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Muc tieu
« hiéu thw hop nhat cé * str dung MmOt nguodn
nghia la gi dir lieu

*tao ra mot tai liéu hodc  «hop nhat céac tai liéu tw
hinh thirc chinh déng hoac bang tay
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EEA\\/ord 2010

Thw tin (Mailing) la g1?

e Tron thw (Mall Merge)
— Két dinh danh séch cac thdng dinh thay dbi vai tai dinh
e Tai lieu chinh (Main Document)
— thw, nhén, phong bi chuan hodc danh sach dinh dinh két hop voi
nguon dir liéu
— chtra van ban gic‘?ng hét nhau cho mOoi tai liéu ca nhan, cung v6i cac
trwwo'ng (field) nhat dinh noit moi thay doi te ngudn div liéu dwoc dat
« Ngudn di¥ liéu (Data Source)
— Danh séch cacthéng tin thay déi dé chén vao tai liéu chinh
— CAac trvorng xac dinh mot thay ddi két thic va mot cai khac bat dau
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Tim hiéu vé Main Document

« Thiét lap mét 1an véi cac trwdng hop nhat thich hop
* C6 thé chén hop nhat cac trwdng riéng 1, hodc st dung
cac trwdng hop nhat cai dat trwdc dwoe cung cap
« Hop nhat cac trwdng xuat hién véi << va >> xung quanh
doan ma hop nhat
—Pac biét doan ma thwe hién nhiém vu dwoc xac dinh trwdc
— Dé x6a cac trwdng hop nhat, chon toan bd ma va nhan Delete
« Kich hoat Step-by-Step Wizard dé chon tly chon tw
bang tac vu (task pane)

© lIG Vietnam. 4
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Tim hiéu vé Data Sources

» Chira cac bién dé chen

< < - gen , Data Source File Main Document
vao tai lieu chinh
« C4c bién sb thay dbitrong [l I
mol bé ng hi Emﬂw’““ ﬁ'ﬂ“ Postilit Code
— CA4c tén trvong dworc chi it ] S
I - . Mary Jones Body of Letter
dinh (Assigned field names) ABE Compy
— Danh séach nguoi nhan e s,
(Recipient Lists) = Pt
« C6 thé dén tlr nhiéu nguon  |GEwx

khac nhau

© IIG Vietnam.
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Tim hiéu vé Data Sources

 New Address List A=)
Type recipient information in the table, To add more entries, dick New Entry. ]
Ttle v [FstName  w[lastName  w |Company Name w |Addressline 1 w K| Data Fields
M. David Smith 79 Qak Drive T V4 \
| Ms. Teresa Ramerez 34 - 200 Ross St... (C?'C Er U’Ung
| M, Harrison Owens 1020 Morrison ... dir | e U)
|| Dr. George Wong 88 Bayside Court
M, Andre Beliveau 4 Rue Jardins
| Dr. Melissa Liang =202 - 900 Burr.., Re,CO rd? .
| Mrs. Betty Eisenberg 653 New Rose L... (CaC ban ghl
|| Miss Colleen Colter 55 April Drive d G’ | IéU)
| M. Paul Davidson 77T Madison R... '
= 909 Lakeside Dr... -
R T | ¥
[ Mewewy | [ End.. |
| Delete Entry | | Customize Columns... | oK || cancel L
L A

© lIG Vietnam. 6
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Tim hiéu vé Data Sources

» Toan bd nhém cac thong tin lién quan dén mot ngwdi 1a ban ghi div liéu
— M@i ban ghi phai phu hop véi sé lwong cuing mét trwérng di liéu trong cling
mot thir tw
e Cac hang muc riéng biét trong ban ghi di¥ liéu dwoc goi la cac trwdng
di liéu
— M@i trwdng trong tap tin div liéu phai cé tén duy nhat
* Tén trwdng xac dinh cac trwdng dir liéu trong ban ghi dau tién cda
nguon di liéu
— Tiéu dé hang (Header row)
« Nguon di¥ liéu dwore tao ra tir dau dwoc lwu trong thw muc cac nguon
di liéu
— Danh sach nguw®i nhan méi di kém véi cac trwong tiéu chuan
— CO thé dwoc tuy chinh

© IIG Vietnam.
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Tim hiéu vé Data Sources

 Pé thay ddi cac trwdng, st dung Customize Column
trong hop thoai Edit Data Source

- P& xem théng tin, trén tab Mailings trong nhom Start
Mail Merge, nhap vao Edit Recipient List

« Hay xem xét lam thé nao ban nhap théng tin trong di
liéu nguoén

« Nguoén d liéu mac dinh méi dwoc tao ra nhw danh
sach dia chi (address list)

— C6 thé tao ra cac trworng khac nhau hodc tay chinh céc trwdng
mac dinh

 Dé thay ddi thir tw trwedng, kéo cdt dén vi tri moi

© IIG Vietnam.
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Lam thé nao dé hop nhat?
* S dung tab Mailings dé bat dau qua trinh hop nhat
— Dan dat ban qua qua trinh tw trai sang phai
» MAi bwéc cung cap céc tly chon vé cach xt Iy cac loai
tai lieu hoac danh sach ngwdi nhan
» Cling c6 thé chuyén sang buéc tiép theo hodc budc
trwwdc dé thay doi hoac thém cac muc

“ Home Insen Page Layout Referances Mailings Review

=8 k3 & 3 8B & 4’:'.”,‘, R |G| R

Envelopes Labels | Start Mall  Select Edit Hi ;hl ght Anu ress Greeting Insert Merge Preview | Finish &
Merge = Recipients = Recipient List | Merge Flelds Bloek  Line Field = Update Labels | pesyns | - Auto Check for Errors Merge =
Create | Start Mail Merge Write & Insert Fields Preview Results Finish

© IIG Vietnam.
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Lam thé nao dé hop nhat?

.. ":‘. E

B 3 &
Start Mail  Select Edit
Merge = Recipients = Recipient List

[ Start Mail Merge

3 &2 @ | 2 | =

Start Mail| Select Edit Higt Select Edit Highlight
Merge * |Recipients = Recipient List | Mergi Recipients ~|Recipient List | Merge Fields
4] Letters E Type Mew List...

[=4 E-mail Messages =3 Use Existing List...

=3 Envelopes.., &3 Select from Outlook Contacts...
=i labels..

3 Directory

[El Marmal Word Dacument
:ﬁl Step by Step Mail Merge Wizard...

© IIG Vietnam. 10
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Lam thé nao dé hop nhat?

;? Rules =

2% Match Fields

[=1=1
==

Highlight ~ Address Greeting Insert Merge
Merge Fields Block  Line Field» (2] Update Labels

« Khoi dia chi (Address Block)
— Xac dinh thong tin ngwoi nhan

* Dong chao mwng (Greeting Line)
— X&c dinh I&i chao mé& dau

 Chén trwéng hop nhat (Insert Merge Field)
— Chon tr danh sach céac trwdng cho ca nhan héa

© IIG Vietnam. 11
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Lam thé nao dé hop nhat?

Insert Address Black

Core Skills

Spedfy address elemants

[V Insert recipient's name in this format:
Josh =
Josh Randall Jr. T
Josh Q. Randall Jr. i

Joshua

Insert company name
[V Insert postal address:
() Never indude the country/region in the address
7 Always incude the country/region in the address
® Only indude the country/region if different than:
United States
V| Format address according to the destination country region

Preview

Here is a preview from your recipient list:
1 b M

Mk Klassen
Mew York

Correct Problems

If itemns in your address block are missing or out of order, use
[+] Match Fields to identify the correct address elements from your

maiing kst.

12
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Lam thé nao dé hop nhat?

r . ™y
Insert Greeting Line Lm
Greetngne format: | )
Deat  [v] |Joshua Randal Jr. E] ; [+]
&mhhhvﬁdmtm:
Dear Sir or Madam, B
Preview
Here is a preview from your recpient list:
it by
Dear Nick Klassen,
Correct Problems
If items in your greeting ine are missing or out of order, use Match Fields to
identify the correct address elements from your madng list.
Match Fields...
I | [ Concd |

Core Skills

P Rutes ~

‘f_, Match F

|_
[Insert Merge
| Fieid~ | =] Update

First_Mame
Last_ Mame
Address
City
StateProv
fipPostal
Country
Email
Home_
Mabile_
Ice_Climb
Rock_Climb
Whale_Watch
Heli Ski
Hot_Air

Cycle

© IIG Vietnam.
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Lam thé nao dé hop nhat?

H 41 |
| ﬂ Find Recipient
Preview
Results = Auto Check for Errors
Preview Results

« Xem trwédc két qua dé kiém tra néu thong tin chinh xac
— Twong tw nhw xem trwedce tai liéu trwde khi in
— C0 thé di chuyén qua céc két qua kiém tra ban ghi cu thé
— Clng co6 thé kiém tra I6i

© IIG Vietnam. »
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Lam thé nao dé hop nhat?

3

e ot
Finish &
Merge ~

&) EditIndividual Documents...
@ Print Documents...
,«__":\_'_. Send E-mail Messages...

 Chon Edit Individual Documents P

— Quyét dinh ban ghi d& hop nhat —
» C6 thé in hodc gri qua e-mail o
— Gui thw hang loat (Mass mailings) o [ coxe |

© IIG Vietnam. 15
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Core Skills

Sw dung tai liéu hién co

« C6 thé sir dung cac tap tin dworc tao ra trong Word hodc cac

chwong trinh khac

Firgt Name | Last Name Addreis City state/Prov | Zip/Pestal Countig E-rbil
larmes Wong 5101 —55 Mainland Drive | Vancouver Wwa 9EGEL Usa, eron @t 4 arnail com
Patricia Johnson 342 125™ Avenue Surrey BC VIH 4%1 CcA patrice j@haotrmil com
Adam Johnson 342 125" Avenue Surrey BC WiH 4¥1 (=3 afi2 5 email com
Balbinder Sandhu 1200 Valley Strest Vancouwer BC VEM ZH3 |CA balbifmhotmail.com
Marianne Lewis 12 Applegate Court Sesttle WA SE105 UsA miewisBr6e5E western com |
lohn Wately 12 applegate Court Saattle wa 98105 [T Levake lyi® rmed edu
Madison lames 800 Guena Vists Drive Orlando FL 32807 US4, isgn_j@rel r
Andrew Tomison £6 Maine Road Winnipeg MHN M 3H HE) CA il i m

Title,First Wame,last Name,lhddress,City,State, 2IP Code,Country,Home Phone,E-mail Rddress
Mr.,David,Smith, 78 Cak Drive,Vancouver,Wh,98176,USA,20&6 555 1122, dsmith338gmail.com
Ms.,Teresa,Rameriez, 34 - 200 Ross Street,Seattle,Wh,98101,USA,206 €63 2323,:ere5a_::@5p:cint.cc>m
Mr.,Harrison, Owens, 1020 Morrison Road,Portland,OR, 97212,USA, 503 333 6676,harry owensfsprint.com
Dr.,Andrew,Wong, 88 Bayside Court, San Francisco,CA, 94134,USA, 415 888 0088,dr-a-wong@gmail.com

« Dé thay dbi hoac lwa chon trong cac tap tin nhw thé tao ra
cac tap tin cua ban

« C4c trudng riéng 1& c6 thé dwoc bao gom trong tap tin, ciing
nhw lwa chon cac muc cu thé trong nguén di liéu

© IIG Vietnam. 16
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Word 2010
Sw dung Mail Merge Wizard

*Lam viéc thOng qua qua trinh sap
nhap mot bwoc tal mot thol diem

«Pé kich hoat Mail Merge Wizard,
trén tab Mailings trong nhom Start
Mail Merge, bam vao Start Mail
Merge va sau do nhap vao Step
by Step Mail Merge Wizard

Mail Merge ¥ X

Select document type

What type of document are you
working on?

@ Letters
(") E-mail messages

(") Envelopes

) Labels

(7) Directory
Letters

Send |etters to a group of people.
You can personalize the letter
that each person receives.

Click Next to continue,

Steplof 6
& Next: Starting document

17
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Sw dung Mail Merge Wizard

Mail Merge v x Mail Merge v X Mail Merge v x
Select starting document Select recipients Arrange your directory
How do you want to set up vour @) Use an existing list If you have not already done so,
directory? i lay out your directory now.
@) Use the current document 2. o =o To add redipient information to
= uma_ . the document, and then dick one
() Start from existing document Use an existing list of the items below.
Use the current document Use names and addresses from a (=] Address blodk...
fie or a database,
Start from the document shown 2 Greeting line...
here and use the Mail Merge (] Browse... :
wizard to add redpient |=9 Blectronic postage...
information. -
< Edit recipient list... Y Moce items..
When you have finished
arranging your directory, dick
Next to preview the results.
Step 2of 6 Step 3 of 6 Step4of 6
#® HNext: Select recipients @ Next: Arrange your directory @ Next: Preview your directory
¥ Previous: Select document type @ Previous: Starting document ¥ Previous: Select redpients

© IIG Vietnam. 18
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Sw dung I\/Iall I\/Ierge leard

Mail Merge
Preview your directory

Part of the merged directory is
previewed here. To preview
mﬂier recipient, dick one of the

% Editrecipient list...

When you have finished
previewing your directory, dick
Next. Then you can print the
merged directory or edit it to add
personal comments,

StepSof6
@ Next: Complete the merge
@ Previous: Arrange your directory

=Word 2010

Complete the merge
Mail Merge is ready to produce
your directory.
Merge
,b__" Ta New Document. ..

Step 6 of 6
@ Previous: Preview your directory

Core Skills

© IIG Vietnam.
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