, nh&p phéi ma trudng va sau dé nhap Toggle
Field Codes trén menu tat.

3. Néu ban muén, ban c6 thé thayddi dang cla di liéu dugc
trdn nay

Cach thyc hién

P& dinh dang dif liéu dugc trén, ban phai dinh dang céac trudng
trdn trong tai liéu chinh. Ban khéng dinh dang dit liéu trong nguén
dit liéu, bdi vi viéc dinh dang clia né khong dugc gil lai khi ban
trdn di liéu trong tai liéu nay.

1. Trong tai liéu chinh, chon trudng chiua thdng tin ma ban
mudn dinh dang, bao gém cac ky ty trudng trdn xung
quanh (<< << >> >>).

2. Trén menu Format, nhdp Font, va sau dé chon cac tly
chon ma ban mudn.
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Font golor: ' Underline style: Lirnderne v oo '
I Autormatic :J r{m) ﬁ I Aurematic .ﬁ.;
Eﬂ:ects R e e e e e ke e = -
I~ Striksthrough I~ shadow I~ small caps
™ pouble strikethrough ™ outline ™ ad caps
™ Superscript I gmboss ™ Hidden
I subscript I~ Engrave
ﬂ,eMw .........................................................................................................................................................................

VNI-Helve-Condanse

Thiy-is a TrueType font, This font will be used on both peinter snd screen,
Refault... i ) [ o l Cancel l

Dinh dang bing cich s& dung cic ma trudng
Pé kiém soat cac khia canh dinh dang khac, nh_é'n ALT + F9
dé hién thi cac ma trudng, va sau dé bd sung céc lénh chuyén
déi sang céc trydng tron nay.
4, Sau khi ban 88 hoan tat tai liéu chinh va chén t4t ca céc
. trddng trén, nhdp Save As trén menu File. Dat tén tai liéu
nay va sau dé nhap Save.

5. Nhdp Next: Preview your letters,
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Xem lai cac thd va tinh chinh danh sich ngudfi nhan
1. Xem lai cac thanh phdn. Thyc hién mét trong nhitng diéu

sau day: |
- * Xem lai cac thanh phan mét cach thi tu, nhap cac nut mii

tén << >>,

Fred Entry " i Xj

Fin: |

Lookin: 6 Al ields

€ This field; | _vJ
gl e ,.*' Cancel l

* D& xac dinh va xem trudc mot thanh phan cu thé, nhap
File a recipient, va sau d6 g& nhap tiéu chuin tim kiém
trong hop thoai File Entry.

2. Néu cén thiét, hay tinh chinh danh séach ngudi nhan, thyc
hién mét trong nhitng diéu sau day:

* D& loai bd mét ngudi nhan cy thé ra khdi phén trén, nhap

~ Exclude this recipient.

* D€ thay ddi danh sach clia cac ngusi nhan, nhép Edit re-
cipient list, va sau d6 thyc hién cac thay ddi cGia ban trong
hép thoai Mail Merge Recipients.
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ol Mepope e apreesit s . _5]

To sort the kst, chck the appropriate column haading, T narrow down the racipients displayed by &

specific criearia, such a5 by city, cick the armow next to the column heading. Usa the chack boxes or
buktons to add or reencys reciplants from the mal merge.

ist of recipients: .
v lestName 1 v FrsiName | v The | =| CompanyName | v Addess

«| | »
selectal | Clear gl | neresh |

o | 15| e | =

3. Nhap Next: Complete the merge.
Hoan thanh hoat dong frdn

Thuc hién bat ky tac vy nao sau day:
Tao tay bi€n cac thu ca nhdn

Pé tao tly bién cac tai liéu ca nhan, ban ¢6 thé hoan thanh
hoat ddng trén, va sau dé hiéu chinh théng tin ma ban mudn
trong tai liéu dugc tréon.

1. Nhép edit individual letters.

Merge to New Bacume
o
™ Currert record

("Emm:‘ - Te 1
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2. Trong hdp thoai Merge to New Document, chon cac record
ma ban mudn tron,

3. Nhap OK.

Microsoft Word tao va mé mdt tai liéu dudce trén mdi. Tai lidu
chinh cha ban ciing dugc mé, va ban ¢ thé ¢6 thé chuyén ddi
trd lai né néu ban muén thyc hién mét sy chuyén ddi ddi véi tat
ca cac tailiéu..

4. Cuén sang théng tin ma ban mudn chinh sira, va thyc hién

cac thay ddi cQa ban.

5. In ho&c tuu tai liéu tueng tu nhu ban thyc hién ddi véi bat

¢! tai ligéu thong thudng nao.
In cac thy '

Thuc hién mdt trong nhiing diéu sau day:

Né&u ban tao tiy bién cdc thanh phédn va tai liéu dugc trén hoat
djng
1. Trén menu File, nhap Print.

Merge ta Printer . X

C Current record

'f"f_mn:r_ To: r—
.

2. Chon c¢ac tuy chon ma ban muén.
Néu ban mudn in tryc ti€p tir khung téc vy Mail Merge.
1. Trong budc 6 clia khung tdc vy Mail Merge (Complete
the merge) hay nhap Print.

2. Trong hép thoai Merge to Printer, thuc hién mdt trong
nhitng diéu sau day, va sau dé nhdp OK.
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« D& in tat cA cac tai liéu, hay nhép All.
« P& in tai liéu ma ban ¢6 thé xem trong clfa 58 tai liéu, hay
nhip Current record.
- o P& in mot day céc tailieu, nhdp From, va sau d6 go nhap
céc sb record trong cac hép From va To.
3. Trong hop thoai Print, hay chon tiy chon ma ban muén.

Luu céc thy dugc tron dé si dyng sau ndy

N&u ban muén chinh slra cdc thu da dudc trén hodc luu chiing
dé sir dung sau nay, ban c6 thé tap hgp ching thanh mét tai
liéu dan,

1. Nhép Edit individual letters.

2. Trong hép thoai Merge to a New Document, thuc hien mét
trong nhiing diéu sau day va sau dé nhép OK.

« D& tron tat ca cac tai lidu, hay nhap All.

« D8 trdn chitai liéu ma ban xem trong clia s tai liéu, nhdp
Current record. '
« Pé tron mot day céc tai liéu, nhdp From, va sau d6 go
nhap céc sd record trong cac hop From va To.
Microsoft Word s& md mot tai liéu m&i don chita tat ca cac thu
ca nhan. Ban c¢6 thé luu tai liéu nay dé s dyng sau nay.
IX. Ban vé cac fruéng trén thy
Ban cé thé sii dung cac trudng trdn dé tao tly bi€n ndi dung
clla cac tai liéu ca nhan. Khi duge chén vao tai tiéu chinh cha
ban, chting chia c4c record ¢4 nhan thudng trd trong mét nguoén
di liéu cGa ban. N&u Microsoft Word khohg tim thay thong tin
ma né cin biing céch lién két cac trudng trén mdt cach ty dong
v6i céac tiéu dé chinh trong nguédn dii liéu, né cho ban co hdi dé
thyc hién viéc nay, ban s& chén dia chi va cac trudng greeting
hodc xem trudc phan tron.
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Cac truting dia chi va greeting
Word s dyng hai trudng trén dé chén thong tin co ban cho
mdi ngudi nhan:
« Trudng AddressBlock 1a plgceholder cho tén va dja chi.
» Trudng GreetingLine & placeholder cho viéc chao hdi duoc
chon chGa ban. i _

- Ban ¢6 thé tao tiy bién ndi dung trong mai trudng nay. Vidu
trong dia chi nay ban c6 thé mudn chon mét dang tén chuar
(Mr.Joshua Randall Jr.); trong 18i chao hoi, ban ¢ thé muén st
dung “To” thay “Dear”.

Cac trudmg trdn bd sung

Ban c6 thd tao tuy bién mai tai liéu bang cach thém cac trudn
trén bd sung. Vi dy, gid sif ban tao mot 14 thu dé thdng bdo che
cac doanh nghiép dia phudng biét riing ho da dugc chon dé du
vao nién giam. Thay vi gd nhap béng tay tén clia mdi cong ty ¢:
nhan trong phan chinh cda thu, chén trudng company. Vi dy
“c< <<Company>> >> dd dugc chon cho 4n bam thd hai cl.
nién giam “Word chén tén cong ty mot cach chinh xac sang mé
thy khi ban hoan thanh viéc trén.

Kiém soat cach Word trén dif liéu

Sau day la mot vai vi dy cla viéc sif dyng cac trudng dé kiér
soat cach Word tron di ligu:
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* Cactrudng ASK va FILLIN hién thj mot déng nhéc khi Word

tron moi record dit ligu vGi tai lidu chinh nay. Théng tin
dap ung cia ban dugc in trong form letter, contract, hoac
cac tai liéu dugce trdn tu record di liéu.

Céc trudng IF in théng tin chi néu mét diéu kién mé ban
xac dinh dugc dap Ung. Vi du, ban c¢é thé s dung mot
trudng IF d€ cho biét cac khach hang sGng trong mét viing
Code ZIP dic biét rdng ban s& md mdt vin phong chi
nhanh gan dé.

Cac trudng SET (Set Bookmark) cho phép ban gan text,
mot 88, hodc thdng tin khdc sang mdt bookmark. Ban cé
thé sl dyng théng tin nhiéu Ian trong cac tai liéu dugc
trén. NEu thdng tin thay déi, ban cé thé chinh sda trudng
SET mot 1an thay vi tim kiém théng qua 1ai liéu chinh va
thay ddi mdi trudng hgp xay ra.

Ban ciing co thé st dung cac trudng MergRec, MergSeq, Next,
Ne xtlf, va Skiplf trong mét hoat ddng trén thu.

X. B& sung cac trudng vao mot form letter hodc tai
lidu tron thu khac

Trong budc 4 cla khung tac vy Mait Merge, ban cé thé bd
sung cac dia chi, cac gi chao hdi va cdc trudng trén dugc tao
tly bién khac.

1. Trong tai liéu chinh, nhap ngi ma ban mudn chén trudng

nay.

2. Chén bat ky thanh phan sau day:
Khdi dia chi véi tén, dja chi va thong tin khac.

1. Nhap Address block.

2. Trong hép thoai Insert Address Block, chon cac thanh
phan dja chi ma ban mudén dua vao va dinh dang ma
ban mudn, va sau d6 nhap OK.
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Ensert Address Block

W Insert postal address:
" Never include the countryjregion in the address
" Always inchude the countryjregion in the address
& Qnty include the country/region i déferent than:
[United States k2

W Format address according to the destination countryfregion

Joshua and Cynthia
Bl Sky Arlines

1 Airport Way

Kitty Hawk, NC 27700
United States of America

MatchFieds... | ok | cowe |

3. N&u hép thoai Match Field xuat hign, Microsoft Word ¢é
thé khéng cho phép tim mot s& théng tin né can cho
kh&i dia chi. Nhdp mdii tén k& bén (not available), va
sau dé chon trudng tU ngudn dit liéu cla ban tuong (ng
vGi trudng dugc yéu cau cho hoat ddng trén thu nay.
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Mt b | elde ' N ST

Mal Merge has spacial features For easity working with addresses. Ploas-espaci‘yﬁckess
Feld components to simplify address insertion,

Required information el

Last Name [irot avaiable) .
First Name o [(not avalable) -
Courtesy Tie not avallable}
Company (not avadable) -] _|
Address 1 not avalable) -
Ciy [(rot avaiabley -}
State ot available) »
Postal Code {rot avaiable) ~
Spouse Frst Name not avalable) ~

Dptional information :

Middle MHame not avalable) ~
| ity Lok mazadablat ~

Use the drop-down lists to choose the field From vour database that corresponds to the
address information Mail Merge expects (isted on the lsft.)

™

Dong greeting

1. Nhap Greeting line.

2. Chon dinh dang dong greeting, ¢ céc 1§i chao, dang
tén va dau cham.

3. Chon text ma ban mudn xuat hién trong trudng hop
Microsoft Word khong thé dién dich tén clia ngudinhan,
vi dy, khi mét nguén di liéu khong chia tén va ho cla
mot ngudi nhan ma chi chida tén cong ty.

4. Nhap OK.
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Late-ertebaa] £ urees . AH _z(J
Gresting line Format: )

] =] [ rendar =1 =)
Greeting ine for invalid recipient names:

Pear Sr or Madam, Ka |

prm . .M,\......_..,,_.WM_.\. RS

Dear Mr. Randall,

matthHds.,,I ITI Cancel I

5. Néu hdp thoai Match Field xudt hién, Word khéng thé
tim mot s thong tin ma né ¢an cho dong greeting. Nhap
mitén k& bén (not available) va sau dé chon trudng tu
ngudn dii liéu cta ban tuong ung véi trudng dugc yéu
cau cho hoat déng tron thu nay.

R atdh Fields

#all Merge has special features For sasly ksn;; with*addresses. Pleass spa:i‘y address
Field comporents to simplify address nsertion.

Reguired information ]
© Last Name ot availshin) -

First Name not avalable) -
Courtesy Title {{rot_avalable) -
Company [{rot avalabley -] |
Address 1 . (ot avalable) -]
ity . |{rot avalable; -
Rate not avalable -
Postat Code not avalatle
Sposse First Name [(hot avalabie) -

Optional information
Midclle Name ot avalable) ~

| sin, (inct susdabdat . 1.

Lise the drop-doven lsts bo choosa the Field from your database that comesponds to the
adcress information Mall Merge expects (isted on the left.}
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Céc trudng thdng tin khdc

Ban c6 thé chén théng tin tir mat s6 trudng khac ching han
nhu mot sé dién thoai. ' -

1. Nhap More items.

Insert Merge Field

Insert:
r&ddess!‘ieldsl (& Database Fields

Fi3 -
F14

F15 ) >4
MachFiekds... | [ Insent carcet |

2. Thyc hién mét trong nhiing diéu sau day:

« Pé chon céac trudng dia chi tuong ng mot cach truc
tiép véi cdc trudng trong ngudn di liéu cla ban, tham
chi néu céc trudng cha ngudn dif liéu khdng ¢é clng
tén nhu cdc trudng ctia ban, hay nhap Address Fields.

« D& chon céc truong chita di liéu trgc tiép td& modt cét
trong cd s& di liéu, hady nhdp Database Fields.

3. Trong hdp Fields, nhép trudng ma ban mudn.

4. Nhap Insert, va sau d6 nhép Close.
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Xl. Dinh dang dU li¢u dugc tron

P& dinh dang di liéu dugce trén, ban phéi dinh dang cac trudng
trén trong tai liéu chinh. Bling dinh dang di liéu trong ngudn dir

liéu, bdi vi dang clia né khéng dugc gi lai khi ban trén di lidu
vao tai liéu nay.

Thyc hién mét trong nhiing diéu sau day:
Thay déi dang text :
1. Trong tai liéu chinh, chon trudng chia thdong tin ma ban
mudén dinh dang, bao gdm céc ky tu trudng trdn xung quanh
dd (<< << »>> »>),

2. Trén menu Format, nhap mdt 1&nh; ching han nhu Font
ho&c Paragraph, va sau d6 chon céac tuy chon ma ban
mudn. '

Patusgraple k . ‘_ﬁ_?_(_}
Indents and Spacng | Line and page Brosks |

e L ﬁ] Quiine levet: Ieody text "1

wm o e e e et @ e e = e et e oen .
et T H e By
Rt b = jorey  ~} | B
m - e Jrov— o
B

o Lge spacing: Al
wo  FRH  fes Al H

I7 o ot spsge bebness Lo qubg of the g e

Privview
Sghe T St Vi gl Tz Sammgde T T Samgha T
Samphe Trbs St Vius Lataghe Toms e Frws Semmph Toms Semmpie Tt Semmphs T
Sl T Sawphe Toue Lomgh s S T Tt St Tana

Tabs.., I | oK I Cancet
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Chay
NBu bar tao eic phong bi, ban ciing ¢6 the chon font dia chi phin phdi trong khi
ban xic [ip cic tiy chon trdn tab Encelope Options trong thai digm trgn thy.

Envelope tiptions

wwlmwwl

Envelope gize:

[size 10 (41/8x9 1j2in) ]
¥ malled in the USA '

[T Cwlivery poirt bar code

r‘F1\€Z{§€.tJ9%‘; i

mymﬁs e e e et e g 1t e

From;cp m E

RO ABGS - s i 3 e o _

Fort... I From left: m

Preview

| oK . Cancel

Thay ddi cach viét hoa

1. Trong tai liéu chinh, nhén ALT + F9 dé hién thi ma trudng.

2. Ngay sau tén cla cdc truéng (ADDRESSBLOCK,
GREETINGLINE, hodc MERGEFIELD), g6 nhdp mdt
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khoéng tréng, va sau dé g6 mot trong céc Iénh chuyén ddi
dinh dang sau:
\* Caps
P& viét hoa mau ty dau ctta mai tur.
\* FirstCap
D€ viét hoa mau ty dau cla U diu.
\* Upper
P& viét hoa t4t cd cac mau ty
\* Lower | :
P& dinh dang t4t ca cac mau ty dudi dang chi thudng.
3. Nhan ALT + F9 lai dé lam 4n cac m& trudng.
Thay déi dang khac bdng cach sif dung cac ma truimg
Pé kiém soat cac khia canh khac cla viéc dinh dang, hay
nhan ALT + F9 dé hién thi cdc ma trudng trong tai liéu chinh va
sau dé bd sung cac budc chuyén ddi sang cac trudng trén nay.

Xit. In cac tdi lieu dudgc tron

Thuyc hién mdt trong nhiing diéu sau day:
Néu ban tao tiy bi€n cac thanh phin va tai lidu dugc tron kich
hoat '

1. Trén menu File, nhdp Print.

2. Chon céc tuy chon ma ban muédn.
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Hrant

iy l}.ﬁl

gwa ............................................. . P - e e
! Name: I 2 HP Laserlst 1200 Series PCL :J . Properties | !
Staturs: Tdke )
Wherg:  DOT4 001 ' I~ Prink to File
 Comment: I™ Marwal duplex.
Page fm_ ........................... o EE IR — .
~oat Ll Number of coples | =]
. € pages: | _ ; 7 Coliste
meuﬂjamrm : l’
separd:edbv COmImAS, Fd'exarwb l 35-12 ; ;
Prink what: |ouu.rnent ~ ’Z‘m
- P m: T -
Pgirt: In.lpageshranqa _':j ¢ rages per |l page ._I
| Scdletopaper sgs: 8o Scaing ~]
' (E— e e e e e
Options ... I | oK ! Cancel I

Né&u ban mudn in tryc ti€p tif Khung tac vy Mail Merge.

* 1. Trong budc 6 cua khung tac vy Mail Merge {Complete the
merge), nhap Print.

“ferage L Ponter
Prirt records - T
s .
€ Current record :
("Efcm:l_ To: f_
“oK Cancel |

2. Trong hop thoai Merge to Printer, thyc hién mot trong nhiing
diéu sau day va sau dé nhép OK.

* D& in tdt ci cdc tai liéu, hay nhap All.
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« Péin tai liéu ma ban xem trong cla s6 tai liéu, hay nhdp
Current record. : _
« D& in mot day cac tai liéu, hay nhap From, va sau d6 go
nhap cac s8 record trong cac hop From va To.
3. Trong hép thoai Print, hdly chon cac tity chon ma ban mudn.
. Xlll. Tao v& phan phéi cdc ban fax dugc -on
Ban c6 thé sl dung khung téc vy Mail Merge dé tao motnhom
phan phoi fax. )

1. Néu ban dy dinh dé gdi cac tai liéu dugc trdn sang cac sd
fax, va mudn cé trong mot cover sheet, hay md tiy chon
cover sheet trong phan mém fax cua ban.

o Trén menu Tools, trd vao Letters and Mailings, va sau do
nhap Mail Merge.

3. Bén dudi Select document type, nhap Faxes.
Tai liéu hoat déng trd thanh tai liéu chinh.
4. Nhap Next: Starting Document.
Xac |gp va hién thi fax cba ban

1. Thyc hién mét trong nhiing diéu sau day:

Bit ddu vdi tai lidu hién hanh trong cifa s0 tai liéu

« Nhap Use the current document.

Ban c6 th& g nhap text ndy trong cla s tai liéu, hodic chd
cho dén khi khung tac vy nhic ban thyc hién viéc nay trong cac
budce tiép theo.

B&t ddu vdi mot template

1. Nhép Start from a template.
2. Nhap Select template.
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cmwmmw Mergs © : 'y
Marge Fax  Morge batter  Address List i

mm ﬂaqanlMuoe nmm Prufewhnd

Latter Marga Ad..,

“Croats New
!urd&soaq&eom\e.!. . ‘ ST ] caen |

3. Trén tab Mail Merge clia hdp thoai Select Template,
chon template ma ban mudn va sau dé nhap OK.
B#t ddu vai tai liéu c6 sin

1. Nhap Start from existing document.

2. Trong hdp Start from existing, chon tai iéu ma ban muén,
va sau dé nhap Open.

Néu ban khéng thdy tai lidu nay, nhdp More files, va

sau dé nhap Open. Trong hdp thoai Open, xdc dinh tai
liéu ma ban muén, va sau d6 nhdp Open.
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| ﬁk Fippane: | ] Qpen v
[ Places Fies of bype: Al Word Documants (*.doc; *.dak; *-him; *.himl; *.uat; * 2 J

2. Nhap Next: Select recipients.
Xic dinh hoic tao mt ngudn di liéu, va sau 46 chon chc ngudi
nhén

1. Thyc hién mét trong nhilng diéu sau day dé nhan dUQC da
liéu:
N&i két véi mdt Microsoft Outiook Contacts List

1. Bén duéi Select recipients, nhdp Select from outiook
contacts.

2. Nhdp Choose Contacts Folder.
3. Trong hop thoai Select Contacts List folder, nhap dant
sach contact ma ban mudn, va sau d6 nhap OK.
T4t ca cac contact trong folder xuat hién trong hop thoai Mai
Merge Recipients, ngi ma ban co thé tinh chinh danh séch ca
ngudi nhan dé dua vao tron.
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Setect Cantact Disk § plder

1] | .L’
i [o. 4 I Carxel I
3

NGi k&t véi mot loai danh sdach khac, chédng han nhu mét co sé
dif liéu hodic Office Address List
1. Bén dudi Select recipients, nhdp Use an existing list.
2. Nhap Browse. |

Ml [Babay S s- © m»“‘; ';_ . _t}_!j
’ Lok o r:}_i My Data Souwrces :_j .-3 X Q x - vouks -
;! 5 +Conmect o New Data Source.o
_@ i +New SO Server Connechbion.adc
My Recent AP HOM T01-2002 AP {24 .ok
Documents  Lak27 mdb
Deskeop
My Documents
o
My Computer
H Fe name: hd Naw ... .
by I K2 sowce. | [ gen ]
- Flares Fles of bype: i#l Data Sources {* odc; ™ .mdb; "-mde;_‘_'] . Carcel .
a
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3. Trong hop thoai Select Data Source, xac dinh va nhap
ngudn dir liéu ma ban muén.,

Mad Merqge Reoplents

To sort the ket, click the aporopriate coumn heading. To narrow dow: the recipients displayed by
specfic critena, such as by city, chick the afrow necet te the column heading. Use the check boxes or
buttons to add or remove recipierts from the mal merge.

st of racipents:

M asoyosfz... 0. 0 ] 0 ] [i]
7 vendor's ... DbDe.. 0 D 0 Pa.. Pa. 0 Q
o, ] 0 e date USD  Ex ] ]
& 14717 20... ™. 3 235 705 7 5
14TTT 0., Méi.. 40 19.... 792 7 &
4TTT 20,.. Mei.. 20 20 400 7 6
& 147TT 20... M3,.. 20 20 400 7 1
M ap 28, CP.. ! 15% 159 7 1
M e 20... Ma.. 1 393 392 7 1
M ar 20 fa.. 1 15,5 15.5 7 5
% AP 20 HD... 1 76 7% 7 5¥
4 | »

gead | cearp | Refresh |

Bod. | o | yedme | EI]

Theo mac dinh, Microsoft Word md folder My Data
Source.

4. Nhap Open.
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ug

or

Tao thong béo e-mail

. Tgo va phdn phéi céic théng bdo e-mail duge trén
Ban c6 thé s dung khung tac vy Mail Merge dé tao mot nhém
phan phg&i e-mail.

1. Trén menu Tools, trd vao Letters and Mailing, va sau dé
nhap Mail Merge. -

Mw v X

Select document type
What type of document: are you workng on?
) Latters
@ E-mal messages
3 Ervolopes
{2 Labels
) Directory

Emallmessages

- Send e-mall messages to a group of people. You
mmmwmmm
Parson raceives.

Click Next to continue.




Chuong 3. Tao thdng bdo e-mail 81

2. Bén dudi Select document type, nhap E-mail messages.
Tai liéu hoat ddng trd thanh tai liéu chinh, noi ma ban sé
gd nhap phén chinh thdng bao e-mail cla ban.

3. Nhap Next: Starting document.

Xdc lap va hién thj théng bao e-mail cha ban

1. Thyc hién mot trong nhiing diéu sau day:

B&t ddu vdi tai liéu hién hanh trong clia s8 tai liéu .

« Nhé&p Use the current document.

Ban c6 thé gd nhap théng bédo trong cla sé tai liéu hodc chd

cho dén khi khung tac vy nhéc ban thyc hién diéu nay trong
budc tiép theo.

Bt ddu voi mot template
1. Nhap Start from a tempiate.
2. Nhdp Select template.

welent Fem 11|!

Elagant Merge Begunlhlaqe Flain Morge  Professional
Fax Lotter Merge Ad...

) I

Morpe Fax  Marge Letter ;

= (Bt Ny — =
& Docment O I’M

deateswlg‘ﬁcc&h' I _ [ oK I Cancel l
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3. Trén tab Mail Merge clia hdp thoai Select Template,
chon template ma ban muén, va sau d6 nhdp OK.
Bit ddu vdi bat ky tai liéu nao ¢6 sdn khic
1. Nh&p Start from existing document.

‘2. Trong hop Start from existing, chen tai liéu ma ban mudn
va sau dé nhap Open,

YRR+ I SN R L A

Lockin: | _j My Documents
T 1My Daka Sources
i
My Recert " admoany Nane Here.doc
* Documents Chick herer and type address. doc
{esktop

: x5 Fle name: - | -
My Hetwork. ; Rl Qper:
Places s of bypo: Al Word Documants (¢.doc; *.dok; * bk & Wi *.uxt; * = ] Carel |

3. Néu ban khang thay tai liéu nay, hay nhap More files,
va sau dé nhap Open. Trong hép thoai Open, xac dinh
tai liéu ma ban muén va sau d6 nhédp Open.

2. Nhap Next: Select recipients.
Xac dinh va tao mét ngudn dif ligu va sau d6 chon cac ngudi nhan
1. Thyc hién mét trong nhitng diéu sau day dé nhan dugc dit
ligu:
N&i két véi mét Microsoft Outlook Contacts List

1. Bén dugi Select recipients, nhap Select from Outlook
contacts.

2. Nhap Choose Contacts Folder.
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Selen U b onsiand Fest §odder ) - ﬂ
Name . Description | Modfied Crested  Type
Personal Folders|
< [+
[T ] cance |
7/

3. Trong hdp thoati, Select Contacts List folder, nh&p danh
sach contact ma ban muén, va sau dé nhdp OK.
T4t ca contact trong folder xuat hién trong hdp thoai Mail Merge
Recipients, 8 dé ban cé thé tinh chinh danh sach céc ngudgi
nhan dé dua vao hoat déng tron.

NdGi k&t véi mdt loai danh sdch khic nhau, chéng han nhumét co
sd dif lidu hodc mot Office Address List » :

1. Bén dudi Select recipients, nhap Use an existing list,
2. Nhdp Browse,

3. Trong hép thoai Select Data Source, xac dinh va nhap
ngudn di liéu ma ban mudn.

Theo méc dinh, Microsoft Word s& md folder My Data
Sources.
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My Commputer _

N e 3 g | [ ]
Paces  Fleschper [l Data Sourcos (*.odc; *.secb; *.mde; v | _ _..f‘“_’._u
4. Nh&p Open.

Tao mét danh sédch dia chi mél don gidn
1. Bén duéi Select recipients, nhap Type a new list.
2. Nhap Create.

3. Trong hép thoai New Address List, gb nhap théng tin
ma ban muén c6 cho myc nhap déu tién bén dudi Enter
Address information; vi dy, dé myc, tén va thong tin dia
chi. Ban khong cin dién ddy dd trong mdi trudng.

4. Bé& hoan thanh muc nhap dau tién va di chuyén vao mot
muc nhap mdi, nhdp New Entry. '

5. Lap lai budc 3 va 4 cho dén khi ban bd sung dugc tat ca

cac myc nhap dia chi ma ban muén, va sau dé nhép
Close.

6. Trong hdp thoai Save Address List, g6 nhap mdt tén

cho danh sach dia chitrong hp File name, va chon mot
folder dé luu danh sach nay vao.
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New Adibress List ' Y x|
£nker Address Informetion : ];]
cry pam _ E
Sate [vn . f
7P Code B¢
Country pm

Home Phore [1236385
Work Phone 4569321
E-mall Address [lony#Pyshoo.com

|

NewEry | peletetrry | pedenay .. ||=_|termém...| Customgs...
Aiew Entyies : :

E View Entry Number - Fast I Preséitig ll . Meat | Lavek I

| Total enkries ks bt 1

Theo méc dinh, danh sach dia chi dugc luu trong foldel
My Data Sources. T8t nhdt nén gil danh sdch dia chi é
day, bdi vi day cling 1a folder mac dinh ma Microsof
Word tim cac ngudén di liéu trong dé. Vi thé néu bar
mudn st dyng cadc danh sdch dia chi nay trong mé
hoat déng trén thu sau dé ban sé khdéng phai tim qua
céc file va cac folder dé€ xéc dinh né.
7. Nhédp Save.

Tat ca cdc myc nhap trong danh sach mdi clta ban xuat hiér
trong hdp thoai Mail Merge Recipients, tai d6 ban cé thé tint
chinh danh sach c@ia nhitng ngudi nhan dé dua vao hoat ddng
trén nay. '

2. Trong hdp thoai Mail Merge Recipients, hay chon céc nNQuo
nhan ma ban mudn dua vao.
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Cach thyc hién
t. Thyc hién mdt trong nhﬁ‘ng diéu sau day:
St dung cdc hop kiém A€ xac dinh cac ngudi nhén
Phuong phap nay hitu dung nhat néu danh sach clia ban ngén.
« Chon céc hop kim k& nhitng ngudi nhan ma ban mudn

dua vao, va xb6a cac h6p kiém k& nhiing ngudi nhan ma
ban mudn loai bd.

Thi thudt

NBu ban bidt ring ban mudn dua vao hiu hét danh sich trang host ding trdn ciia
ban, hay nhap dau tien Select All n d d3 ding x6a cac record dic bigt. Tuung
1y véy, ndu ban mudn cd mdt vii record trong danh sich ndy, ohay Clear All, vi
ssu 46 chon edc racord ma ban mudn.

Pan loai cdc thanh phén trong danh séch

pay la cach hitu dyng néu ban mudn xem cac thanh phan
theo thd ty bang chit cai hoac sd.

=
Pker Records  Sort Records |
oty frde 1 F pscendng £ pascending
________ mmby imm __er rw
R —
germn | . _ [ | cencel |

« Nhép tieu dé cot clia thanh phdn ma ban mudn sép xép.’
Vi du, néu ban muén hién thj danh séch theo thi ty bang
chil cdi béing tén ho, hay nhdp tiéu dé c6t Last Name.
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Loc cdc thanh phén trong danh sdch

Pay 14 mét cach hiu dung néu danh sach chira cac record
ma ban biét ban khéng mudn thdy hodc vao trong tac vy trén
nay. Khi ban loc danh sach nay, ban ¢6 thé s dung cac hop
ki€ém dé dua vao va loai bd ¢céac record nhu dugc mé ta trong cac
phan truéc day.

1. Nhdp mii tén k& bén tidu dé cbt cla ‘thanh phadn ma
ban muén loc.

&«Rmdslsgmm]
Fieid Compate to:

fand =] [ ...J[ __H

T = 21

IS B =i 2

S a3 -1

[ = 1 M _J
QBHMI [T ] caca |}

2. Nhép bat ky tuy chon sau:

« (Blanks) hién thi t4t c& céc record trong dé trudng tucng
Ung tréng.

« (Nonblanks) hi€n thitit ca cac record trong dé trudng tuong
ung trudng chuda théng tin.

* Né&u ngudn dil liéu cha ban chita cac record chia xé clng
thdng tin, hodc ¢ 10 gid tri duy nhat hodc it han trong cét
nay, ban ¢6 thé loc bing théng tin cu thé. Vi dy, néu cé
nhiéu dia chi liét ké Australia la quéc gia/vung, ban cd thé
loc trén Australia.

Hop thoai Mail Merge Recipients chi hién thi cac record dugc
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chl dinh. D& hién thj lai t&t c& cdc record, hdy nhap (All}.

2. Nhdp OK dé trd lai khung tac vy Mail Merge. Microsoft
Word sé stf dung cac ngudi nhan ma ban da chidinh cho
tac vy tron nay. : '

Thu thuét

« P3i véi viec phan loai va loc cao cdp, hay nhap mili tén
k& bén baf ky tén cdt nao, va sau a6 nhadp (Advanced). SUt
dung cac tab Filter Records va Sort Records dé xéac lap
query phan loai hodc lgc ma ban mudn.

« N&u ban cai dat phan mém hop 1& héa dia chi, ban ¢ thé
nhdp Validate trong hop thoai Mail Merge Recipients dé
hgp 1& héa cac dia chl cha ngudi nhan.

3. Nhap Next: Write your e-mail message.

" | il Merge ' . v x

£ Sehect from Outiook, contacts
7 Type & newe bst

Currently, your reciplents ore 9eiected from:
[OFfice Address List] in "smith.mdb”

3 celect a differant bst...

i Edk racilent st...
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Soan thao tin nhin email cia ban

1. Né&u ban chua sin sang dé thyc hién diéu nay, trong tai
ligu chinh, hay go nhap text ma ban mudn xuat hién trong
m&i tin nh&n email.

2. Chén céc trudng trén tai noi ma ban mudn trén cac tén va
théng tin khac chang han nhu greeting.

Cach thye hién
1. Trong tai liéu chinh, nh&p ndi ma ban mudn chén trudng.
2. Chén bat ky thanh phan sau day:

Khéi dia chi cé tén, dia chi, va théng tin khédc
1. Nhép Address block.

[ersertt Atddress Block

Specify Address plamnenks o e ——— PR
WV Insert recipient’s name in this Format;

I insert company name .
¥ Insert postal address:
¢ Never ndude the countryfregion in the address
" Always inciude the country/region in the address
% (nly include the countryfregion i diferent than; o
forked ates . i
M Format address actording to the dostintm tourtryfregion
Proogy oo o B —

M, Joshua Randall .
Bhue Sky Airfines

1 Aiport Way

Kitty Mawk, NC 27700
United States of Amence

etch Fiokds... | [T ] coxet |
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2. Trong hap thoai Insert Address Block, chon cac thanh
phdn dia chi ma ban mudn dua vao va cac dang ma
ban mudn, va sau d6é nhdp OK.

3. N&u hdp thoai Match Fields xuat hién, Microsoft Word 6
thé tim mot s thdng tin ma nd cén cho khéi dia chinay.
Nhap miii tén ké bén (not available), va sau do chon
trudng t nguén dd liéu cda ban sao cho phu hgp véi
truding dugc yéu cau cho phan trgn thu nay.

Match Fields

- ) -.X
Mail Merge has special features for easiy working with addresses. Please specily address
field components to simpify address insertion. i

Required information e
Last Name [Last Nare -
First Name [Ewst Name v
Courtesy Tile [Tide =]
Company & Name - i
Address 1 faddresstine 1«
City E .|
State \ T R—
Postal Code ZIP Coide -
Spouse First Name [tnot avadable) .i

UOptional information .

Mididle Name tnot ewdabb; v!
ki ) et seandabbal >

Use th drop-down lsts to choose the Feid From your database that corresponds to the
addrass nformation Mail Merge expects (listed on the left.)

Dong chao hdi _
1. Nhdp Greeting line.

2. Chon dang greeting line, dang nay ¢é chifa phan chao
_ héi, dang tén, va sau d6 la dang cham cau.
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el issg e

Gresting ine Format:
Pex 1 M. Randal Rl |
Greeting e For invalid recipient names:

] Ra!
Dexr My,
ch Fislds, ..

me mimim m e e = m e o e et = v e s i i

Randad,

matl [ ] caxel

3. Chon text ma ban mudn xuat hién trong trudng hgp nai
dé Microsoft Word khéng thé dién dich tén cla ngudi
nhan, vi dy khi nguén di liéu khéng chia tén ho va tén
goi cho mdt ngudi nhan, nhung chi la mét tén cong ty.

4. Nhap CK. '

Match Frefes &*ﬁ.é.\ ll
Mail Merge hac special features For sasily working with addresses. Plaase specify address
Fleld components to sknplfy address insertion.

Spouse First Name not available) ] «
Optional information
Mddle Name finot avalabla)
Suffix . {(not avalable) -
Nickname [t avaiable) _+
Phonetic Guide for Last Name : {{hot avalable) -
Phanetic Guide For First Name “ [(not avelabie)
e ozl
Department f{rot avallable)  ~
Address 2 |Axddrass Line 2 -]
Address 3 {(rot avaiable) -
Courtry o Region [Country -] .
Phmi e, | P T R —

Lise the deop-down ésts to choose the fiald from. your database that corresponds to the
address information Mak Merge axpects (lsted on the left. )




92 Chudng 3. Tao théng béo e-mail

5. N&u hép thoai Match Fields xuat hién, Word khéng thé
tim bat cf mot s6 thang tin ma né can cho doéng chao
hdi. Nhdp mii tén ké bén (not available), va sau do chon
trudng t ngudn di liéu clia ban sao cho thich hgp voi
trudng duge yéu cAu cho phan trén thu,

Cdc truding théng tin khac )

1. Nhap More items.

x|

i
e
TR

Insert:
" Address Fields ¥ Database Fields

Fields:

First Mame
Last Marne
Compary Mame
Address Line 1
fddress Line 2
Ciky

State

ZIP Cade
Caunkry

Home Fhare
Work Phone
E-mail Address

- _
l\_ﬂatci'\ Fields... H Insert l Cance! J

2. Thyc hién mét trong nhing diéu sau day:

« Chon céc trudng dia chi ma sé& tuong thich mét cach
dong dén céc trudng trong ngudn di liéu cda ban, tham
chi néu céc trudng ctia ngudn di liéu khéng c6 cung tén
v8i cac truding clia ban, hay nhap Address Fields.

« D& chon cac trudng ludn I8y di liéu mét cach tryc tiép tu
mot cot trong mot cd s dit liéu, nhdp Database Fields.
3. Trong hop Fields, nhdp trudng ma ban mudn. -
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4. Nhédp insert, va sau d6 nhap Close.

5. N&8u hdp thoai Match Fields xudt hién, Microsoft Word
khong thé tim mat s& thdng tin ma né cin dé chén trudng
'nay. Nhap mdi tén ké bén (not available), va sau dé
chon trudng ti ngudn di liéu clia ban sao cho tudng
thich vdi trudng duge yéu ciu cho phan trn thu nay.

~ate b biclids - éx:_.*_\.: ‘ﬁ

MdeqohasmeudFmasfmaaﬁymwmmm&s Pieasespecfyaddross
field components to simpify address insertion.

Required information -l
Last Name . [Last Name -
First Name [Farst Nome: -
Cowrtesy Title fTile ~
Company ' Company Name ] |
Address 1 tAddressinel -
Gty City - [
State State v
Postal Code ZIP Code <]
Spouse First Name (not avalable) -]

Optional information _ '
Middle Name [tnot available} -~
Sy Py P P

Usa the drop-gown fists tocfmseﬂmﬂeidfrmmdatabﬁseﬁwtcmespmdsto&w
address mformation Mal Marge axpects {ksted on the left.}

Ghi cha
Néu ban chén mdt Srudng ti danh sich Database Fiolds vi sau d& chuyén ddi sang
mat nqudn dir Yigu khbng cé mat cbt cb clng tén, Word s& khing the chin thong
tin trudng niy vio 1ii ligu dwiec trn.
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3. Lap lai bude 1 va 2 cho cac trudng ma ban mudn chen.

Ghi chu

« Ban khéng thé go nhap cac ky t trudng tron () béing tay
hodc sl dung lénh Symbol trén menu Insert. Ban ¢ thé
sl dyng khung tac vy Mail Merge.

« N&u céc trudng tron xudt hign trong déu ngodc, chéng
han nhu {MERGEFIELD City }, Microsoft Word hién thi cac
ma trudng thay vi cac két qua trudng. Biéu nay khdng anh
huding dén hoat déng trén, nhung néu ban mudn hién thi
k&t qua, hay nhap phai ma trudng, va sau dé nhép Toggel
Field Codes trén menu tat.

3. Néu ban muén, ban c6 thé thay ddi dang cla dit ligu dugc
ron.

Cach thyc hign

P& dinh dang dii liéu dugce tron, ban phai dinh dang cac trudng

dugc trdn trong tai liéu chinh. Khdng dinh dang di liéu trong
ngudn dif lidu, bdi vi cac dinh dang cda né khdng dugc gid lai
khi ban trdn dif liéu vao tai liéu nay.
1. Trong tai liéu chinh, chon trudng chda thong tin ma ban
mudn dinh dang, bao gém cac ky ty trudng trén (") bao
quanh.

2 Trén menu Format, nhap Font, va sau do chon cac tuy
chgn ma ban muén. -



Chuung 3. Tao théng bao e-mail 95

Font golor; Lnderline style: Urrleding crdo
{ Automatic J l(m) ._I I Sytomac j
™ Strikethrough !— ﬂmdon f' Smnal caps
I~ Double strikethrough I™ Quthne I™ ahcaps
I~ subscript I Engrave .
prev'nw U s e R A S A AR A e P e g A b spsreovrhr e m e T 15
«GreetinglLines

Thiz is 4 TroaType fook. This fort Wil be usad on both printer and scrwen.

Defouk... | | [Tk 1 cancel

Binh dang bﬁhg cdch sl dyng cac ma truding

DE diéu khién céc khia canh khéac clia viéc dinh dang, nhin
ALT+F9 dé hién thj cdc ma trudng va sau do b8 sung céc lénh
chuyén ddi vao cac trudng tron.

Vi duy:

« Dé hién thi s6 “34987.89" dudi dang “$34,987.89,” b3 sung

mat Iénh chuyén déi anh s8 (W $#, ##4.00).
« D& in cac tén khach hang véi cac chil hoa, b sung 18nh
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chuyén d8i dinh dang chit hoa (\* Upper).

« Pé dam bao réng thang tin dugc trdn cé cung font va kich
¢d point ma ban ap dung cho céc trudng trén, bé sung
1&nh chuyén \* MERGEFORMAT.

4. Sau khi ban d& hoan t&t tai ligu chinh nay va chén tatca
cac trudng tron da dugc chén, hay nhdp Save As trén

menu File. D4t tén cho tai liéu nay, va sau dé nhap
Save. '

5. Nh&p Next: Preview your e-mail message.

‘.MalMerqe_ _ X

Write your e-malimessage

Tf you have not aready done so, vrte your e-mal
MesSage NOW,

To add racipient information to your message, cick
a location in the message, and then click one of the
kems below.

1 Address block...

D Gresting kne...

A Sectroric postage..,

Bl Postal bar code...

] More kems. ..

when you have finished writing your message, dick
Next. Then you can preview and personalize each
recipient's massage.
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Thi thujt
D& bY sung cic théng tin dish kim hoic thing tin khic, nhap Fils trdn menu
lnsert, vi sau 46 xic dish vi chen wuc ma ban mudn ding géi. Nhap mai t8n kb
Bén Insert vii sau d6 nhip Ineert as Link. Microsoft Word chin cic mdi dung cia
muc mi ban di chi dinh.

Xem trudc cac tin nhin va tinh chinh danh sach ngu®i nhin

1. Xem trudc céc muc. Thuc hién médt trong nhiing diéu sau
day:

« Dé xem trudc cac myc theo thii ty, nhdp cdc nut mii tén

= P& xac dinh va xem trudc mot muc riéng biét, nhdp Find a
recipient, va sau dé gd nhap tiéu chudn tim kiém trong
hdp thoai Find Entry.

tind Fatry
Find: - I
Look#: & Al Feelds
C Ihsfieid: | ~]
Frd Mt Cancel i

2. Néu cén thiét, tinh chinh danh sach ngudi nhén. Thuyc hién
mét trong nhiing diéu sau day:

«’Pé loai bd mdt ngudi nhan riéng biét ra khdi mét phdn
tron, nhadp Exclude this recipient.

= Dé thay ddi danh sdch cac ngudi nhan, nh&p Edit recipient
list, v& sau dé thyc hién cac thay déi cla ban trong hép
thoai Mail Merge Recipients.
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Munl Mot Feopents : e e x|

To sort the bst, click the appropriste column heading. To narrow down the reciplerits displayed by a

spackic crtaria, such as by ciy, dick e arrow next to the column heading. Use the check boxes or

fagtons to add or resmove raciplents from the mal merge.

st of recipionts: :
1w Lad Name

o L .
seectsd | Coxrnt | pefresh |

Brd.. |  Es. | veidse | | Cx ]

3. Nhap Next: Complete the marge.
Hoan tat cac xac'1ap phan phdi va gii cac tin nhin
1. Nhap Electronic Mail.

Merge to bl
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2. Trong hop thoai Merge to E-mail, hoan tdt cac tc vy phan
phdi.
Cach thu‘c hién
1. Trong hop To, xac nhan lai Email_Address hodc phan
tudng dudng da hign thi. Diéu nay dam bdo ring
Microsoft Word sé& trén céc dia chi email vao dong To
clia cac tin nhan cha ban, chir khong tron théng tin trudng
trén khac.
2. Trong hop Subject line, g6 nhap dong chd dé ma ban
mudn s dyng cho tat ¢a cac tin nhan.
3. Trong hdp Mail format, chon dang thu ma ban mudén su
dung.
4. Bén dudi Send records, chon cac record ma ban muén
tron.

3 P& hoan tat tac vy tron va gui cac tin nhan, hay nhap OK.
2. - - - w -
Il Thay dai font mdc dinh cho cac thong bao e-mail
Ban c6 thé chi dinh viéc dinh dang text mac dinh cho céc
thong bao e-mail méi, cac thong bdo trd |3i va cac thdng bao
dugc chuy8n tiép. Vi dy, viéc st dyng mot font khac nhau co
thé hd trg cac ngudi dung khac phan biét thdng bao claban vdi
cac théng bao trudc do trong mét phan thao luan e-mail.

1. Trong Word, trén menu Tools, nhdp Options, va sau do
nhap tab General. '
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Security i Speling & Grammar I Track Changes
UserIformation | Compatibity

ME@ﬂI'EﬁlLﬂlm

¥ ackaround repagnation V¥ Allow starting in Reading Layout

I™ Bige background, white text

[™ Provide Feedback with sound

- ¥ Provide feadback with animation

™ Corfirm conversion at Open

¥ Update automatic links 3t Open

¥ Mall as attachment

7 Recently usedflelist: Jo =] antries

™ Help for WordPerfect usars

I~ Navigation keys for WorgPerfect users

™ Alow background open of web pages

W Automatically create drawing canvas when inserting AutoShapes
I~ Show pixels for HTML features .

Seryke Optiors... | _ Web ogters... | _ Fmaboptions... |

o J_ coms |

2. Nhdp E-mail Options, va sau dé nhdp tab Personal
Stationery. '
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£ -mad Uptions » B 4 .1
£-mall Signature  Personal Stationery l General l
'ﬂ-m or ﬁmry fOf LW E'fﬂ& w .................... s e ......................... .
Thems.., No themne curently selected

Sample Text —l

Rm o fmmdm mws [P PN s e et s e .
Fort... ] [__W Sample Text I

1™ Mark my comments with: i
T Pick 2 new olor when replying or Forwarding

Compoting and reading plain taxt messages - . s

Fork... I |_..........m.. Sample Text ___l

3. Chon mét font:
Khi khong c6 theme hodc stationery nao duqc chon

* Bén dudi New mail messages hoéc Replying or forwarding

messages, nhip Font va sau dé chon cdc tuy chon ma
ban muén.
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X
Font | Character Spacing | Text Effects |

Fort: Fortstjer  Swe:
1o

Reguiar 1 e al
Raic =8

Boid Tk

Ttk 11

B IS ER

Effects e st it e JT P . J—
I Strkethrough R I Spai ©age
¥ Do crostieugh 7 g caps
[ superscript ¥ Hidden
i Subscript

Previgw ——- < oo el o smmemee o

r_—OK_—_l Cancel 1

Ghi chu
Néu ban mubn Microsoft Word chon mat cich ty ding mét mau 4¢ phin bigt thong
bio cis ban i cic thong bio vii cic thong bio truGe trong mdt phan thie lugn
email, hay chon hop kism Pick a naw color when replying or forwarding.

Font nay khac vdi font méc dinh cho mot theme hodéc stationery
1. N&u can thiét, hdy nhdp Theme va chon mot theme.
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Fhene o Stalinnery 1]
Heading 1 style
< Bullgi
> Bulgl2
= Bulst3
Horizontal Ling:
Citrus Punch (Stationery) e
Clear Day (Statsonery)
Concrote Heading 2 style
< {Statonary)
Doen Bhe " Regular Text Sampk
e Beauiar tvgerink
ci” EQllo¥ed Hgeri
Evergreen :.3
r
I
T
!Ti Cancel |

2. Trong hdp Font, bén dudi Theme or stationery for new
e-mail message, hay nhap Use my font when replying
and forwarding messages or Always use my fonts.

3. Bén dudi New mail messages hodc Replying or
forwarding messages, nhap Font, va sau do chon cac
tuy chon ma ban mudn.

Ghi chu
N&u ban mudn Microsoft Word chon mét céch tu dgng mat mau 44 phin bist thong
bio ciia ban vdi cic thing bio truéec do trong mat phan thio luin e-mail, hdy chon
hip kigm Pick a new color whan replying or forwarding. '

D3i vdi cac thong béo text plain
* Bén dudi Composing and reading plain text messages, hay
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nhap Font, va sau dé chon cac tay chon ma ban mudn.

M. Xé6a hodc ngung sU dyng cac chi ky e-mail (e-
mail sugnature)
Ngung viéc st dung mdt chit ky cho tat ca cac thong bao mdi hodc
cho nhifng théng bao ma ban tra 1&i hodc chuyén tiép
Thi tyc nay ngung cac chi ky cho céac thong bao sl dung bd
hiéu chinh Microsoft Outlook hodc Microsoft Word.

1. Trong Word, trén menu Tools, nhdp Options, va sau do
nhap tab General.

2. Nh&p E-mail Options, va sau dé nhdp tab E-mail Signature.

21xi

F-mail Qptions

i Signature || personal stetionery | General |
Typethe&ieofywewnmemdmsefrmtheﬁst

- )

Qe&em B”‘md SIgrl!.the [ P . o B
TmesNewRoman v,112 v B JZ U | EE R A- 4P
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3. Thuyc hién mét hodc hai diéu sau day:

« Trong danh sach Signature for new messages, hay nhap
(none}.

« Trong danh sach Signature for replies and forwards, hay
nhép (none).
X6a mdt chit ky tit danh sachr cac chif ki c6 sdn
1. Trong Microsoft Word, trén menu Tools, nhé- Options, va
sau dé nhdp tab General.
2. Nhap E-mail Options, va sau d6 nhdp tab E-mail Signature.

3. Bé&n dugi Type the titie of your e-mail signature or choose
from the list, hay nhdp chii ky ma ban mudn xda.
4. Nhap Delete. .

Ghi chu
« Thi tyuc nay cling sé xéa chif ky ra khéi danh sach cac
chi ky trong Microsoft Qutlook.
= N&u ban xéa mdt chil ky duge st dung tam mét chii ky
mac dinh cho cac thdng bao méi, cac théng bao dugc
chuyén ti€p va cdc théng bdo dugc trd I3i, chi ky méc
dinh dugc xac lap sang {none).
Xoa chi ky coa mét thong bdo
« Sau khi tao thdng bdo nay, chon chii ky, va sau d6 nhén
DELETE.

IV. Gidm kich ¢& théng bao e-mail bang céch loc
HTML
Né&u ban dang sif dyng dinh dang HTML cho céc théng béo e-
mail clia ban, ban c6 thé gidm kich c& clia cac thong bao bang
cach gli chung dudi dang HTML dugc loc.
Tuy chon nay khéng dugc dé nghi khi ban du dinh thuc hién
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cac thay d8i chinh cho ndi dung trudc do6 clia ban trong Microsoft
Word.

1. Trén menu Tools, nhép Options, va sau dé nhap tab Gen-
eral.

2. Nhap E-mail Options, va sau d6 nhédp tab General.

3. Trong phan HTML fittering options, nhdp Medium hodc High
dé gidm kich cd file clia thong bdo nay.

E-mad Gpbions

WL mims e e A T TS o b I M S S st = s s
HTML filtering options
Reduce the size of the massaga. Fikering does not change text or basic

formatting, but may remave important Information, such as information
necessary for working with smart tags or drawings.

e m

Keep o formatting information {largest file size).
' Medum

Remave some Formatting information (reducad Fie sze).
€ High ' :

Remova all formatting information that is not used For display (smaliesk File
size, but important information may be lost),

T Rely on €55 for Fork formatting
Remove extra font formatting information from the message, The message wil
display differsntly in e-mail programs that do not support cascading style
shmets, .

¥ save smart tags in e-mal

Sammttaogh&wmmaimssaqesoﬂmcmbeusedby&ewcﬁmt.

[ | camel |

-

V. Ban vé cdc théng bao text thuan

Dang text thuan 1a m$t dang text ma tat cd cac chugng trinh
e-mail hidu dugc; tuy nhién, n6 khong hd trg cac font mau, in
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nghiéng, in dam hodc viéc dinh dang text khac, va né khéng hé
trg cac nhan XML. N6 cling khong hé trg cac anh hién thi truc
1iép trong ndi dung chinh cOa thong bao.

Trong hdu hét cac trudng hgp, ban khong can thay déi dang
thong bao. Khi ban glti mdt thdng bao dang HTML hodc rich text
d&n nhitng ngudi khdc c6 chudng trinh mail khong hiéu nhiing
dang néif, chuong trinh mail ciia ho hién thi mét cach tu dong
mot phién ban text thudn trong ndi dung thong bao. Trong mét
vai trusng hop, ban c6 thé si dung mot dang khac nhau cho
thong bao chi dinh. Vi dy, mét ngudi nao do ¢6 thé gli cho ban
mdt thong béo text thudn, nhyng ban cling €6 thé mudn chuyén
ti€p hodc tra 16i né bang cach st dyng cac dang HTML hoac
rich text va cac tinh ning chang ho trg.

VL. Hién thi hodc lam dn trudng Bce
Thuyc hién mot trong nhiing diéu sau day:
Hién thi hodc 1am 2n trudng Bec trong 1t ca cac thong bao
« Trong mot théng bao mdi, hay nhap mii tén k& bén nut
Options, va sau 46 nhép Bee.
Sif dung trudng Bec ttong mot thong bao
1. Trong mot théng bao, nhap To.

2. Trong hgp Type name or select from list, gd nhap tén hoac
nhap Advanced va sau 46 nhap Find.

3. Trong danh sach Name, nhap tén.
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“anl Merige Recpuent s . ey YA _)ﬁ

e

Yo sort the list, chick the appropriate column heading. To narrow down the recipient s dispiayed by &
spocific crikeria, such as by chy, chidk the armow next to the colume heading. Use the check boxes or
bustores ko add or remove reciplents from the mal mergs.

List of recipents:

i; La “Name | ¥ First Name
(Al
=] )

yhny
{Blanks)
{Nonblarks)
{Advanced...)

3 I 4
Select Al ’ Clear &) j Refresh !

end. | Ed. | yedes | E:]

e

4. Bén dudi Message Recipients, nhédp Bcc.
5. Nhap OK.

VIi. Hién thj hodc Iadm an hép From frong mgt théng

" béao
Né&u ban dugc cho phép gli cac thdng bao thay mat cho ngudi
khac, ban c6 thé gé nhap tén clia ngudi khac trong hép From.
* Trong m&t thdng bdo mdi, nhdp mii #n k& bén nit Op-
tions, va sau do nhap From.
2 - - - - - -
VIIl. Bo sung cac not voting cho mét thong bao
Tinh nang nay ddi hdi ban sl dung mdt account e-mail Microsoft
Exchange Server.
1. Trong théng bao nay, nhap Options.
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I nwad Uptions e ’ _)(J
Massage handing e — : S
9 After moving or deleting an gpen kem: Jopen the previous kem 7|
™ Close original message on reply or forward
¥ Saye copies of messages in Sent Items folder
¥ automatically save unsant messages
¥ Remove extra ine breaks in plain text messages
I~ Read &l standard mad in plain text ©

I~ read off digitally Wiaa il in plain text | J
On replies and forwards -~ — e e e e e+
0o 3 when replying to a message _
MR [1nchude original messae text ~| B

whern forwarding a messags . _
ﬁrdude original message text =]
prafrs each line with: I

B

* ¥ Markmy comments with:

|

oK ICanwl]

2. Bén dudi Voting and Tracking optlons hay chon hép kiém
Use voting buttons, va sau dé trong hdp nay, nhap cac tén
nut voting ma ban mudn sl dung.

Dé tao cac tén nit voting riéng cla ban, x6a cac tén nut mac
dinh, va sau d6 gd nhap bat ky text ndo ma ban mudn. Tach cac
t&n nit bing cach ddu cham phéy.

3. B&n dudi Delivery options, hay chon hop kiém Save sent
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message to. D& chgn mét folder khdc véi folder Sent Items,
nhép Browse.

4. Nhap Close.

IX. SU dyng cac not voting

Tinh n&ng nay doi hdi ban st dung mét account e-mail Microsoft
Exchange Server.

Khi ban nhan mét thdng bao chua cac nut voting, ban cé thé
s{t dung cac nut dé dap dng nhanh chéng yéu ciu cla ngudi
gui. Microsoft Outlook.ciing ¢6 thé 1ap danh sach mét cach ty
ddng cac két qua cho ngudi gii.

1. Trong Microsoft Outlook, md théng béo chia cac nit vot-

Ing. _ _

2. Nhap nut voting thich hop.

Ghi cha )
Niu ban dang xem thing bio trong khung Outlodk Resding Pane, ban ¢d the binh
chan wi khing cin mé théng bio. Nhdp InfoBar, vi sau dé chon tiy chon ma ban
_ modn. Nou ¢é hon 20 chan lua, nip More tran menu 48 xem tit e cio chon lua.
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A
Taova in phong hi

. Tao mdt thy myc chla cac tén, cdc dia chi, vé
théng tin khac

Ban c6 thé tron mat dif liéu sang mot tai liéu don, ching han
nhu mot thuy myc tu cach thanh vién, mét catalog, hodc danh
sach céc phan.

1. Trén menu Tools, trb vao Letters and Mailings, va sau dé
nhap Mail Merge.

2 Ban duéi Select document type, nhdp Directory.
~ Tai lidu hoat ddng tr8 thanh tai lig¢u chinh
3. Nhdp Next: Starting document.

Tha thuat

Now ban di quen vi tinh ning trqn th hoie ban thich lim vide ben ngoii khung
tie ve Mail Marge, ban ci thi\ i dyng thanh cBng cu Mail Morge. Cic nit im
sip xBp thes thil ty 1T trii sang phil.
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Mail Merge : X
R
Select document type i
what type of docurment are you workng on?
Letters
E-mall messages
.+ labels
@ Dirgctory

Directory

Create a smgb docurnent containing 2 catalog or
printed list of addresses.

Click, Mt bo continue,

Steptef6 .
& Next: Starting documerit

Xdc lap va hién thi thy myc cuu ban

1. Thyc hién mdt trong cac ‘budc sau déy
B4t ddu v6i tai liéu hién cé trong clia a8 tai liéu
1. Nh&p ‘Use the current document.

2. Trong cita s8 tai liéu, go nhap text ma ban mudn lap
lai cho m01 muc trong thu myc nay. Vi dy, dua vao cac
nhén chdng han nhu Name: va Address.

Ban ciing ¢6 thé chd dé gd nhap text cho dén khi khung tac
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vy nhic ban thuc hién diéu nay trong budc k& tiép.

Ghi chu

Tai thai diém nay, khong chita text ma ban mudn in chi mot 1an trong Tii ligu the

mue vila tao ra.

Bit ddu vdi mot template
1. Nhap Start from a template.
2. Nhap Select template.

Select Template

Ganersl L Lengal Pleadings ] Lstters & Faxes

Madl Mer go 1Mums | Other Documents | Publicaions | Reports |

wi w| w| W]

Contemporary Contemporary Contemporary Flagant Merge

Merge Addr,.. Merge Fax  Merge Letter Address List
w | w| wl
Elegart Merge HEARLERREY Pl Merge  Professional
Fax LIt Letter Merge Ad...
wl w|

Frofessional  Prafessional
Marge Fax  Merge Letter

~ o]

Previav:

Craatsﬂe’w
& pocument O Template

Templates on Office Online J

o] o |

3. Trén tab Mail Merge trong hop thoai Select Template
chon template ma ban muén, va sau d6 nhdp OK.

Bt adu vol bat ky tai liéu hién cé khac

1. Nhap Start from existing document.
2. Trong hop Start from existing, chon tai liéu ma ban mudr

va sau dé nhap Open.
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Lookf: | _; My Documents . ] oW XK v Toos~
=My Data Sources :
", _ My Pictures
My Recent Click here and type address. doc
Documents
Desktop
Lt
My Documents
.
My Computer
‘ 1
>y - Fiepams: | -l Qpen
Net
Fles of type: [l word Documents (*.doc; *.dok; * hem; * heoi; .url; * | Cancel

N&u ban khadng thdy tai liéu nay, nh&p More files, va
sau do nhap Open. Trong hép thoai Open, xac dinh tai
lidu ma ban va sau d6 nhap Open.

2. Nhdp Next: Select recipients.
. Xac dinh hodc tao mét ngudn dif liéu va sau dé chon cac ngudi

" nhan

Ghi chua

Trong truling bop niy, danh sich .nhiing nqudi nhin [3 danh sich cdc 18n hefe cic
muc 36 dua vio trony thu mye.

1. Thyc hién mét trong cac diéu sau day @& nhan dUQC di
lidu
N6i_ k&t sang mét danh sdch Microsoft Outiook Contacts

1. Bén dudi Select recipients, nhap Select from Outlook
contacts,
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Madl Merge . v X
Select recipients

Use an existing st
® Select from Outlook c

Type a rew list

Step3of 6
B Next: Write your letter

<3 Previous: Starting document

2. Nhdp Choose Contacts Folder.

Gelecl Contact List Folder x|
Descripbion Modfied  Created Type
'm personal Foldetsi
4 _ - : i
I oK l Cancel l
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3. Trbng hép thoai Select Contact List folder, nhap danh
sach contact ma ban mudn, va sau dé nhap OK.
T4&t ca cac contact trong folder xuat hién trong hdp thoai Mail

Merge Recipients, & dé ban ¢é thé tinh chinh danh sach céac
tén dé dua vao trong thu muc.

™ail Merge Recipients

x|

Ta sort the fist, click the appropriate coluran heading. To narrow down the recipients displayed by a

specific crikeria, such as by city, click the arrow next to the column heading. Use bhe check boxes or
buttons to add or remove recipients From the maill merge.

List of recipients:

|m testi~ Fst | v Thle | v Comp.. | v Address | v Gy | ¥ State

il |
gelectAl | Clearmd | pefresn |

End... | | validate } E
N&i két sang mot loai danh séch khéc chéng han nhymét cosd di

lidu hodc mdt danh sach Office Address List

1. Bén dudi Select recipients, nhdp Use an existing list.
2. Nha&p Browse,

3. Trong hdp thoai Select Data Source, hay xac dinh va
nhdp ngudn di liéu ma ban mudn. Theo méc dinh,
Microsoft Word sé md folder My Data Source.
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Lock.in: |:—J My Data Sources ﬂ . A Lol Tooks~
.. m+Connect to New Data Source. odc
4 m]+New SQL Server Connection.odd

E‘Iv ﬂeceﬂtnt Ip AR HCM TOE-2002 4P (2§ ade
OCUATIEILS j
= smith.mdb

. i o z7.mdb

Desktop

Seluct Data Source

mDﬁc;Jnerls
L
o
My Computer
‘_'j Flle name: r :_] Nchom.:c..J l Open l
My Hetwork — ! -

Places o  Fies of bype: 1nIIDotaSmxccs(‘.odc;‘.mcbj ".rrde;j Cancel

4. Nhap Open.

Phy thudc vao loai ngudn di lidu ma ban chon, cac
hop thoai khdc cd thé xudt hién yéu cdu ban cung
cap théng tin riéng biét.

Vi dy, n€u ngudn di liéu cla ban la mot workbook
Microsoft Excel c6 thong tin trén nhiéu trang bang tinh,
ban can chon trang bang tinh chua thong tin ma ban
mudn va sau dé nhap OK. .

T4t c& cac muc nhap trong ngudn dit ligu xuat hién trong hoép
thoai Mail Merge Recipients, & d6 ban ¢o thé tinh chinh danh
sach cac tén dé dua vao thu myc.

Tao mét danh sach dja chi mdi don gian

1. Bén dudi Select recipients, nhép Type a new list.
2. Nhap Create.
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New Address Lisk

Enter Address information

L x

Title
First Name I

Last Name |

Company Name I

Address Line | |
~ Address Line 2 I
Ciy |
b I
hd
New Entry Delete Entry | Find Entry ... | Fiker and Sort... | Customige. .. j
iew Entrids
View Entry Number ! l1 ‘ {
Total entries in list 1

Cancel |

. Trong hdp thoai New Address List, g& nhap thong tin

ma ban mudn dua vao muyc nhap dau tién bén dudi
Enter Address information; vi du, muyc tiéu dé, cac tén,
va thong tin dia chi. Ban khéng phai dién vao mbi trudng.

. D€ hoan thanh muc nhap dau tién va di chuyén sang

mét myc nhap méi, nhap New Entry.

. L&p lai budc 3 va 4 cho dén khi ban da b3 sung tat ca

cac myc nhap dia chi ma ban mudn, va sau d6 nhap
Close.

. Trong hdp thoai Save Address List, gd nhap mét tén

cho danh sach dia chitrong hép File name, va chon mot
folder d€ luu danh séch nay trong d6.

Theo mac dinh, danh sach dia chi dugc luu trong folder
My Data Sources. T4t nhat nén @il danh sach dija chi
d day bdi vi day ciing |a folder mac dinh ma Microsoft”
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\Word tim kiém cac ngudn di liéu trong dé. Vi thé néu
ban st dung danh sach dia chi nay trong mot phan
trén thu sau 46, ban sé khong phai dinh hudéng qua
cac file va cac folder dé xac dinh né.

7. Nhédp Save.

T&t ca cac muc nhap trong danh sach mdi cGa ban xuét
hién trong hop thoai Mail Merge. Recipients, § dé ban c¢6 thé
tinh chinh danh sach cac tén dé dua vao thu muyc.

2. Trong hép thoai Mail Merge Recipients, chon cac tén ma

ban mudn dua vao.

Cach thyc hién

1. Thyc hién mot trong cac diéu sau day:
S{ dung cac hap kiém dé chl dinh cac tén
Phuong phap nay hiju dung nhat néu danh sach clia ban ngan.

« Chon cac hop kiém gan cac tén ma ban mudn dua vao, va
x6a cac hop kiém gén cac tén ma ban mudn loai bo.

Tha thuat
NGu bgn bidt ban mudn déa vie hiu hat davh sich trong thy mue ede ban, hiy
ahiyp Selact All 46 dé dang xéa cic record dic biat. Tuong 1y nhu vdy, ndu ban chi
mabn dua vio mat vi record trong danh sich niy, nhip Clear All, vé sau dé chon
¢éc record mi ban mudn. -

Sép x&p cac myc trong danh sich nay
Pay 1a phuong cach hiiu dung néu ban muén Xxem Cac Muc
theo thif ty chir cdi hoac theo thd ty s0.

« Nhip tiéu dé cot clia myc ma ban mudn sap x&p. Vi dy
néu ban mudn hién thi danh sach theo thi tu chd cai bang
tén ho, hdy nhép tiéu dé cot Last Name.

Loc cdc muc trong danh séch nay

Pay la phusng cach hdu dung néu danh sach chda cat

record ma ban biét ring ban khéng mudn xem hodc chia tron
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thu myc nay. Khi ban loc danh sach nay, ban c6 thé sl dung
cac hop kiém dua vao va loai bd cac record nhu dugc mé 14
trong phan trudc day.

1. Nhdp mii tén k& tiéu dé c6t chia muc ma ban mudn

1oc.

Mail Merge Recipients Lo , “6" - X
To sort the list, click the appropriate column heading. To narraw down the recipierks displayed by a
speckic criteria, such as by city, click the arrow next to the column heading. Use the check boxes or
buttons to add or remave recipients from the mail merge.

List of recipierits:
-~ Lla:Name |~ First Name

BJI (Al |

M johny
(Blanks)
(Nonblarks)
{Advanced...)

| ] »

Select Al | Clear Ali I Refresh l
o | om | e | e

2. Nhdp bat ky tac vu nao sau day:

« (Blanks) hién thjtat ca cdc record ma trong dé trudng tuong
duong tréng.

« (Nonblanks) hién thi tit ca cac record ma trong dé truéng
tuong duong chida théng tin. .

« N&u ngudn dii ligu clia ban chia cac record chia xé cung
thang tin, va ¢é 10 gid trj duy nhat trd xudng trong cot
nay, ban c6 thé loc bang thong tin riéng biét.

Hop thoai Mail Merge Recipients chi hién thi cac record

dugc xac dinh. D& hién thi lai tat c& céac record, nhap
(AID.



Chudng 4. Tao va in phong bi 121

2. Nhdp OK dé trd lai khung tac vy Mail Merge. Microsoft
Word sé& s dyng cac t&n ma ban da xac dinh cho thu
myc nay.

« P5i véi hoat d6ng sép x&p va loc cao c¢dp, hay nhap mii
tén k& bat ky t&n cbt nao, va sau dé nhdp (Advanced).
St dung cac tab Filter Records va Sort Records dé xac
lap query sap x&p hodc loc ma ban muén.

|
Compare to!
| 1 |
= ] Al
i 0 i N
f _1] 1 11
| i i 1
r i [ 2 _JJ
_ gearal y ' ok | caxa E

« NE&u ban da cai dat dia chi phan mém cé sdn, ban c6 thé
nhap Validate trong hop thogi Mail Merge Recipients dé
hiéu luc héa cac dia chi dugc liét ke.

3. Nhap Next: Arrange your directory.
Sip x€p ndi dung thv muc cha ban

1. N&u ban chua sin sang dé thyc hién diéu nay, trong cua -
s& tai liéu, g6 nhap text ma ban muon lap lai cho méimuc
trong thu muc nay. Vi dy, dua vao cac nhan chang han
nhu Name: va Address:.

2. Ckén cac trudng trén vao ndi ma ban mudn trdn cac tén,
cac dia chi, va di liéu khéc tif ngudn di liéu nay. Vi du,
chén mdt trudng trgn sau mét nhan hang muc, chéng
han nhu Company: “Company”.
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I, Ban vé viéc tao va in mét phong bi

S¢ dung hdp thoai Envelopes and Labels la cach don gian
nhat d& tao mat envelope don. Ban ciing cé thé sl dyng khung
tdc vu Mail Merge, nhung phudng phdp nay dugc thuc hién
khi ban dang chudn bi mét loat thu.

BG sung théng tin vio mét phong bi
Ban c6 th8 bd sung cac loai théng tin quen thudc khac nhau
vao phong bi clia ban ngoai thong tin dia chi co ban:
« Thém buu phi dién ti ma ban d& mua ti mét dich vy buu
phi dién t& ching han nhu nhiing buu phi dién tU dude
tim trong Word Wide Web.

« Chi dinh m6t dia chl khid héi mac dinh xudt hién trén tat
cé cac phong bi. Néu ban mudn, ban cé thé thay déi dia
chi khd hdi cho cac phong bi ¢d nhan.

Tao tuy bién cach trinh bay mgt phong bi
Thuyc hién theo mét sd cdch sau:
< Chi dinh dang. cla text.
« Chon mdt nhiéu kich ¢& phong bi khac nhau, hodc chi
dinh mdt kich ¢8 tuy y.
« B3 sung text riéng biét va cac anh, vi dy mét logo cong
ty hodc moét &nh trang tri.
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In mét phong bi

Khi ban tao mot phong bi bang céch st dung mbt hdp thoai
Envelopes and Labels, ban ¢6 thé in phong bi ma khong can
luu thong tin dia chi nay. Néu ban mudn iuu phong bi d&€ higu
chinh va in sau d6, ban cé thé dinh kém noé sang mét tai liéu.

X,

Envelopes I Labels l

Delivery address. R 4 Print J

ﬂ Add to Document J

Cancel |I |
Qptions. .. l
-
— —l E-postage Properties. .. ‘
i Add eiectronic postage
Return address: =7 i
Preview

Eak

when prompted by the printer, insert an envebpe in your printer's manual feeder.

ll. Tao va in cac nhan cho thy hang loat

1 Trén menu Tools, trd vao Letters and Mailings, va sau dé
nhap Mail Merge.

2. B&n dudi Select document type, nhap Labels.
Tai liéu hoat ddng trd thanh tai ligu chinh.
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Mail Merge
@ o
Select document type
What type of document are you workmg on?

Letters

- Directory

Labels
Print address labels for a group mailing.

Click Next ko continue.,

v X

3. Nhap Next: Starting document,
Xac lap va hién thi cac nhin cia ban

1. Thyc hién mdt trong cac diéu sau day:

Tao mdt trang méi chifa cdc. nhan

1. Nh&p Change document layout.

2. Nhép Label options.

3. Trong h6p thoal Label Options, chen cac tuy chon ma
ban mudn, chidng han nhu loai nhén va kich ¢g, va sau

dé nhdp OK.
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Label Dptions ' ST x|

Printer information

" Dot matrix

& Laser and ink jet Tray: |Manual Feed (Tray 1) LI
Label information

Label products: #very standard :J

Product nymber:

-Label information

2160 N - Address

2162 M - Address, Type: Address

2163 Mini - Shlpplng Height: 1"

2164 - Shipping o .,

2180 Mini - File Folder Width; 2.63

2181 Mini - File Folder Page size: Mini (4 ‘4 x Sin}

2186 Mini - Diskette ~]

Details... ] New Label.., | - H OK I Cancel

B&t ddu véi trang chia cac nhan cé sdn
1. Nhap Start from existing document.
2. Trong hdp Start from existing, chon tai Iiéu ma ban muén,
va sau dé nhédp Open.

Né&u ban khéng thdy tai liéu nay, nhap More files, va
sau dé nhdp Open. Trong hp thoai Open, xac d!nh tai
liéu ma ban mudn va sau d6 nhap Open.
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3x
) 0] My Data Sources
. “)- ' My Pickures
MyRecent B Cick hers and type address.doc
Documents Totanar Tt Hove 00
Deskiop
.,.'II,
MvD;Ju.l'nmts
2
wy Computer |
.. |
My Network I - - e 1
Places  Fhes of type: [l word Documents (*.doc; *.dot; *.bem; * bl oy ¥ v Cancel

Microsoft Word hién thi tai liéu trong cira s8 tai lisu. N&u ban
quyét dinh st dyng mot tai liéu nhan khac nhau, hay nhap Start
from existing document, va sau d6 chon mot tai ligu khac. Néu
ban mudn thay d8i layout nay, nhap Change document layout
va sau d6 nhdp Label options.

2. Nhap Next: Select recipients.

Xac dinh ho¥c tao mét ngudn dif liéu va sau dé chon cac ngudi
nhin _ '

1. Thyc hién mét trong cac diéu sau day:

N&i két sang mét Microsoft Outiook Contacts List

1. Ba&n dudi Select recipient, nhdp Select from Outiook con-
tacts.

2. Nhap Choose Contacts Folder.

3. Trong hop thoai Select Contact List folder. nhdp danh
sach contact ma ban mudn, va sau do nhép OK..
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Seleck Contack List Folder . S it h x|

Description Modfied Created | Type
Petsonal Folders|

| oK | Cancel I

Tat cd cac contact trong folder xuat hién trong hép thoai Mail
Merge Recipients, & d6 ban c6 thé tinh chinh danh sach céac
ngudi nhan dé dua vao phén trdn.

N6i két sang mét loai danh sach khéc, chdng han nhu mdt co 56
dif lidu hodc Office Address List

1. Bén dudi Select recipients, nhap Use an existing list.
2. Nhdp Browse.

3. Trong hdp thoai Select Data Source, xac dinh va nhap
ngudn di liéu ma ban mudn.

Theo mac dinh, Microsoft Word sé 'mé folder My Data
Sources.

4. Nhap Open.
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Seteck Dala Source . _ ?T?{r;;- R ’ - orlx
Lookin: [ j My Data Sources Jo R VRS B ) v Tooks~
. mi+Connert ko New Data Source,ode
7 al+New 5QL Server Connection.odc
My Recent 2 AP HCM T01-2002 ‘AP (2 ode
Doqunents ﬂsn*hmd: '
i | = 22.mcb
Deskiop
-
My Documents
9
My Computet
L ' :
2 oo 7 e |
Py Network. 'J
Places Files of type: ]ummccs(-.odc;*.m;*.m;;] Carcel _

Sip x&p ndi dung cia cac nhan
1. Chén cac trudng trdn vao ndi ma ban mudn trén cac tén,
cac dia chi, va théng tin khac chang han nhu ma vach buu
dién. '
Cach thyc hign
1. Trong tai liéu chinh, nhdp vao ngi ma ban mudn chen
trudng. _
2. Thuc hién cac budc sau day:
Khai dla chi trong G6 bao gém tén, dia chi, va théng tin khac.
1. Nhdp Address block.
2. Trong hop thoai Insert Address Block, chon cac thanh
phan dia chi ma ban muén dua vao va cac dang ban
muén, va sau dé nhap OK.
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Insert Address Block

Specify address elements

W Insert recipient's name in this format:

Mr. Josh Randail Jr,
Mr. Josh Q. Randall Jr,
L. Zoshus Randall Jr,

¥ Insert company name
W Insert postal address:

" Never inchude the country/region in the address
" Always include the countryfregion in the address
& Only include the countryfregion if different than:

[United States R

¥ Format address according to the destination country/region
Preview

Mr, Joshua Randall Jr,
Blue sky Aitlines

1 Airport Way

Kitty Hawk, NC 27700
United States of Amerira

Match Fields. .. | | 0K I Cancel

3. N&éu hdp thoai Match Fields xuat hién, Microsoft Word
khdng thé tim mét 8 thong tin né can cho khdi dia chi
nay, nhdp mii tén ké bén (not available), va sau dé
chon trudng ti ngudn dir liéu clia ban sao cho tuong
thich véi trudng duge yéu cau cho hoat déng trén thu.
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Match Fields

x|
Mail Merge has special Features Foe easily working with addresses. Please specify address
Field components to simphfy address insextion. i

Required information N
Lot Name Laet i _—
First Name [First Name -
Courtesy Title D{
Corripany ‘Cu:r'npam;r Mame | |
Address 1 pddressLinel  « |
City City =
State ]State 1
Postal Code ’ ZIP Code v
Spause Firsk Name (not available) = i
Optional information
Middle Name [(not available) ]
u. £Eiy Ot auaiblay, L

Use the drop-down lists to choase the field from your database that correspords to the
address information Mail Merge expects (listed on the left.)

oK Cancel
l | N

pong Greeting
1, Nhép Greeting line.
2. Chon dang greeting line chia 18i chao, dang tén va
sau dé 1a cham cau.
3. Chon text ma ban mudn xudt hign trong trudng hgp
Microsoft Word khong thé di&n dich tén clia nguai
_nhan, vi dy, khi ngudn di ligu khong chtra tén hodc
ho clia mot ngudi nhan, nhung chi chita mét tén cong
ty.
4, Nhdp OK.
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Greeting line format:

]Dear _ _"_I er. Rand‘all :_l |i Ll
Greeting line for invalid recipient names:

[Dear Sir or Madam, -]
Preview -

Dear Mr. Randall,

Match Fields... I | CK I Cancel

5. N&u hop thoai Match Fields xuét hién, Word khéng
thé tim mot sé théng tin ma né cdn cho dong greeting
nay. Nhdp mii t&n k& bén (not available), va sau dé
chon trudng ti ngudn di liéu cla ban sao cho tudng
thich vdi trudng dugc yéu cu cho hoat déng tron thu.

MatchFields .- S5 QEa _ x|
Mail Merge has special Features for easily warking with addeesses. Please specify address
fiekd components to simplify address insertion.

Spolse First Name [(mt avalable) - =
Ogptional information :
Middle Mame (not available) -
Suffix {not available)  «
Nickname [(nat available} -}
Phonetic Guide for Last Name {not avalable) -
Phonetic Guide Far First Name {nok available) -
Jab Tide . {not available) - | |
Department (ot available) «
Address 2 [Addressline 2+ ]
Address 3 {not avaiable) ~
Country or Region Country I
— i Moioe

Use the drop-down lists to choose the field from your database that correspongs to the.
address information Mail Merge expects (listed on the left,)
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1. Nh&p More items.
2. Thuc hién mat trong cac diéu sau day:
« Chon cac trudng dia chi ma sé ddng tudng thich vai
cac trudng trong ngudn dir ligu cia ban, tham chi néu
_ céc trudng cla nguén dif ligu khdng cé cung tén véi
cac trudng cda ban, hay nhdp Address Fields.

Insert Merge Field

x|
[nsert:
" Address Fields {* Database Fields

First Wame
Last Name
Company Name
pddress Line 1
address Line 2
City

State

Z2IP Code
Country

Home Phone
wWork Phone
E-mail Address

_J

Match Fields... J Insert Cancel I

« P& chon céac trudng ludn 1ay di ligu tryc tiép tU mot
cot trong mot co sd di liéu, hay nhip Database Fields.
3. Trong hop Fields, nhap truong ma ban mudn.
4. Nhip Insert, va sau d6 nhap Close.
Buu phi dién tif |
Dé bd sung buu phi dién tl, dau tién ban phai cai dat mot
chuong trinh buu phi dién t ching han nhu mét buu phi dién
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t ma ban d& mua i mot dich vy trén World Wide Web.

1. Nhép Electronic postage.
Néu ban khéng cai a3t mot chudng trinh buu phi dién
t, Microsoft Word nhic ban cai dat né va dé nghi nsi
ké"E vGi Web site Microsoft Office Onine: éidé ban cé
thé nhan dugc nhiéu théng tin va cac ndi két sang cac

* site khéc von cung c&p buu phi dién ti.

2. Chen buu phi theo hudng dan coa chuong trinh.

Ma vach buu dién

Ban phai chon moét nhan hodc mot loai phong bl hé
trg ma& vach POSTNET.

1. Nhdp Postal bar code.

i :"-‘;:"_;' H
Insert oSt X;

Seiect the sppropriate address fields below
and dick OK to insert & bar code at the
insertion paint.

Merge field with ZIP code:

Merge field with street address:
IAddress_Line_l .
-

’ QK l Cancel

2. Trong hdp thoai Insert Postal Bar Code, chon cac trugng
dia chi thich hgp.

3. Lap lai budc 1 va 2 cho tat ca cac trudng ma ban muén
chén. '

Ghi chi
* Ban khong th€ gb nhap céc ky ty trudng trén (") béng
tay hodic st dung lénh Symbol trén menu Insert. Ban phai
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st dung khung tac vu Mail Merge.

« N&uU cac trudng tron xuat hién bén ngoai dau ngodc,
chang han nhu (MERGEFIELD City }, thi Microsoft Word
hién thi cac ma trudng. Digu nay khong anh hudng dén
hoat dong tron, nhung néu ban mudn hién thi cac k&t
qua, nhap phai ma trudng, va sau dé nhap Toggle Field
Codes trén menu t.

5 N&u ban mudn, ban co thé thay déi dang cua di lieu
dugc tron nay.

Cach thyc hién

pé dinh dang dii liéu dudc tron, ban phai dinh dang céac
truding tron trong tai lieu chinh. Ban khong dinh dang
dif tiéu trong ngudn di liey, bai vi dinh dang cla no
s& khong dugc giti lai khi ban tron dii liéu vao tai ligu,

1. Trong tai liéu chinh, chon trudng chira thong tin ma
ban muén dinh dang, bao gbém céac ky ty trudng tron
xung guanh (<< >>)

o Trén menu Format, nhap Font, va sau do chon cac tuy
chon ma ban mudn.

. -
cont | Chewacter Spacing | Text Thets |
Ford: Fant stle: Sz '
Trebuchet M5 Tt 2k o T
Tureya _ Bcld i
eoers Bold Jralic ) il
Linivers Conderised - 2 M i
Font couar: underline style: )
Automatic - i(mne) -l HE
Effects |
T stkethnough ™ Shadow ™ St caps I
~ Double shikathrough T Quilre T kcaps i
© Sperscri [ Emboss Fadger: |
Sustrnk i Ergreve :
Mreview
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Binh dang bing cach sif dung cdc ma truding
D& kiém soat cac khia canh khac cla viéc dinh dang,
nh&n ALT+F9 d& hién thj cic ma truding, va sau dé bd
sung cac lénh chuyén déi vao cac trudng tron.
D& sao chép dinh dang va layout cla nh&n ddu tién sang
tat cd cac nhan khac trén trang, nhap Update all labels.
3. Sau khi ban da hoan thanh tai liéu chinh va da chen tat
cé trudng trén, nhap Save As trén menu File' bat tén cho
tai liéu, va sau d6 nhap Save.

4. Nhap Next: Preview your labels.
Xem trudc cic nhan va tinh chinh danh sach ngudi nhan
1. Xem trudc cac muc. Thyc hién mot trong cac diéu sau
day: -
* D& xem trudc cdc muc theo thi ty, nh&p moi tén cac nut
mii tén << >>. Mdi record dugc xem trudc trong nhén
d&u tién trén trang.
* D€ xac dinh va xem trudc mot muc riéng biét, nhdp Find
a recipient, va sau dé g nhap tiéu chuan tim ki€m trong
hép thoai Find Entry.

x]
Find: |
Lookin: & Allfields
" This Field: ' v
Cancel

2. Néu ban muén tinh chinh danh séch ngudi nhan, vi dy
loai b6 M6t ngudi nhan, hay nhdp Edit recipient list, va
sau d6 thuyc hién cac thay ddi trong hép thoai Mail Merge
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Recipients.

Mail Merge Recipiants: % ,;,;,?;

To sort the list, click the approprizte calumn heading. To narraw down the recipients displayed by 2
specific criteria, such as by ciy, click the arrow next to the comn heading. Use the check boxes or

buttens to add or remove recipients from the mail merge.

List of redpients:

_______ T~ Lot Name | v Frsthame ] v Tale |~ CompanyName | = Address Lie
@l ey |

< | | bl

select All } Clear Al J Refresh JI

T | e | ke o]

3. Nhap Next: Complete the merge.
Hoan thanh hoat déng trén

Thuyc hién bat ky tadc vy sau day:

Tao tuy bi€n cac nhan ca nhan

D& tao tuy bién cac muc riéng 1&, ban thuc sy hoan thanh
hoat déng tron va sau dé hiéu chinh théng tin ma ban mudn
trong tai liéu dudc tron.

1. Nhap Edit individual abels.

X

& Al

™ Cuerenk record

. Erorn:l—— Io: [—_—_
o) o |
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2. Trong hdp thoai Merge to New Document chon cac record
ma ban mudn tron,

3. Nhap OK.

Microsoft Word tao va mé mét tai lieu mdi da dudgc tron.
Tai liéu chinh ctia ban ciing dugc md, va ban cé thé
chuyen déi tré Ial né néu ban mudn thuc hién mét thay
ddi d&i véi tat ca cac muc.

4. Cudn dén thong tln ma ban mudn hiéu chinh, va thuc
hién cac thay déi clia ban,

5. In va luu tai liéu gidng nhu ban thyc hién viéc luu bat ky
tai liéu thdng thudng nao.

In trang c6 chifa cac nha%

Thuc hién mét trong cac diéu sau day:
Né&u ban tao thy bi€n cadc myc va cac tai liéu duge trén hoat déng
1. Trén menu File, nhap Print.

7| %]
Name: | ¥ HPLaserlet 1200 Series PCL ~] Properties
Status: Ldle Find Priter. ..
Type: HP Laserlet 1200 Series PCL v
Where! DOT4_0G1 ' Print to file
Comment " Manuat duplex
Page range Coples
Al Mumber of (opies: |ﬂ =
" Current page -
" Pages: | W Collate
Enter page numbers andjor page rarges
separated by commas. For example, 1,3,5-12
Print what ; |Docu'nent L; Zoom
Pages pet sheel: 1 v
Prirt: [AII pages in range - [ ages per s | page :l
Scale to paper size: INO Scaling - [
Options... | [T ] conel j
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2. Chon cac tay chon ma ban mudn.
Né&u ban muén in truc ti€p tif khung tac v Mail Merge

1. O budc 6 clia khung tac vy Mail Merge (Complete the
merge), hay nhép Print,

x|

Print records
@ lail;

" Current record

" From: ‘ . To: [ _
‘_ oK I Cancel ‘l

2. Trong hop thoai Merge to Printer, thyc hién mot trong
nhitng diéu sau day, va sau dé nhap OK.

« D& in tat ci cac tai liéu, hay nhap All.

« P& in tai liéu ma ban thdy trong cua s& tai lisu, hay nhap
Current record.

« D& in mdt ddy cac tai liéu, hay nhap From, va sau dé go
nhap céc s& record vao cac hop From va To.
3. Trong hdp thoai Print, hay chon tiy chgn ma ban mudn.

Lutu trang c6 chifa cac nhan d& s dung sau nay '
N&u ban mudn hiéu chinh cac nhan dugc trén hoac luu

chiing dé sli dung sau nay, ban c0 thé thu thap ching thanh
mot tai liéu don.

1. Nhap Edit individual labels.

2. Trong hop thoai Merge to a New Document, thyc hién
mot trong nhiing diéu sau day, va sau 4o nhap OK.

« D& tron tat ca cac tai liéu, hay nhép All.
« D& tron chi tai liéu ma ban thay trong clta s6 tai ligu, hay
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nhap Current record.

« D& tron mot day cac tai ligu, nhdp From, va sau dd gt
cac sd record vao cac hop From va To.

« Microsoft Word s& m& mot tai liéu don mdi chija tat ca cac
nhan riéng. Sau dé ban co thé luu tai liéu dé st dung sau na
giéng nhu ban thyc hién viéc luu véi bat ky tai liku nao thong

thuéng.

IV. Chén mét dia chi ti mét sd dia chi dién t4

Ban cé thé& chén cac dia chi ti cac s6 dia chi truc tuyén sa
day: mét Microsoft Outlook Qddress Book hoac Coﬁntacts Lis
mét Microsoft Schedule+ 95 Contacts List, hodc Personal Ad
dress Book. Néu ban da cai dat Qutlook, thi Schedule+ 85 Cor

tacts Lis

t khdng co san.

1. Trén menu Tools, trd vao Letters and Mailings, va sau d
nhap Envelopes and Labels.

-

Toals -

Table Window Help
spelling and Grammar.., - F7
Research. ., A+ Click
Language

Word Count...

Speech

Shared workspace...

Letters arnd Mailings

Customize. ..

Qptions. ..

<«

Times Neww Roman - 10 « B

e

LI TRCRRCER - SRR B

o

.
C

Mail Merge. .,

& ¢mith jo oy

wt
1111
min

Show Mail Merge Toolbar

gnvelq:gs and Labels. ..
kg

1

Letter Wizard. ..
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2. Nhap tab Envelopes hodc tab Labels.

Erveiopes |
address: .~ [ Usereturn address Print |
Zip code not valid! _A_‘ ' T
[Click here and type retum address) | New Document i
Cancel i
gptons... |
ﬂ E-postage Properties... i
r Label
Print Avery standard, 2160 Mini
& Fult page of the same label Address
" Single label

4 4

Before printing, insert labels in your printer's manual feeder

L

3. Nhdp Insert Address i

e

4. Trong hdp Show Names from the, nhap s8 dia chi hodc
ganh sach contact ma ban mudn.

5. Trong hop Type Name or Select from list, nhdp mot tén.
Hodc nhdp mdt tén trong danh sach.

Tha thuat

Mt cich nhanh chng d& chan mit dia chi ma ban di si dung gin ddy, ban cd the
ahiy mii tan kb ndt lnsert Address. Sau dé nhip mdt tén trong danh séc.
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Select Name

Type Name or Select FromList: Show Names from the;

ﬂ IEonta:ts _vJ

y | _r
Advanced vl i oK I Cancel |

V. Chi dinh mét dia chi héi am mdéc dinh
1. Trén menu Tools, nhdp Options, va sau d6 nhdp tab Use
Information. _
2. Trong hop Mailings address, g nhap dia chl h6i am.

Ghi cha
Lin k8 tidp mi ban'in mdt phong bi, dia chi mi ban oh dink xuat hign mét cich
true tidyp trong hgp Return address trén tab Envelopes cia hdp thoai Envelopes and
Labels. Nhi x5a hap kigm Omit. |
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-2
view | Geera | Edt | et | Save |
Security ] Spefling & Grammar ] Track Changes |
User Information | Compatibility l File Locations ]

User information
Name:

Initials:

g

Mailing address:

o ] corcel |

VI. B8 sung buu phi dién i vdo médt phong bi hodc
nhdn
Pé bd sung mot buu phi dién t& dau tién ban phai cai dat
chuang trinh buu phi dién td, chéng han nhu buu phi dién o
ban da mua ti mét dich vy trén World Wide Web.
1. Trén menu Tools, trd vao Letters and Mailings, va sau do
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nhap Envelopes and Labels.
2. Nhidp tab Envelopes hodc Labels.
3. N&u can thidt, hay g nhap ho#c hiéu chinh céac dia chi
gdi va cac dia chi hoi am.
~ 4. Cheon hop kiém Add electronic postage.

Envelopes andLabels -~ .7 Eocoum ol ek x|

Envelopss ‘ Labels ]

Dekvery address: - T El’lnf

Zip code not valid! ii
[Click here and type retur address]

Cancel

Qptions. .,

A4

|
Add to Documert |
|
|
]

_E-postage Properties. ..

"Add electronic postage;

Return address: ad [ Omit

y : Preview

7=

When prompted by the printer, insart an envelope in your prnter's manuat feeder.

5. D& xéc lap cac tuy chon cho cac chudng trinh buu pt
dién t0 dugc cai dit trén may tinh, hay nhdp E-postag
Properties. : :

Tha thugt .
Ban ¢6 1h& oif dung khung Yic vy Mail Morge d&' b sung buu phi dign ti trong qui
trinh trgn ﬂnf.
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1. Trén menu Tools, tré vao Letters and Mailings, va sau do
nhép Envelopes and Labels.

2. Nhdp tab Envelopes.

Chuong 4. Tao va in phong bi

Envelopes and Labels e A X}
Erwvelopes  Labels I
gddress: ~ wh v I Usereturn address Pint J
ip code not valid! -
m ' :i New Document ]
Cancel I
,options... |
) LI E-postage Properties. ,, J
. Labe!
_ Print ) Avery standard, 2160 Mini
~ @ Full page of the same |abel ~ hddress
" Single labei [ _—_ ]
Before printing, insart labsls in your printer's manual Feeder,

3. Trong hép Delivery address, g6 nhap hodc hiéu chinh dia
chi chuyén thu.

4. Trong hép Return address, ban c6 thé chap nhan dia chf
héi &m mac dinh hoc thic -hién mdt trong nhing diéu
sau day:

* Go6 nhap hodc hiéu chinh dia chi hdi &m.
« B4 mdt dia chi hdi &m bang céch chon hép kiém Omit.

5. N&u ban truy cap buu phi dién td, vi dy, néu Ban da mua
né tir moét dich vy trén World Wide Web, ban c¢é thé bd
sung né vao phong bi cla ban.
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Cach thyc hién
1. Chon hép kiém Add electronic postage.

2. B8 xac lap cac tuy chon cho cdc chuong trinh buu phi
dién ti dugc cai dattrén mdy tinh clia ban, hay nhép E-
postage Properties.

6. DE chon mét kich ¢8 phong bi, loai gidy va cdc tay chon
khac, hay nhap Options, chon cac tuy chon ma ban mudn
va sau d6 nhap OK.

Label Options B Wt X

Printer infarmation
" Dot matrix
% Laser and ink jet Tray: {Manual Feed (Tray 1) _ﬂ

Label information

Label products: Avery standard L]
Product numbes:

2160 Min - 4dd-gss Labelinformation

2162 Mini - Address Type: Address

2163 Mini - Shipping Height: 1

2164 - Shipping Wicth: » 63"

2180 Mini - File Folder 1Sy .

2181 Mirx - File Folder Page size:”  Mini (4 %% x5in)

2186 Mini - Diskette ~]

Details. .. I New Label.., l - || K I Cancel J

7. Trong hdp thoai Envelopes and Labels, thyc hién mdttrong
nhiing didu sau day: |

« Pé& in ngay mdt phong bi, chén mét phong bi trong may in
nhu dugc trinh bay & hép Feed, va sau dé nhap Print.

« pé dinh kém phong bi sang tai liéu hién hanh dé hiéu
chinh va in sau dé, hay nhip Add to Document. Phong bi
dugc bd sung vao tai liéu trong mo6t phan riéng biét.
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Tha thuét

Néu ban truy ¢3p vao s8 dia chi didn td, ban ¢6 the nhip Insart Address d¢ chin
mét dis chi ti nguan nay vio hdp Delivery address hoje Return address.

VIll. Tao véa in céc phong bi cho hang loat thu

1. Trén menu Toolé, trd vao Letters and Mailings, va sau do
nhap Mail Merge.

2. B&n dudi Select document type, nhidp Envelopes.
Tai liéu hoat déng trd thanh tai liéu chinh.
3. Nhap Next: Starting document.
X4c 1ap va hi&n thi cac phong bi cta ban
1. Thuyc hién mdt trong nhiing diéu sau day:
Tac mét phong bi méi '
1. Nhap Change document layout.
2. Nhdp Envelopes options.
3. Trong hop thoai Envelopes Options, chon cac tuy chon

ma ban muén, ching han nhu kich ¢8 phong bi, va
sau d6 nhdp OK. '
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Envelope Options- - x|
i} Printing Options ]
Envelope size:
[size 10 (4 1/8x9 1j2n) vl
If mailed in the USA,
I
r~

Delivery address

ﬂ_l From left: |Auto =
From top: ‘Auto 5“
Return address

Font.. | Fromleft: [Auto =]

From top: {Auto =
Preview

i

O Cancel J

Bét ddu v6i mét phong bl ¢6 san
1. Nhap Start from existing document.

2. Trong hép Start from existing, chon tai liéu chda hdp
thuy ma ban muén, va sau dé nhap Open.

Microsoft Word hién thj tai liéu trong ciia s6 tai liéu. N&u
ban quyét dinh s dung mét tai liéu phong bi khdc nhau, nhap
Start from existing document, va sau dé chon mdt tai liéu khac.
N&u ban muén thay déi layout nay, nhadp Change document
layout, va sau dé nhap Envelopes options.
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tookin: | _: My Documents -] w4l Xy |+ Toos~
- : 3 oMy Daka Sources
‘) My Pictures
Documents Company Name Here.doc
Desktop
My Documents.
.3
My Computer
.
S Flla pame; - -
Places Fes of type: [l ward Documents (¥.doc; *.dot; *.him; *.hkm; *.ur; * | Carcel |

2. Nhap Next: Select recipients.
Xic dinh hojc tao mdt ngudn di liéu va sau dé chon nhifng ngudsi
nhan

1. Thuc hién mét trong nhiing diéu sau day:

N&i két vdi mdt Microsoft Outiook Contacts List

1. Bé&n dudi Select recipients, nhap Select from Outlook
contacts.

2. Nh&p Choose Contacts Folder.

3. Trong hép thoai Select Contacts List folder, nhap danh
sach contacts ma ban mudn, va sau dd nhip OK.
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Select Contact List Folder X|
Name Description Modified Created Type
@ MCRIEEEE Personal Folders|
4 | »]
| oK I Cancel J

Tat ca cac contacts trong folder xuat hién trong hép thoai
Mail Merge Recipients, & d6 ban c6 thé tinh chinh danh sach
clia gac ngudi nhan dugce dua vao trong hoat dong trén nay.

N&i k&t v6i mét leai danh sach khac nhau, ching han nhu mét co

s& di liéu hodc Office Address List.

1. Bén dudi Select recipients, nhap Use an existing list.

2. Nhdp Browse.

Select Data Source . R x|
Lockin: | =) My Data Sources | 21 X o~ Tooks v
, ai+Connect to Mew Data Source.odc
i) +New SQL Server Connection.odc
MyRecent AP HCM TOL-2002 AR (2)4.0dc
Documents 5 smith.mcb
. Hzzmd
Dasktop
L j
My Documents
3
My Computes
A
o File name: *]  tew Source...
My Mol ne: R gour Qpen
Flles of type: IMMa Sources (*.odc; *.mdb; ‘.mds;_VJ Cancel
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3. Trong hdp thoai Select Data Source, xac dinh va chon
ngudn di liéu ma ban mudn.
“Theo mac dinh, Microsoft Word s& md folder My Data
Source.
4, Nhap Open.
T&t ca cac muc nhap xuét hién trong nguén di liéu xuat
hién trong hop thoai Mail Merge Recipients, 8 46 ban
c6 thé tinh chinh danh sach cac ngudi nhan dude dua
vao trong hoat déng trén nay.
Tao mét danh sach dja chi méi ddn gian
1. Bén dudi Select recipients, nhap Type a new list,
2. Nhap Create.

New Address List ~ ~: #7 2 T x}
. Enter Address information al
- - —
Title |l ]
First Mame I
Last Name {
Company Name I
Address Line & |
Address Line 2 |
City |
Tk -k I :J
MNew Entry Delete Entry ] Find Entry ... | Filter and Sort... ! Customize. 1
Wiew Entries
vieys Entry Number l I1 | |
Totat entries in list 1
Cancel |

3. Trong hép thoai New Address List, go nhap thdng tin
ma& ban mudn dua vao cho myc nhip dau tién bén
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dudi Enter Address information, vi duy, tiéu dé, cac tén,
va théng tin dia chi. Ban khong phai dién vao mai
trudng.

4. D& hoan thanh muc nhap ddu tién va di chuyén sang
mot myc nhap mdi, nhap New Entry.

5. Lip lai budc 3 va 4 cho dén khi ban bé sung tat ¢3 cac
muc nhap dia chi ma ban muén, va sau dé nhap Close.

6. Trong hop thoai Save Address List, g6 nhap mét tén
cho .danh sach dia chi trong hgp File Name, va chon
mot folder dé luu danh sach nay vao dé.

7. Nhdp Save.

2. Trong hop thoai Mail Merge Recipients, chon cac ngudi
nhan ma ban mudn dua vao.

Mail Merge Recipients i ‘ Bl _)_(j
To sort the list, cick the appropriate column heading. To narrow down the racipients displayad by a
specific criteria, such as by city, dick the arrow next to the calumn heading. Use the check boxes or
buttons to add or remove recipients from the mai merge.
st of recipients:

%]
<] | >
Selact Al J Clear al 41 Refresh I
me | _ew. | v |
Cach thyc hién

1. Thyc hién mét trong nhiing diéu sau day:
SU dyng cdc hop kiém dé chi dinh cac ngudi nhén
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Phuong phép nay rat hitu dung néu danh sach cta
ban ngan.

« Chon cédc hdp kiém k& bén nhitng ngudi nhan ma ban
mudn dua vao, va loai b nhiing hép kiém k€ bén nhitng
ngudi nhan ma ban muén loai bd.

IX. Tao tuy bién cdc phong bi
Pinh dang cac dia chi

1. Trén menu Tools, trd vao Letters and Mailings, va sau dé
nhap Envelopes and Labels.

2. Nhap tab Envelopes

,.-;-G_‘;-... e _KJ
Erwelopes I Labels |
Delivery address: - T Print ‘
code not valid} _JI A to Document |
Click here and type returm addres s .
Cancel !
Options. . 1
ﬂ E-postage Properties. .. |
i Add electroni postage d
Return address: - [ Omit
1 Preview Feed
j = [ ]

when prompted by the printer, insert an envelope in your printer's manual feeder,

3. N&u can thiét, gbé nhap hoac hiéu chinh cac dia chi goi
va dia chi hdi am.
4. Nhap Options, va sau dé nhdp tab Envelopes Options.
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Envelope size:

[size 10 (41/8x91/2in) -]
IF mailed in the USA,

[ Delivery point bar code
=

Delivery address

Font... __i From left: |Auto E“
From Lop: ‘Auto 5‘
Return address

&_l From left: m
Fromtop: [Auto =]

Preview .

;

Ol Cancel

5. Bén dudi muc ma ban mudn diéu chinh, hdy nhap Font.
6. Trén tab Font, hay chon cac tay chon ma ban mudn.
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Font ] Character Spacing l ]
Font:

:

Brial Black
Arial Rounded MT Bold
Bookman Old Style

21

Bragnadacio
Font color: Undetline style:
Autornatic j j (none) -] r

Effects

[ strikethrough I~ Shadow [~ small caps
[ Double strikethrough ™ Qutline I allcaps

™ Superscript ™ Emboss [ Hidden

™ subscript [ Engrave

Preview

0 BARCODE"1111
This is a TrueType Font. This Font will be used on both printer and screen. J

Default,,. l l OK | Cancel J

7. D& s dung céac dang dia chi méi cho tt c cac phong bi

ma ban tao dugc dya trén template hién ¢6, hay nhap
Default, va sau dé nhdp Yes.

Ghi chu

Niu ban mudn dinh dang cdc 1 riéng & trong mot dia ¢hi thay vi toin bd mot
thanh phin dia chi, ddu tién hay dim bio ring ban dinh keém yhong bi sang mdt tii
ligu thay vi in nd ngay. Sau dé, hdy chon text trén phong bi duge dinh kém vi dinh
dang o theo cich thang thudng.
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Chon mét kich ¢& phong bi
1. Trén menu Tools, trd vao Letters and Mailings, va sau doé
nhap Envelopes and Labels.
2. Nhap tab Envelopes.
3. Nhdp Options, va sau d6é nhap tab Envelopes Options.
4. Trong hép Envelope size, nhdp kich ¢& ma ban muon,

Envelope Options i Printing Options '

Envelope size:

|5ize 10 (4 178 x 9 1j2 in) -
If SizeﬁSH (3 5}'8){6 1,f2 in) -
Size 3 J in; ]
Sice f4 118 x 9 1/2in]
(4 12 x 10 38}
Size 12 (434 x1tlin)
DAsize 14 (5x 11 12 in) —
B4 {250 » 353 mm)
BS (176 x 250 mm)}
BA {125 x 176 mm)
R{C3 {324 x 458 mm}
4 (228 x 324 mm)
3 {162 x 229 mm) :

From top: [Auto
Preview

1,

0l Cancel

N&u kich ¢& ban mudn khang dugc liét k&, hay nhéap Cus-
tom size, va sau d6 nhap kich thudc cua phong bi.
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Chén WordArt hojic cac anh

Ban c6 thé bd sung WordArt hodc cac &nh vao cac phong
bi tuong tu nhu ban thudng thyc hién dgi véi bat ky tai ligu
nao. Nhé dat chung vao noi ma ching khéng che khuat dia
chi hodc lam cén trd ti€n trinh x0 ly thu.

X. In mot phong bi dugc dinh kém v&i mét tai liéu
N&u ban da tao mét phong bi va luu né véi mét tai lidu, ban
c6 thé in phong bi dugc dinh kém nay.
1. M& mét tai liéu cé mot phong bi duge dinh kém va sau do
nhap vao phong bi nay.
Phong bi nay xu&t hién trong phan tai liéu riéng cla no.
2. Chén mét phong bi trong may in
3. Trén menu File, nhdp Print.
4. Trong hép Pages bén dudi Page range, gd nhap 0

Thu thuét

D& xem cch @it phong bi trong khay méy in, r§ vio Letters and Mailings trén
menu Tools, nhdp Envelopes and Labels, vi sau dé nhdp tab Envelopes. Sau da
chén phong bi niy trong miy in nhu duge teinh biy & hop Feed.

XI. XU ly sy ¢6 cac phong bi va céc nhédn
Ban khéng thé thay Iénh Envelopes and Labels.
=« Trén menu Tools, trd vao Letters and Mailings. Lénh En-
- velopes and Labels xuat hién trén menu con.

Microsoft Word nhéc t61 nap cdac phong bi bing tay mic du cac
phong bi ndm trong mdt khay may in

Thi cac gidi phap sau day:

« Chuyén sang tuy chon khay in khéc. Trong hdp thoai Print,
hay nhap Options, va sau dé chon tiy chon ma ban muén
trong danh sach Default tray.
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Envelope Options . ; S x|

Envelope Options F_’rin{ing Options I

Printer:  HP LaserJet 1200 Series PCL

| & 2 | 2 IEL LIE
* Fate up " Face down

™ Clockwise rotation

Feed from:

Autonatically Select

Reset i

Your have changed Word's default envelope handling
method for this printer,

These changes could be incorrect. Choose Reset to
veturn ko Word defaults.

| oK I Cancel

« Kiém tra xem ban da cai dat phién ban mdi nhat cia
driver mdy in chua. Néu ban da truy cap Internet, ban cé
thé di dén trang chli cGia nha san xuat may in va tim kiém
mot phién ban cap nhéat cua driver nay.

« Kiém tra xem ban di chon phucng phap nap chinh xac
cho cac phong bi clia ban chua.

1. Trén menu Tools, trd vao Letters and Mailings, va sau dé
Envelopes and Labels.

2. Nhap tab Envelopes.
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3. Nhadp Options, va sau dé nhdp tab Printing Options.
4. Trong hop Feed from, nh&p tén clia khay ma ban mudn.

Envelope Option
Envelope Options  Printing Options |

Printer: HP Laserlet 1200 Series PCL

Feed method

[H
a2 A4 | & A & a
* Fare up " Face down

[" Clockwise rotation

Feed from:

Automatically Select -

Default tray (Automatically Select

1Printer Auto Select
Tray 1

Y{Manual Feed (Tray t
meYhad FoF TS prirter -

These changes could be incorrect. Choose Reser

return ta Word defaults,
‘ - OK I Cancel J

Word hién thi phuong phép nap phong bi khéng chinh xac
1. Kiém tra xem ban d& cai dit phién ban msi nhat cia
driver may in chua
Né&u ban da truy cap Internet, ban cling ¢6 thé di dén
trang chil cla nha sdn xudt may in va tim kiém phién
ban dugc cap nhat cla driver may in nay cho may in ma
ban dang sd dung. N&u cdn thiét, ban c6 thé ai xuéng
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va cai dat driver nay, va sau do khdi dong lai Word.

2. Tyén menu Tools, tré vao Letters and Mailings, va sau dé
nhdp Envelopes and Labels.

3. Nhép tab Envelopes.
4, Nh&p Options.
5. Nhap tab Printing Options.

Envelope Options _

Envelope Cptions
Printer: HP LaserJet 1200 Series PCL

Feed method
E=]
2 & 2 !E= a glﬂ '
¥ Face up € Face down

™ Cockwise rotaticn

Feed from:
|A.utomaticaily Select Ll

Reset I

You have changed Word's default envelope handiing
method For this printer.

These changes could be incorrect. Choose Reset to
return to Word defaults.

| QK I Cancel I

6. Bén dudi Feed method, nhdp hudng dugc ho trg bdi may
in ctla ban.
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Tay chon POSTNET bar code hoic FIM-A code khéng cé sdn
Hay thir cac gidi phap sau day:

Néu tiy chon Dellvery point bar code khong cé sén cho cac
nhan thu, ma vach ¢6 thé qua rong khéng vida trén kich ¢d nhan
da duoc chon, ban ¢é thé chon mét kich ¢8 nhan I16n hon hoac
thém bang tay mét trudng ma vach. Luu ¥ 1 néu ban thém mot
trudng mé vach, ban c6 thé phai diéu chinh cic trinh bay nhan
thu va dinh dang dé toan bé ma vach vira trén nhan nay

Céch thém mét trudng méa vach

1. Trén menu Insert, nhdp Fields. |
2. Trong hép thoai Field, nhdp BarCode.

Please choose a field Field properties Field options
Categories: Bookmark name:

(Al v} [N [ POSTNET bar code

Feld names:

™ Facing ID Mark (FIM): I
AutoTe:xt ist ]
h_‘ ™ Bar code is LIS zip code: f
BikOutling
Comments
Compare
CreateDate
Database
Date
DacProperty —J
DocVariable
Ecit Time
Eq
FileName
FieSize
Filn |
Cescription:

Insert a defivery point bar code

¥ Preserve Formatiing during updates
Field Codes ' ' [ x| Cancel |

3. Trong hép Bookmark name, chon bookmark mé zip.
4. Chon hép ki8m POSTNET bar code.

5. D& chi dinh ma vach l1a danh cho dja chi 8 My, hay chon

hép ki€m Bar Cods is US zip code va g& nhép ma zip ma
ban mudn.
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= BJi vi tuy chon FIM-A courtesy reply mail khéng cé sdn
cho céc nhan thu, ban cé thé b8 sung bang tay mat trudng
ma& vach.
Cédch thyc hién
1. Trén menu Insert, nhap View.
Trong hdp thoai Field, nhdp Bar Code.

2.

3. Trong hép Bookmark name, chon bookmark ma zip.

4. Chon hop kiém POSTNET bar code.

5. Chon hép kiém Facing ID Mark (FIM), va g& nhap ma
FIM (A hoac C) theo y muén.

6. D& chif dinh ring ma vach danh cho dia chi & My, chon
hdp kiém Barcode is US zip code, va g& nhap ma zip
ma ban muén.

= Né&u ca hai tuy chon Delivery point bar code va FIM-A
courtesy reply mail khérg cé sén, ban ¢6 thé st dung
mot ngdn ngll hidu chinh khéc thay vi ti€ng Anh va g6
nhap text bdng ngdn ngil d6, dé Word nhan biét dia chi
la dia chi khong & My.

Céc ty chgn ma vach POSTNET va ma FIM - A ¢6 sdn trong
phién ban U.S English clia Microsoft Word danh cho cac dia chi
3 My,

Word khéng hi€n thj théng tin chinh xdc trong hép Delivery
address hodc hip Address,

Khi ban md& hdp thoai Envelopes and Labels, Word sé tap
hop céc dia chi nay bang text cé cac dac tinh dia chi, vi dy,
text duge canh trdi chi chita mot s6 tU trong nhém cé ba dén
nam doan. Néu Word khéng tim thdy text ma né nhan biét
dudi dang mét dia chi, né ¢6 thé hién thj théng tin khéng nhu
mong dgi hodc dé cac hop nay tréng.

Hay th mot trong céac phan sau day:

« Dat méi thanh phén dia chl trén mot dong don va nhan
ENTER gidfa méi dong (khéng nhan SHIFT + ENTER dé
b4t ddu mot dong méi.)

* PDam bdo cac dia chi dugc canh trai
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« Khong thém phan dinh dang gitla cdc doan.

Téi khong thé& thay dfi vinh vién dinh dang dia chi trong hép
thaoi Envelopes and Labels

Viéc thay ddi dinh dang cla mét dia chl ti bén trong hop
thoai Envelopes and Labels sé& khdng thay d8i vinh vién dinh
dang nay. DBé thyc hién diéu d6, ban phai chinh sla style En-
velope Address hodc Envelope Return.

Cach thyc hién

1. Nhdap Styles and Formatting trén thanh céng cu
Formatting.

Styles and Formatting r X
@ 0

Formatting of selected text

Signature

Select All MNew Style...

Pick formatting to apply

Clear Formatting =
Attention Line "
Body Text 1 -
CcList 1
Closing 1
Comparty Name v
Date !

Emphasis 2 -]

Show:  Available formatting -
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2. Trong hop Show & phia dusi cung cla khung tac vy,
nhdp All Styles.

3. Nhdp phai Envelope Address hay Envelope Return va
sau d6 nhdp Moditfy.

Madify Style

Propetties

Name; Eicrator- I

Style basecl an: I 9 Normal :J

Stvle for Following paragraph: I 1 Signature Job Title z’
Formatting o o

Times New Roman v 10 B 1. u é -

EEEE —~ == 212 ¥ &

Swreplc Teas Sevple Tere Sawmpds Trae Swrapic Teax Suwpic Texe Sarpic Teae Senugic Toax
Sarapfe Tede Swruple Teae Suepie Trae Swapet Teac Sarupie Teye Swpls Teax Svple Trar
Sepk Teas Swepde Tooe Swape Tras Ssraph Teae Swwple Tear EeAipls Toax Ssmpie Ty

Normal + Space Before: 59 px, Keep with next

[T Add to template ™ Automatically update

Format ~ ] | OK I Cancel

4. Chon bat ky tiy chon nao ma ban muén. D& xerm thém
tiy chon, nhap Formatva sau dé nhap thudc tinh - chng
han nhu Font - ma ban muén thay d8i.

Nhdp OK sau khi ban da thay ddi cac thude tinh va sau dé
[@p lai cho cac thude tinh b sung ma ban mudn thay ddi.
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Thi thuat |
D ir dung style dugc chinh sda trong cic 1hi ligu mdi dya vio ciing mdt templste,
hay chon hop kiém Add to template. Word 58 b3 sung style dusc hidu chinh vio
template duse lin kB¥ vdi tai lidu dang host ding.

Pua vao mdt ma vach POSTNET ho3c mad FIM-A trén cac phong
bi hodc nhin :
Pua vao mdt ma vach POSTNET hodc ma FIM-A trén mdot
phong bi '
1. Trén menu Tools trd dén Letters and Mailing, sau dé nhip
Envelopes and Labels.
2. Nhap tab Envelopes. _
3. N&u cén, hay gd nhap cac dia chi gdi va dja chl h6i am.
4. Nhap Options.

=1
(Envelope Options || printing Options |
Envelope s2e!

|stze 10 4 1/8x91/2in) |

If mailed in the USA
I Delivery point bar code
r . -
Delivery address
Font... | From left: m
From kop: m
Retien address

Fant... 1 Fromleft: Pto =
From tog: |Puuto E‘

Preview

W—I Cancel J
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5.
6.

8.

9.

Nhép tab Envelopes Options.

pé in ma vach POSTNET c6 chia thong tin U.S ZIP code
i dia chi gdi, chon hop kiém Delivery point bar code.

Ma vach POSTNET sé& xudt hién & phia trén dia chl gdi.

P& in mdt ma FIM-A ding d€ nhan biét phia dia chi cla

phong bi tra 18i, chon hop kiém FIM-A courtesy reply mail.
M& FIM-A s& xuét hién & ddu cla phong bi. '

Chon bét ky tiy chon nao ma ban muén va sau dé nhép
OK.

Trén tab Envelopes trong hgp thoai Enveiopes and Labels,
" thyc hién mot trong céc phan sau day:

« Pé in phong bi, hdy chén mot phong bi trong may in nhu

dugc trinh bay trong hop Feed, va sau dé nhap Print.

« P& dinh kém phong bl nay véi tai liéu hién hanh cho viéc

hiéu chinh hoac in tai iéu sau nay, nhdn Add to Docu-
ment.

Luuy

Hop thoai Emlopes and Labels ¢hi in m FIM - A. Nou ban cén in cic mi FIM-
C cho mdt sb lugng thu lén, Wy thay the “C" cho “A” trong trubng BARCODE
(vhin ALT + F9 47 hidn thi cic mi trdng).

Pua vao mdt ma vgbh POSTNET trén cédc nhéan thu

1.

W

Trén menu Toolos, trd dé&n Letters and Mailings, sau do
nhdp Envelopes and Labels.

. Nhap tab Labels.
. N&u can, gd nhap hoac hiéu chinh dla chi nély
. D& chon loai nhén, loai gidy va cac tuy chon khac, nhap

Options, chon cac tuy chon ma ban mudn va sau dé nhdp
OK.

Ban cdn chon mot loai nhan hd trg ma vac POSTNET.

. Trén tab Labels, trén hdp thoai Envelopes and Labels,

chon hép kiém Delivery point bar code dé in ma vach
POSTNET cé chia thong tin U.S.ZIP Code ti dia chi.
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Envelepes and Labels

X
Envelopes | Labeks |
Address: L3~ T Useretun address

Zip cede not valid! -
{Click here and type retum address]

Print

New Docunvent

»

|

Cancel J
optiors... |

Ll E-postage Properties... J

| AR IR

) ;Label-- e emnm
Print . Ty l| Avery standard, 2160 Mind
. & pull page of the same label | Address
- € Single label B [_._.._]
| E T | ;EI : ; N

i ot

Before printing, insert labels in your printer's manual feeder.

6. Thuc hién mot trong cac phén sau day:

« D& in nhén nay, hdy chén cac nhan trong may in va sau
d6 nhap Print. _

« D& luu mdt trang nhan dé hiéu chinh ho#c in sau nay,
nhidp New Document.

Luu y

Mi vach POSTNET khong the due dinh lai kich 3. NBu mi vach bi loai bé khi
ban in cic nhin, hiy chon kich ¢¥ ohin khic.

Tao va in cic nhidn cho mét hang myc hoac dia chi.

St dung hop thoai Envelopes and Labels 1a cach don gian
nhit dé tao cac nhan cho mdt hang myc hodc dia chl.

Ban c6 thé sif dung khung tac vy Mail Merge dé tao nhén,
nhung phuang thic nay chi dugc dé nghi khi ban chu&n bi mét
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s8 lugng thu I6n cho nhiéu ngudi nhan khac nhau hoac chuédn
bi cdc nhan cho s& iugng I6n cdc hang muyc, chdng han nhu
mét thu vién cac video cassett ma ban da ghi.

Tao tily bién cdc nhén

Ban c6 thé thay d8i dién mao cda cac nhan theo mdt sé
cach sau day:

* Xac dinh dinh dang clia text

* Chon céc kich ¢& nhan khac nhau hoac chi dmh mét kich
cd toy vy.

< Thém- hinh anh. ‘

Tao va in cac nhin cho mdt hang muc hodc dia chi

1. Trén menu Tools, tré dén Letters and Mailing, sau d6 nhdp
Envelopes and Labels.

2. Nhép tab Labels.

3. Trong hop Address, thyc hién mdt trong cac phan sau
day:

« N&u ban dang tao cac nhan thu, hay gd nhap hodc higu
chinh dia chi.

« Néu ban mudn sl dyng mot dia chi hdi am, hay chon
hop kiém User Return address, va sau dé hiéu chinh dia
chf néu can.

« NE&u ban dang tao mét loai nhan khac, hdy gd nhap text
ma ban mudn.

4. B&n dugdi Print, thyc hién mot trong cac phéan sau day:

« P& in mdt nhan don, nhiap Single label. Sau do gé nhéap

hodc chon s6 cdt va s8 hang trén label sheet danh cho
nhan méa ban mudn in.

= D& in cung thdng tin trén mot trang nhan, nhdp Full page
of the same label.

5. D€ chon loai nhan, loai gidy hodc céc tiy chon khac, nhap
Options, chon cac tay chon ma ban mudn va sau d6 nhdp
OK.
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Né&u loai nhan ban mudn s dung khéng dugc liét ké trong
hdp Product number, ban ¢6 thé sit dung modt trong cdc nhan
dugc liet ké, hodc ban c6 thé nhdp New Label dé tao cac nhan
tay v.

6. Trong hdp thoai Envelopes and Labels thUC hién mét

trong cAc phan sau day:

« D& in mot hodc nhiéu nhan, chén mot trang nhan vao may

in va sau d6 nhdp Print.

« P& luu mot trang cac nhan cho viéc hiéu chinh hoéc in

4n sau nay, nhap New Document.

Tha thuat

Néu ban fruy cdp d6n mot i dia chi dién 1, ban &b 1he abip lnsort Address 48
chon mdt dia chi 1 ngudn d vio hip Address.

Tao cac nhan thy tay ¥

4. Trén menu Tools, trd dén Leftters and Mailings, va sau doé
nh&p Envelopes and Labels.

2. Nhdp tab Labels.

X

} abel Options

Printer information

™ Dot matrix ®
(& Laser and ink jet Tray: {Manual Feed (Tray 1) ~]
Label information
Label products: ﬁfery standard _'J
Product rymber: Label informati
2162 Mini - Address Type: Address
2163 Mini - Shipping Height: 1"
2164 - Shipphg ] .
2180 Mini - File Folder Width: 263
2181 Mini - File Folder Page size: Ml (4 %x5ihn)
2186 Mini - Diskette :_I .

e, |t | o]l |
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3. Nhip Options.

4. Trong hdp Product number, nhép loai nhan co kICh cd
tuang ty véi kich ¢@ nhan cla ban.
N&u ban khdng nhin thdy loai nhan ma ban mudn trong
hop Product niimber, ban ¢ thé sd dung mdt loai nhan
dugc liét ké khac hoic ban ¢é thé tao cac nhan tay v.

5. Nhap Details, sau d6 so sanh cac kich ¢§ nhén va s6 nhén
trén mai trang hodc s6 ¢dt trén dang nhén.

Address 2160 Mini information P X
Preview
Side margins
Top margin |
T ( idth Number
vertical pitch i ] down
l HeTht 1'
-
{ 1
———hNumber across +
Top margin: 5" = Label beight: 1" =

Side margin: 81" & Labei width: |2.63" E‘

yertical pitch: 1" = Number geross: !1 5‘

Page size: {Mini (4 % x 5 in) |
I' oK I Cancel ]

6. Thyc hién mot trong cac phan sau day:
« N&u cac kich ¢8 va phan tinh bay nhdn phlt hgp véi
nhén cla ban, hdy st dung nhan da chon.
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* Né&u céc kich ¢8 va cach trinh bay khéng phu hgp vdi
cac nhan cua ban, hay nhdp Cancel, va tiép tyc budc 7.

7. Trong hép thoai Label Options, chon loai may in (Dot
matrix hodc Laser and ink jet), va sau d6 nhdp New La-

bel.
New Custom laser N ab il x|
Preview

Side margins
Top margin |
Yertical pitch Width ] down
_ Helfht
f 1 !
———umber across - -

| Labet name:

{
Top margin: |0.5" E‘ Labe] height: 1" =
Side margin: |0.81" E‘ Label width: 2.63" =

Vertical pitch; ll E‘ Number across: |1 =
: i 3 humber down: 14 E‘
=

Page size! IMIni (4 % x5in)

[ ok ] coer |

8. GO nhap mét tén trong hép Label Name, chon chiéu cao,
chiéu rong, cac 1€ va cdc tly chon khac cho nhin, sau do
nhip OK.
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Nhan méi xudt hién trong hdp Product number dudi dang ia
Label name-Custome, Nhén nay cling dugc dat trong hang muc
Other/Custome, do d6 1an ké ti€p ban sl dung cac nhan tay y,
hay nhd st dung Other/Custom trong hop Label Product.

Luu y

Hiy do cic nhin thit cin thin. Kich cg nhin thit sy ci the nhd hon kich c¥ duge
chi dink b&i nha ein xudt nhin. Vi du, mét nhin t x 2 inch cé thé c6 chidu cao I3

© *15/16 inch va chibu rang I3 1 - 15/16 inch.




172 Muc fuc

Muc fuc

Chugng 1. Cac dich vy faX.....c.cor e, 7
1. Ban v& CAC dICh VU FaX veveeeieeeeeeeereieeecen e 7
. GEI MOt DAN TAX vt 9
Il Chuyén ti€p Mot bAN faX ...ovceeeeieieeeereee e 12
IV.S¢& dung s8 dia chi dé nhap dia chi nhiing ngudi

NHAR FAX (i e e 14
V.XU Iy sy €8 cdc dich vu faxX ..o, 15
V1. Gdi mdt file PDF dudi dang mét file dinh kém ..... 18
Chuong 2. Tron thu ... 25
I. Cac nguén di liéu ma ban ¢6 thé sl dung cho mét
PhaN tron thu .. 25
Il. Chon mat ngubn dii liéu khac nhau cho mét tai ligu
(o] 01111 HE OO PROPRY 30
[1l. Phyc héi mdt tai liéu chinh trén thu trd vé mot tai
liBu bInh thUudNg...ccoreiviirecv e, 34
IV. Tiép tuc mot phan trdn thi ..o 34
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35 '
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VI, Tao vain cac form letter .......ooccovcviivicenniniinnninennns 47
IX. Ban vé cac trudng tron T ST 64

X. B8 sung cac trudng vao mot form letter hodc tai ligu
trOn thu Khac ..., 66
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1. X6a hodc ngung s dyng céc chit ky e-mail {(e-mail

signature) ........cccceevieeeeenenen. e 104
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HTML cevoeeeieeeeitene s 105
V. Ban vé cac théng bédo text thudn.............c...ce.... 106
VI. Hién thi hodic |am an trudng BCC ..coevveeeeeeeean, 107
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[+ = X o SR 108
Vill. B8 sung céc nut voting cho mét théng bédo ... 108
IX. SU dung cac nlt voting ......coeeeveeveeieeececeee 110
-Chuong 4 Tao va in phong bi.......... LR 111
l. Tao mét thu muc chida céc tén, cac dia chi, va thong
tN KRAC Lo 111
Il. Ban vé viéc tao va in mét phong bi.....ccovvveeeeno. 122
lll. Tao va in cac nhan cho thu hang loat................. 123
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VIll. Tao va in cac phong bi cho hang loat thu ........ 146
[X. Tao tuy bién CAC PRONG DI e 152

X. In mdt phong bi duge dinh kem véi mot tai liéu .. 156
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