ON TAP MS WORD NANG CAO
1. Tron thu: Mailling

Pé thuc hién tron thu, ta can c¢6 2 vin ban

- Tai liéu goc: 1a van ban mau dung chung gui cho
nhiéu dbi tuong

- Danh sach nguén: 1a danh sach chtra théng tin cua
cac doi twong can guri thu.

- Sau khi tao lap 2 tai liéu trén, tién hanh tron thu, ta
thuc hién qua 5 budc sau:

+ Bwéc 1: tai tai liu goc -> Mailling -> Start Mail
Merge -> Letters

+ Bwéc 2: Select Recipients -> Use EXisting List — chon
duong dan dén File Danh sach nguon

+ Bwdéc 3: Dat tro chudt tai vi tri can chén théng tin trén
tai liu goc -> Insert Merge Field -> Chon tén cét thong
tin can lay

+ Buwéc 4: Chon Preview Result dé kiém tra két qua
+ Buwéc 5: In két qua tron thu.
2. Tao muc luc tw dong

+ Bwoéc 1: Tai van ban goc ta chi dinh level cho cac muc
luc can hién thij trén muc luc

Pat tré tai dé muc -> References -> Add Text -> Chon
Level
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+ Budc 2: Dit tro tai vi tri can tao muc luc ->References
-> Table of Contents -> Custom Table of Contents -> OK
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Type equation here.
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