Chuong 2. Xur Iy van ban nang cao MS Word

Canh, Ciic, Tuyét, Pham Viét. 2020. Gido trinh Tin hoc co sé. Quy Nhon : Truong Dai hoc
Quy Nhon, 2020.

Chay: 1a muc Current list trong man hinh Soure Manager sé hién thj day di ¢ day
(cho du ta c6 sir dung hay khéng).

2.4 Truwong va biéu mau

2.4.1 Trwong van ban

Khi chén mot siéu lién két vao mot tai liéu, ban dang thuc su chén mot truong (field)
HYPERLINK. Mt trudng 1a mot cung cap thong tin quy dinh hoic thuc hién céc
hanh dong cu thé theo cach quy dinh.

Word chén céc trudong dé diéu khién quy trinh nhat dinh, chang han nhu viéc tao
ra mot bang noi dung hoic su két hop caa mét thu mau vai mot ngudn di liéu. Ban c6
thé str dung cac truong dé chén thong tin c6 thé duoc cap nhat véi mot ndt bam néu co
thay doi théng tin. Ban khdng thé gd mot trudng trong tai liéu, thay vao do, ban phai
bao cho Word dé chén cac truong ma minh muén. Ban lam diéu ndy bang céch vao
tab Insert\ Quick Parts \ Field... dé hién thi cac truong hop thoai.

=] Quick Parts = [# Signature Line ~ T Equation -
A » ymbol =
Text Z AuteText
Box~ |[m1 Document Property 2
(=] Field.. ymbols
[ L
=] Building Blocks f=m=mi===
Insert Field
Insert a field.

Hinh 2- 150. Chén trwdng vian ban

96



2.4 Trudng va biéu mau

Field ? X

Please choose a field Field properties

LCategories: Click the button below to set advanced field options
[AI ~

: Formula...
Field names: =

= (Formula) )%
AddressBlock

Advance

Ask

Authaor

AutoMNum

AutoMumlgl

AutoMumCut

AutoText

AutoTextlist

BarCode

Bibliography

BidiCutline

Citation

Comments

Compare

CreateDate

Database hd

Preserve formatting during updates

Description:
Calculate the result of an expression

Field Codes Cancel

Hinh 2- 151. H§p thoai Field

MAdi trudng bao gdm mot tap cac dau ngoic nhon cd chira cac tén truong va cac
chi dan yéu cau hoic tly chon. Cac thiét lap nay, duoc goi 1a tham sd, loc cac két qua
cua trudng. Vi du: bang cach dinh dang theo cach dic biét. Khi ban chén mot truong
tir cac truong hop thoai, ban ¢ thé bam vao ma trudng & goc dudi bén trai cia hop
thoai dé hién thi ct phap cua truong nay. Nhap vao Options & goc dudi bén tréi hién
thi c4c tly chon, trong d6 ban c6 thé thém thiét dat chung va riéng cho ma truong cho
ma truong.

Chén mét sb loai truong doi hoi kién thirc nang cao vé cac trudong va lam thé nao
dé diéu khién ching. Tuy nhién, mot sé truong rat dé dang st dung. Vi du, dé chén
ngay hém nay hoic thoi gian hién tai trong mot tai liéu, ban chi can vao Insert \ Date
& Time dé hién thi hop thoai Date And Time va chon dinh dang ban muén dé s
dung. P& chén cac thong tin dudi dang van ban thong thuong, ban bdm OK. Néu
mudn cap nhat cac ngay hoic thoi gian, ban chén cac thong tin tredng bang cach chon
hop kiém Update Automatically. Sau 6 chén mét trudng ngay hoic thoi gian phu
hop voi cac dinh dang ma ban lya chon va iy ngay hoic thoi gian tir lich hodc dong
hd may tinh.
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Chuong 2. Xur Iy van ban nang cao MS Word

Date and Time ? >

Available formats: Language:

English (United States) |~
Wednesday, March 25, 2020
March 25, 2020

342520

2020-03-25

25-Mar-20

3.25.2020

Mar. 25, 20

25 March 2020

March 20

Mar-20

3/25/2020 3:20 PM
3/25/2020 3:20:59 PM

3:20 PM
3:20:59 PM
15:20
15:20:59
[] update automatically
Set As Default Cancel

Hinh 2- 152. Pinh dang trwong ngay va gio

Theo mic dinh, cac trudng ngay va thoi gian dugc cap nhat méi khi ban mo tai
licu. Ban c6 thé bo viéc cap nhat ndy bang cach chon truong dé va nhan Ctrl + F11 dé
khoa trudong nay, nhan Ctrl + Shift + F11 dé ma khoa n6 lai. Néu mot truong khong
bi khda, ban c6 thé nhap vao no va sau d6 nhan nit Update xuat hién & trén n6 hoac
nhan phim F9 dé cap nhat nhitng théng tin mai nhét.

Mot loai truong khac ma ban c6 thé muén dé chén vao mét tai lidu. Vi du, & dau
va cudi tai liéu chira céc thudc tinh, chang han nhu tac gia, tiéu dé, hoic ngay sta doi
cudi cung. Loai thong tin nay c6 thé dé dang chén bang cach nhan vao nat Quick
Parts, chon Document Property, va sau dé6 nhap vao thuoc tinh ma ban muén. Néu
chén truong nay va sau do ban chinh sira noi dung cua troeong nay trong tai liéu, cac
thay ddi duoc thuc hién danh sach céc thudc tinh hién thi trong tab File.

2.4.2 Biéu mau van ban

Tao forms
Trong mét sé trudng hop ta
can lam nhirng biéu mau de

THONG TIN CA NHAN

- N HD tén: Click here to enter text
nguoi st dung nhap thong [ Nam Sinh: 04/10/1980
tin, chang han nhu biéu mau
bén canh: Gid6i Tinh: & Nam

Word cho phép chung ta i SE— F,Nu. :
thiét k& cac control (Plain |Linhtranghonnhdn: ' Co Gia Dinh &

. Email: Doc Thin |GHE
EeXt Icogtm" R[;Ch [?Xt Dién thoal. CoGiaDinh  |or ot
Dont_rrq , Utton, rop_ let, L}'Thén -
ateTime picker, < thich Ly Hon |

RadioButton, Checkbox...),
tuy vao muc dich str dung

[0 | Pocsach

Hinh 2- 153. Vi du vé thiét ké Form



2.4 Trudng va biéu mau

ma ta c6 thé lya chon cac control phi hop. Ta nén ding bang dé dinh vi tri cho cac
control trén form.

Dé thiét ké dugc Form, ta vao tab Developer nhu dudi day (néu khong thay thi ta
vao Customize the Ribbon @ mao I1én):

Layout References Mailings Review View Developer ‘
I {&G |:| Aa Aa (= B | B£ Design Mode E
B B & |EPr _
Word COM _ . XML Mapping
Add-Ins Add-Ins | Ea i - rouf Pane
Add-Ins Controls Mapping
AT LR S I B S T SRR ST

Hinh 2- 154. Cac controls dé thiét ké Form
Dé dé dang hiéu cach st dung Form, ta lam mau sau:

’ THONG TIN CA NHAN

Ho tén:

Nam sinh:

Gidi tinh:

Trinh trang hon nhan

Email:

Pién thoai:
Xem phim

S& thich Da béng

Poc sach

~ Trudc tién ta can dinh hinh giao dién, ding bang dé dinh vi cho céc control. Dé
bat dau thiet ke thi ta phai chon nut Design Mode roi chon céc control phu hgp dua
vao biéu mau:

Dé dua 6 nhap ho tén, ta di chuyén con tro van ban vao ding vi tri rdi bAm vao
biéu twong Aa nhu hinh dudi:
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Chuong 2. Xur 1y van ban nang cao MS Word

Mailings Review View Developer Foxit Reader PDF

Aa Aglm B P Design Mode I'E I::ﬁ mz
M EEE gt = | M=
— ) XML Mapping Block Restrict Document
’—_|u =i sl Pane Authors - Editing | Template
Controls Mapping Protect Templates
2 1 3 1 4 1 5 L -TRC T T RCIN - SRCRR T BRI BN [ IR SIS & SCRN TR =R B = ST NI |
THQONG TIN CA NHAN
Ho tén: —————Jglick or tap here to enter text.
Nam sinh:

Hinh 2- 155. Thiét ké 6 nhap ho tén

Déi voi Nam Sinh, ta ciing di chuyén con tro vao ding vi tri ri chon Date Picker
Control:

Mailings Review View Developer Foxit Reader PDF
Aa Az [=| 5 £ Design Mode [@ [L\ WE
EE ER :=| Properties . 5 X ==
= XML Mapping Block Restrict Document
o = A Pane Authors - Editing  Template
Controls Mapping Protect Templates
2 1 2 t ¢+ 8 ¢ 3 ¢« 61«7 v+ 8+ 9« 100 11y 1203 13 g

\._ THONG TIN CA NHAN

Ho tén: \ Click or tap here to enter text.

Niam sinh: ™Click or tap to enter a date.
Hinh 2- 156. Thiét ké 6 nim sinh

Muc giéi tinh: Tai mot thoi diém chi cho phép chon mét lya chon (Nam hoic Nit), ta
ding OptionButton Control. Chl y riang hai OptionButton phai cing mét nhém.

ences Mailings Review View Developer Foxit Reader PDF
Aa Az = §5 B Design Mode f= Mt WE
~] Zu Bl &= ;_:]Praperlies — i n =
I - _ XML Mapping Block Restrict Document
Eg =i~ LLt Pane Authors - Editing  Template
Legacy Forms Mapping Protect Templates
.-za?r‘?'ﬁ_‘a':\o_-s-.-&-:-?-.-s---s-.-1u-|-11-|-12-|-13-.-14

ActiveX Controls

ME A @ 2E EN i A
e Y THONG TIN CA NHAN
Ho tén: Click or tap here to enter text.
Nam Slﬂh:\ Click or tap to enter a date.
Gidi tinh:  ~~—_] < nam
{~ Nu

Hinh 2- 157. Thiét ké 6 giéi tinh

Ké dén 6 tinh trang hon nhan, ¢ day ta co cac tinh trang : Poc than, c6 gia dinh, ly
than, ly hén. Vay ta sir dung Drop — Down List Content control:
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2.4 Trudng va biéu mau

lerences Mailings Review View Developer Fowit Reader PDF
Aa Az = 55 B Design Mode = [ [w]
EE EE B E Praperties — — >
—— XML Mapping Restrict Docurment
e o ==l ouf Pane <~ Editing  Template
Cantral Mapping Protect Templates
o T I 5 -1 - & - 7 S B 4 0 8- 1 - 10 4 A1 1 =12 4 13- - 14 4 - 18D

LR U L L Tl o udle.

G161 tinh:

" Nam
™ Nu

Trinh trang hén nhén :

Choose an item.

o o

G

Hinh 2- 158. Thiét ké 6 tinh trang hon nhan

O email va dién thoai twong tu nhu 6 nhap tén.

Cudi cting ta ¢d 6 so thich, ¢ day biéu mau dua ra cac so thich: Xem phim, bong
da, doc sach. Nguoi su dung c6 quyen chon nhiéu lya chon, vay ta dung Checkbox.

ences Mailings Review Developer Fouit Reader PDF Design
Aa fa (=) BE B Design Mode [_E [ a
] TEE [EF Properties =— — =
: XML Mapping Restrict Document
Ln Pane A s Editing Template
Mapping Protect Templates
- © 3+ o0+ 4 - g o SHEN - B - 4 ¢ F = o4+ & - 1 fo 20 - a4 11 - o4+ 12 - 8
Dién thoai: Click or tap here to enter text.
| Xem phim
Sé& thich S (O Pa bong
1 Poc sach

Hinh 2- 159. Thiét ké 6 sé thich

Thao tdc voi forms

Ta sé& thong qua cach thao tac véi mot s6 control thuong st dung nhat trong biéu mau,
cu thé ta s€ thao cac vai cac control da trinh bay ¢ phan trén. Ta bam chudt vao tung
Control roi chon Properties trong nhom 1énh Controls cua tab Developer:

Déi voi PlainText, RichText: Ta nhap tiéu dé (title) cho control dé dé thao tac

trong qué trinh sir dung.
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Chuong 2. Xur 1y van ban néng cao MS Word

References Mailings Review

Design Layout

]:TI Ad A3 [ B4 Design Mode @ l \ m’
;Q 2l B m . s LI
v 1:2] Properties =
COM Fee) XML Mapping Block  Restnct  Document
Add-lIns o &R~ 5 Lpup Pane Authors - Editing  Template
Controls Mapping Protect Templates
WY 1o o2 03 a4y o SEMX 6w 701 By o8y -0 ALy 12 AN
KN
=
UMY
, THONG 52 CA NHAN
o e -
Content Control Properties ? X |- Hotén Click or tap here to enter
General text, Ho tén
Titte: Ho tén :
oo Ho tén Click or tap to enter a date.
how as:  Bounding Box| |
Show as: ounding Box v |  Nam
Color: Qv
" Nu
[] Use a style to format text typed Into the empty control
Style: | Default Paragraph Fanl' |
A New Style,.. Choose an item.

D Remove content control when contents are edited E
Click or tap here to enter text.

Locking

[ Content control cannot be deleted e

] Contents cannot be gdited Click or tap here to enter text.
Plain Text Properties D Xem phlm
[2] Anow garriage returns

Cancel O Pa béng
0O Poc sach

Hinh 2- 160. Thiét 1ap thugc tinh cho 6 ho tén
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2.4 Trudng va biéu mau

Déi v6i Datetime Picker (6 nim sinh):

Nhap tieu dé (title),
chinh Display  the  date

thuong su dung sau:
Name: Pat tén cho contrql
Caption: Nhap dit liéu hién thi

nhém.

tri mac dinh.

this (dd/MM/yyyy chinh 1a hién thi
Ngay/thang/ndm, vi du 20/12/1999).
Ta quan tam téi mot so thudc tinh

GroupName: Dit t&n nhom, bat ky
mot Radio nao ma cd cung tén nhom
nay thi tai mot thoi diém né chi duoc
chon mét lya chon trong cung mot

Value: True dé checked, False dé bo
checked, thuong dung dé thict lap gia

| DptionButton2 OptonButton

Alphabetic  Categorized

(Mame) OptionButton2
Accelerator

Alignment 1 - fmalignmentRight
AutoSize False

BackColor ] aHoOFFFFFF&
BackStyle 1 - fmBackStyleOpague
Caption Mu

Enabled True

Forit MS Sans Serif
ForeColor B zH000000008

gioitinh

17.85

False

(Mone)

0 - fmMousePointerDefault
(Mane)

SpedalEffect | 2 - fmButtonEffectsunken

Tewtalign 1 - fmTextAlignLeft
TripleState False
Value False
Width 103.3

WordWrrap True

7 - frmPicturePositionAboveCente

Hinh 2- 162. Thiét lap thugc tinh cho 6

giai tinh

Content Control Properties ? *
General

Title: Mam sinh

Tag: Mam sinh

Show as: |Bounding Box| «

Lolor: & A

|:| Use a style to format text typed into the empty control
Style: |Default Paragraph Font

Mew Style...
|:| Eemove content control when contents are edited

Locking

|:| Content control cannot be deleted
|:| Contents cannot be edited

Date Picker Properties
Display the date like this:
dd/MM Ay

25/03/2020

‘Wednesday, March 25, 2020

March 25, 2020

25/03/20

2020-03-25

25-Mar-20

25.03.2020

Mar. 25, 20 A

Locale:
English (United 5tates) W
Calendar type:

_h

Gregorian £
Store XML contents in the following format when mapped:
Date and Time (xsd:dateTime] ~

Hinh 2- 161. Thiét lap thudc tinh cho 6
nam sinh

phai thiét 1ap nhém cho cac control
nay, ¢ day ta co gigi tinh Nam va N,
thi 2 Button nay phai cé cung mot
nhém dé tai mot thoi diém ta chi dugc
chon mot lva chon ma théi.
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Chuong 2. Xur Iy van ban nang cao MS Word

Péi vai Drop list tinh trang hén nhan:

Add: Bé nhap thém dong dix liéu cho Drop list

Modify: Dé chinh stra dong dang chon.
Remove: X6a dong dang chon

Move up: Di chuyén dong dang chon [én trén
Move Down: Di chuyén dong dang chon

xudng dudi.

Content Control Properties ? *
General

Title:

Tag:

Show as: | Bounding Box| s

Color: ﬁ hd

|:| Use a style to format text typed into the empty control

Style: |Default Paragraph Font

Content Control Properties 7 >
General

Title: |

Tag:

Show as: |Bounding Box| «

LColor: & b

|:| Use a style to format text typed into the empty contral

Style: |Default Paragraph Font

Mew Style...
|:| Eemove content control when contents are edited
Locking

|:| Content control cannot be deleted
|:| Contents cannot be edited

Check Box Properties
Checked symbol: Change...
Unchecked symbol: @ Change...
Cancel

Hinh 2- 164. Thiét lap thugc tinh cho 8 s6 =

Con nhiéu control khac, cach cau
hinh ciing tuong ty nhu cac control phd
bién & trén. Ngoai ra ta c6 thiét viét ma
lénh bang VBA, trong khuon kho gido
trinh chi dé cap tai thiét ké va cach thirc
su dung.

Béi V(Jl AN AVAVI AN VAV YA

MNew Style...
|:| Bemove content control when contents are edited
Lacking

|:| Content control cannot be deleted
|:| Contents cannot be edited

Drop-Down List Properties

Display Name Walue Add...

Choaose an item, .

Décthin Décthin Modify...

Cd gia dinh Cd gia dinh REmove

Ly than Ly than =

Ly hon Ly hon Move Up

Move Down

OK Cancel

Hinh 2- 163. Thiét lap thudc tinh cho 6
tinh trang hdn nhan

chon nhiéu lya chon, ta c6 thé thay doi cach

hién thi cua Checkbox:

Title: Nhap tiéu dé cho checkbox

Checked symbol va Unchecked symbol: Ta

c6 thé doi biéu tuong bang cach bam vao nit

Change:

[ symbol ? X

-

thich
. e e ap e oy Y0
4| E|D|F| g | H|H | h|h| 4| 3|2 |61 Ne
®|p|P|Q|RNR|E|R|R|SMIEL™M V(73 QT
Recently used symbols:

efel¥|e[oms]z]<|z]+ ] |w[nfa]pn

Unicode name:

L) am | A PR

Character code: 20AC | from: Unicode (hex) |~

Euro Sign

Cancel
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2.4 Trudng va biéu mau

2.4.3 Tron thuw (Mail merge)

Chtrc ning tron thu 13 gi? Va tai sao ta nén biét chirc ning nay? La nhan vién vin
phong ta thudng phai thiét ké cac biéu mau (thu moi, thu ngo, phiéu théng béo, quang
c40...) va phai in an hoic gui email cho rat nhiéu khach hang, cac mau nay da phan 1a
gidng nhau toan b vé hinh thire trinh bay ciing nhu nodi dung, chi khac nhau chut it vé
thong tin khach hang. Danh sach khach hang thi cong ty (ta) di c6 san va duogc thu
thap tir 1au. Cau hoi dat ra la c6 cach nao chi can thiét ké mot 1an biéu mau va co thé
duoc nhan ban ra rat nhiéu cac biéu mau khac twong wng vai thdng tin caa khach hang
mot cach chinh xac va nhanh gon hay khong? D6 1a nhiém vu cua chirc nang tron thur.
Cu thé ta s& tim hiéu cac chtrc ning dudi day:

Thiét 1ap chirc ning tron thu

Thuc hién chirc nang tron thu

Tao mot thu tron sir dung tir danh sach ngoai
e Tao nhan va bao thu

Thiét ldp chirc ndng trén thw

Pé tién hanh 1am chirc ning tron thu thi ta phai c6: Biéu mau va danh sach (dung dé
d6 thong tin vao biéu mau khi tron thu). Nhu vay ta thiét ké biéu mau that dep dé dap
rng nhu cau sir dung sau d6 ding chirc ning tron thu dé nhan ban cac biéu mau nay ra
theo dung véi sb lugng va théng tin trong danh sach (vay ta c6 2 tap tin doc 1ap).

Vi du ta can 1am thiép mai theo mau sau (luu vai tén thumoi.docx):

@

(D Lé Tri An Khach Hang VIP
Kinh gifi Anh/Chi: euiieceieirnirsen s esesessnenssananne
5 ) Tl | N
SO IEN THORITevuerreseeresssssssressssssssessessssssssessasssssssassessssssnss

L& tri 4n lic 10h30 ngay 26/03/2020 tai khach san Hai Au, TP. Quy nhon

J

Hinh 2- 165. Vi du vé biéu miu dé trén thw

Danh sach khach hang dé nhan ban thiép moi (c6 thé luu trong word, excel,
access... hoac nhap vao trong qua trinh tron thu):

Tén khéch hang Pia chi So dién thoai
Nguyén Vin Hung 12 Tran Thi Ky, TP. Quy nhon 0981131140
Tran Duy Thanh 34 Tran Hung Pao, TP. Quy nhon 0977777888
Pham Thi Xuan Diéu Huyén Tay Son 0981234567
D6 Cong Thanh Huyén Phu m§y 0973224244
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Chuong 2. Xur Iy van ban nang cao MS Word

Nguyén Cam Huong

48 Nguyén Thai Hoc, TP. Quy nhon

0903335656

Thwc hién chirc ndng trén thw
Phan nay gi4o trinh s& huéng dan sau budc cu thé dé thuc hién chirc ning tron thu
(danh sach nhap trong qua trinh tron thu).

Buwdc 1: M¢ tap tin thumoi.docx, vao tab Mailings \ Start Mail Merge \ Letters

Insert Design Layout References Mailings R
o &
Start Mail  Select Edit Highlight Address Greeting In:
Merge = Recipients ~ Recipient List | Merge Fields Eloc Line
[ Letters Write & Inse

2 E-mail Messages -2 0200030

EJ Enyelopes...

Hinh 2- 166. Chon chire nang tron thw
Buéc 2: Vao Select Recipients \ Type New List...

Insert Design Layout References Mailings I

= ek

Start Mail = Select Edit Highlight Address Greeting
Merge - |[Recipients = Recipient List | Merge Fields  Blocl Line
E3 TypeaMew List... Write & |1

[ Usean Existing List... Lr2er 3

Hinh 2- 167. Chen chirc nang tao danh sach méi
Man hinh nhap danh sach xuat hién sau khi ta chon Type New List...:

Mew Address List ? *
Type recipient information in the table. To add mare entries, click New Entry.
Title w | First Name w | Last Name w | Company Name w | Address Line 1 w
D
< >
MNew Entry Find...
Delete Entry Customize Columns... OK Cancel

Hinh 2- 168. Cira s6 nhap danh sach dé tron thw
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2.4 Trudng va biéu mau

Ta vao Customize Columns... Dé hiéu
chinh trugng thong tin (thém, stra, x6a) cho | _
theo dung véi muc dich su dung: T | [ add.

First Mame

Customize Address List ? *

’ A A A \ ;- Last M
NUt Add...: Dé thém mOt tru’ong mol. Caosmp:rTyEName Qe
Address Line 1

- 2, . Address Line 2 Rename...
Nut Delete: B¢ x6a truong dang chon. city

ate
- 9 ZIP Code )
Nut Rename...: Dé chinh stra truong ||CountryorRegion
ame Phone

dang chon. Work Phane
: E-mail Address

NGt Move Up: Bé di chuyén thir tu cua
trrong dang chon 1én bén trén.

Move Down

Hinh 2- 169. Hiéu chinh cac truong

Nut Move Down: Bé di chuyén tht tu

cua trudng dang chon xubng bén dudi.

Add Field 7 x i
Vi du: Ta muon thém mét truong maoi tén la “Tén

Khach Hang”: Bam chudt vao nut “Add...” cua

s6 Add Field hién thi 1én nhu bén duéi, ta nhap thdng

Cancel tin rdi nhin nat OK dé thém truong mai.

Hinh 2- 170. Thém trwong méi

Type a name for your field
Tén khach hang|

‘ , Tuong tu nhu vay ta dung cac thao tac Delete dé
x0a céc truong khong can thiét.

Customize Address List ? *
Field Names
Tén khach hang Add...
Blia chi
54 dién thoai
Rename...
Move Up
QK Cancel

Hinh 2- 171. Xéa cac truong
Hiéu chinh du 3 cot nhu hinh bén rdi nhan ndt OK dé trg vé man hinh

Nhap théng tin khac hang theo nhu cau sir dung.

“New Entry: Thém dong méi dé nhap dit liéu (ta c6 thé nhan phim Tab ¢ dong
Cuoi cung dé ty dong tao thém dong mai).

Delete Entry: Xda dong dir liéu dang chon.
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Chuong 2. Xur Iy van ban nang cao MS Word

Bam nit OK dé luu danh sach (nén luu cing chd véi tap tin thumoi.docx dé dé

quan ly):

Mew Address List ? *

Type recipient information in the table. To add more entries, click New Entry.

Ténkhachh... - | Bia chi w | Sidiénthoai w

- Mguyén Van Hi... 12 Trdn Thi Ky, ... 0881131140
|| Tran Duy Thanh 34 Tran Hung 8. 0977777882
|| Pham Thi Xudn.. Huyén Tay Son (931234567
= 0973224244
- Mguyén Cdm H... 48 Nguyén Thai... 0803335656

MNew Entry Find...

Delete Entry Customize Columns... QK Cancel

Hinh 2- 172. Nhap thong tin khach hang

Tap tin dugc Iuu nay sé co dinh dang la Microsoft Access, ta xem man hinh chup
noi luu trir danh sach (duéi .mdb):

EE| select Data Source *
« v |j <« Admin » Documents v O Search Documents 2
Organize - MNew folder = [ @
I Desktop *  Name Date modified Type ™
|if| Documents My Data Sources 26/03/2020 8:37 AM  File fol
; Downloads S0L Server Management Studic 13/02/2020 2:45 PM  File fol
J», Music Visual Studio 2010 19/02/2020 2:38 AM  File fol
S Visual Studio 2015 17/03/2020 2:30 PM  File fol
=/ Pictures
) @ DanhSach 26/03,/2020 8:36 AM  Micros
B videos = . . . o - :
0= THONG TIN CA NHAN 25/03/2020 £:47 PM  Micros
. Local Disk (C:) ol 3
Mew Source...
File name: |DanhSach v| All Data Sources ~
Tools - Cancel

Hinh 2- 173. Lwu danh sach dwoéi dang file .mdb

Bwéc 3: Hiéu chinh danh sach (néu c6), bam chon Edit Recipient List dé hiéu
chinh:
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2.4 Trudng va biéu mau

Mail Merge Recipients ? x

" This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source | v |Tén khach hang ~ | Bia chi - |Sadinthoai
DanhSach.mdb [¥  Mguyén Vin HUng 12 Trén Thi Ky, TP. CGuy Nhan 0881131140
DanhSach.mdb [¥ Trin Duy Thanh 34 Trdn Hung Pac, TP. Quy nhon 0977777888
DanhSach.mdb |7 Pham Thi Xudn Diéu Huyén Tay Son 0981234567
DanhSach.mdb [¥ D& Céng Thanh Huyén Pha M§ 0973224244
ICIll MguyZn Cm Huong 48 Nguyén Théi Hoe, TP. Quy nhon

Data Source Refine recipient list
DanhSach.mdb gl Sort....
T Eilter...

[*9 Find duplicates...

IT} Find recipient...
[} Vvalidate addresses...

oK

Hinh 2- 174. Hiéu chinh danh sach
Tai man hinh nay, mudn bo dong di liéu nao thi ta bo Tick khoi dong dé, chirc

nang nay it dugc stir dung vi mac dinh danh sach nhap vao chinh 1a danh sach nguoi s
dung dugc lya chon.

Budc 4: Chén dit lieu vao biéu mau, muén chén dit liéu vao vi tri nao thi di

chuyén con tré van ban vao vi tri d6 trudc, roi vao Insert Merge Field, chon dung tén
truong hién thi:

Mailings Review View Developer Foxit Reader PDF
=1 = lr [3 Rules ~ o |4 > M BN
. %% Match Fields [0 Find Recipient =

jht  Address Greeting Insert Merge Preview — Finish &

ields Block  Line Field ~ Ipdate Labels  pagyits [ Check for Errors Merge ~

Write & Ir Tén_khéach_hang Preview Results Finish
t S O SO ) 3 ) ) P8 o v 9 10 e B2 130 ) 4 1S 16
1a_chi 3

S6_dién_thoai
(B L& Tri An Khich Hang VIP
Kinh giti Anh/Chi: ....... «Teén_Khiach_hang».............
Pia chi: coocvviiiininiinnnnns «Pia_chDeiviiiiiiiniiiiiinnnnnn
S0 dién thoai: ............ «S0_dién_thoai»..............

Lé tri an lic 10130 ngay 26/03/2020 tai khach san Hai Au, TP. Quy nhon

Hinh 2- 175. Chén cac trudng vao biéu miu
Buéc 5: Xem trudc két qua, chon Preview Results:
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Mailings Review View Developer Fouit Reader PDF

"\;"' Tell me what you want to do...

l Ij B [“;'Rules' <@> M 4 P M ’_D_)

: B % Match Fields [0 Find Recipient
ght Address Greeting Insert Merge

Preview

Finish &
ields Block Line  Field~ Update Labels  |Results| [+ Check for Errors Merge ~
Write & Insert Fields Preview Results Finish
1o 20 o3 4 5 v B T oo ViewMergedData ben o140 2450 16w
Plug info from your recipient list
into the merge fields to see how the
finished document will lock. I
(s T . \
(D L& Tri An Khach Hang VIP
Kinh giti Anh/Chi: .......Nguyén Van Hing..............
Pia ehi: ....cevvaeenn 12 Tran Thi K§, TP. Quy Nhon...
Sb dién thoai: ............ 0981131140..cuuvveeenrenreeennnn.
Lé tri an lic 10h30 ngay 26/03/2020 tai khach san Hai ﬁm, TP. Quy nhon
>
" /
Hinh 2- 176. Hién thi két qua trén thw
H 41 b M

Pé di chuyén qua lai gitra cac nhan ban cua biéu mau, ta bam vao cac biéu tuong
ké bén nut PreView Results:

Bwéc 6: Két thic qué trinh tron thu, trong tab Mailings ta chon nut Finish &
Merge:

=p

Finish &
Merge =

ED Edit Individual Documents...

B . 19
S i Merge to New Document (Alt+5Shift+N)

D Send Email Messages...

Hinh 2- 177. Xuat két qua trén thw

Edit Individual Documents...: Xuat cac nhan ban biéu mau vao mot tap tin (i
dong dir liéu sé tao 18n mot biéu mau nam & 1 trang riéng biét, tic 12 néu ta ¢6 5 dong
dir liéu thi s& ty dong tao ra 5 biéu mau nim & 5 trang khac nhau), tn mac dinh
la Lettersl.

Merge to New Document ? d

Merge records

(") Current record
O Erom: To:
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2.4 Trudng va biéu mau

Hinh 2- 178. Hp thoai Merge to New Document
All: Tron toan b danh sach.

Current record: Tron dong dir liéu hién tai dang xem (& budc 5).

From ... To : Tron danh sach tur vi tri X téi vi tri Y (vi du From: 2, To: 4 thi tron
danh séach tir dong thr 2 téi dong tha 4).

Bam OK dé xem két qua

ERNE = | Documnents
“ Home Share View
< “ 4 & » ThisPC » Documents »
Mame Date modified Type Size
7 Quick access
Custom Office Templates File folder
[ Desktop )
My Data Sources File folder
¥ Downloads New folder File folder
=/ Documents SQL Server Management Studio File folder
| Pictures Visual Studio 2010 File folder
De cuong 2019_2020 Visual Studie 2015 File folder
J», Music [#]| Danh5ach Microsoft Access ... 336 KB
Tin hoe co so f= Ketquatronthu Microsoft Word D... 32 KB
. f5| Thumoi Microsoft Word D... 26 KB
WinForms

Hinh 2- 179. Cira s6 lwu biéu mau, danh sach va két qua tron thuw
Ta nén luu lai két qua cing chd voi danh sach va biéu mau  (vi
du: Ketquatronthu.docx)

Print Documents...: Dung dé in 4n két qua tron thu ra gidy truc tiép trong qué
trinh tron thu

Merge to Printer ? ot

Print records

() Current record
O From: To:

Hinh 2- 180. Hop thoai Merge to Printer
All: In toan bo danh sach tron thu.

Current record: In dong dr liéu hién tai dang xem (¢ budc 5).

From ... To : In danh s&ch tron tor vi tri X tai vi tri Y (vi du From: 2, To: 4 thi
tron danh séch tir dong thir 2 ti dong thir 4).

Send E-Mail Messages...: Giri thong tin tron thu qua email (tat nhién phai sira lai
danh sach la bo sung thém cot email, chirc nang nay ta it stir dung, vi ta thuong tach ra

111



Chuong 2. Xur Iy van ban nang cao MS Word

tap tin d¢ in 4n hodc guri email trén website bang tap tin két qua, hodc do méy ta dang
st dung chua cau hinh Mail Server dé guri).

Tao mot thw trén sw dung tir danh sdch ngoai

Phan nay sé& trinh bay chirc ning trén thu st dung danh sach ngoai (danh sach c6 sén),
danh sach nay c6 thé duogc luu trong mot tap tin Word, Excel, Access ... Thuong thi
khi ta lam cho mét cong ty nao d6 (cong ty vua va nho), ta luu danh sach khach hang
vao Excel (hién nay Excel van 1a giai phap téi wu cho cac cong ty vira va nho).

| [ = | TronThu_MNgoai
Home Share View
<« v » ThisPC » Documents » TrenThu_Mgeai
MName Date rr
s+ Quick access
[ Danhsach 26,03
I Deskto
P M= Thumoi 26/03
* Downloads

Hinh 2- 181. Vi du danh sach tron thw cé sin
Nhap danh sach vao tap tin Excel nhu sau (dat tén Danhsach.xIsx):

E S - A Dan

File Hame Insert Page Layout Farmulas Data Review View Add-Ins Team

G4 = fe
A B C
. Tén khich hang Pia chi S6 dién thoai
, Nguyén Vin Hing 12 Trén Thi Ky, TP. Quy nhon 981131140
; Tran Duy Thanh 34 Tran Hung Dao, TP. Quynhon (977777888
. Pham Thi Xuan Diéu Huyén Tay Son 981234567
: D6 Cong Thanh Huyén Phu m¥ 973224244
s Neuyén Cam Huong 48 Nguyén Thdi Hoc, TP. Quy nhon (903335656
T

Hinh 2- 182. Tao danh sach tron thw bang Excel

Tap tin thu moi ta s& bo sung hién thi néu cot “Khach hang VIP” duoc danh dau
la VIP thi trong biéu mau s€ xuat hién dong chit “Moi khach hang téi phong 017, con
khong c6 thi ghi “Mai khach hang téi phong 037,
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(D L& Tri An Khich Hang VIP
Kinh giti Anh/Chi: .......... Nguyén Vian Himg..........
Pia chi: ............... 12 Tran Thi K§, TP. Quy nhon...
SO dién thoai: v.vvvvevernnnns 981131140.0uuuuurneeeerenrnns

Lé tri 4n lic 10h30 ngay 26/03/2020 tai khach san Hai Au, TP. Quy nhon
M¢i khach hang téi phong 01

Hinh 2- 183. Vi du vé trén thw
Buwéc 1: Vao Mailings \ Start Mail Merge \ Letters

r G

Start Mail  Select Edit Higl
Merge = | Recipients = Recipient List | Merg
[[] Letters

f21  E-mail Messages
E1 Enyelopes...
B Labels...

Hinh 2- 184. Chgn chire ning tron thw
Budc 2: Vao Mailings \ Select Recipients \ Use Existing List...

P

-
Select Edit Highlight Ad
Recipiente = Recipient List | Merge Fields Bl

ER Typea Mew List...
[ Use an Existing List...
23 Cheose frem Outlook Contacts...

Hinh 2- 185. Chon danh sach trén thw sin co

Trong Select Data Source: Ta tim t6i dang tap tin danhsach.xlIsx roi bAm Open.
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E] Select Data Source

“ v P <« Docume.. » TronThu_Mgoai
Organize = Mew folder

I Desktop A Name

= Documents fi7| Danhsach

4 Downloads BE Thurmoi

J‘a Music

&= Pictures

B videos

i Local Disk (G},

Mew Source...

File name: |Danhsach

*
v O Search TronThu_Mgoai ye
= W @
Date modified Type
26/03/2020 9:55 AM  Mlicrosoft
26/03/2020 9:44 AM  Microsoft]
>
v| All Data Sources ~

Cancel

Hinh 2- 186. Cira s6 chon danh sach dé trén thuw

| Select Table

T >

MName

sneetss |

Description  Maodified

12:00:00 AM

<

Created Type
12:00:00 AM  TABLE

First row of data contains column headers

Cancel

Hinh 2- 187. Hop thoai Select Table
Chon Sheet1$ vi ta nhap dit liéu & Sheet1, bAm OK dé chon danh séach.

Budéc 3: Hiéu chinh danh sach, bam vao biéu tugng Edit Recipients:
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2.4 Trudng va biéu mau

Mail Merge Recipients ? >

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source Tén khach hang ~ | Blia chi | 58 dién thoai | Khéach hang W
Danhsach.xlsx [¥  Tran Duy Thanh 34 Trén Hung Pae, TP. ... 977777388
Danhsach.dsx [*  Pham Thi Xuin Diéu Huyén Tay Son 931234567
Danhsach.xlsx [¥ BéCéng Thanh Huyén Phi mi 973224244
Danhsach.xlsx [¥ MNguyén Cdm Huong 48 Nguyén Thai Hoc, T... 903335656 Vip
£ >
Drata Source Refine recipient list

Danhsach.dsx ?l Sort..

T Eitter...

[*9 Find duplicates...
IT) Find recipient...
[ validate addresses...

Hinh 2- 188. Hiéu chinh danh sach trwéc khi tién hanh trén thw

Hiéu chinh nhitng gi can thiét réi bAm nit OK

Bwéc 4: Chén dir lidu vao biéu miu, twong tu nhu di 1am ¢ phan trudc, ta di
chuyén con tro van ban vao noi can chéen roi vao Insert Merge Field/ chon ding
treong théng tin can chen.

I Mailings Review View Developer

I -
5 B S
og

: B ¥ Match Fields
Address Greeting Insert Merge

Block Line | Field~ Update Labels | ¢

Write & Ir Tén_khach_hang
|-§-|-1-| Dia_chf [

54_dién_thoai

S WS— Khach_hang_VIP

Hinh 2- 189. Chen trwong chén vao biéu miu
Ngoai ra dé chén dir ligu theo dung diéu kien: Néu truong “Khach hang VIP”
dugc danh dau la VIP thi trong biéu mau s€ xuat hién dong chix “Moi khach hang téi
phong 017, con khong co thi ghi “Mai khach hang t6i phong 03”. Ta di chuyén con tro
t6i noi can hién thi, réi vao Rules/ chon If ... Then...Else...

(3 Rules - >
Acsk...
Eill-in...
If...Then...Else...

Merge Record
Hinh 2- 190. Thiét lap diéu kién dé tron thu
Man hinh Insert Word Field: IF xuét hién:

115



Chuong 2. Xur Iy van ban nang cao MS Word

Insert Word Field: IF ? *
IF
Field name: Comparison: Compare fo:
Tén_khach_hang ~ | | Equal to ~ | VIP L

Insert this text:
M khach hang t&i phong 01 ~

Otherwise insert this text:
Me&i khach hang t&i phang 03 A

QK Cancel

Hinh 2- 191. Hop thoai Insert Word Field
Field name: Chon trudng muén so sanh (& day 1a truong khach hang VIP).

Comparison: Phép so sanh, tly vao kiéu di liéu trong Field name ma phép so
sanh sé khac nhau. Trong bai nay thi ta chon Equal to (so sanh bang).

Con c6 cac phép so sanh khac: Not equal to (so sanh khdng b‘éng), Less than (nho
hon), Greater than (16n hon), Less than or equal (nho hon hoac bang), Greater than or
equal (I6n hon hoac bang),....

Compare to: Gia tri so sanh, ta nhap vao tir VIP.

Insert this Text: Gia tri xuat hién khi diéu kién ding.
Otherwise insert this Text: Gia tri xuat hién khi diéu kién sai.
Bam OK dé chén diéu kién va quan sat két qua.

Bwéc 5: Xem trudc két qua (nhu phan trudc).

(D L& Tri An Khich Hang VIP
Kinh giti Anh/Chi: .......... Nguyén Vin Hing..........
Pia chi: ccoveenirnnnnns 12 Tran Thi K§, TP. Quy nhon...
SO dién thogi: ..eveeveeennnn. 981131140.ucuuueneereeannnnns

L& tri 4n lic 10h30 ngay 26/03/2020 tai khach san Hii Au, TP. Quy nhon
M¢i khach hang téi phong 01

_/
Hinh 2- 192. Két qua trén thu
Buéc 6: Két thiic qua trinh tron thu (da trinh bay ¢ phan trudc).
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2.4 Trudng va biéu mau

Tao nhdan va bao thw

Chtrc ndng tron bao thw
Chtrc ning nay ciing dya vao danh sach ¢6 san cua phan trudc dd minh hoa, cac
budc 1am nhu sau:

Buéc 1: Mo tap tin mai/ vao tab Mailings/ Start Mail Merge / chon Envelops...

[ [

Start Mail  Select
Merge = Recipients -

Letters

E-mail Messages
Envelopes...

Labels...

M e D

Directory
Hinh 2- 193. Chirc néng tron bao thw

Cira s6 chon bao thu s& xuat hién nhu bén
dudi: )

Envelope Options *
Preview: Xem trudc dinh dang bao thu khi ; | Printing Options
du’Q’C in ra. Envelope size:
Size 10 41/2%x91/2in) w
Envelope Size: Lua chon kich thudc cua bao Delivery address
thlI. Font... From left: |Auto =
From top: |Auto =
Delivery Addres: Hiéu chinh font chir in Return address
trén dla Chi l'lglIb’i nhén. Fant... From left: |Auto =
‘A R - - n From top: |Auto =
Return Address: Hiéu chinh font chir in trén i
dia chi nguoi gui.
, , i , = []
Bam Ok dé Iuu hiéu chinh. _
Hinh 1.85 — Cira 56 chon bi thw
Bu’o:C 2: C,h(.)n (!anh sach Ac‘le tr?n baor _thl}’ f—
(danh sach khach hang ta muon gii thw to61i), ¢

vi du trwéc ta lwu trong tdp tin Hinn 2- 194. Hyp thoai Envelop Options

1 | Tén khach hang Pia chi So dién thoai Khach hang VIP
> | Nguyén Vin Hing 12 Trén Thi K¥, TP. Quy nhon 981131140 VIP

5 | Trin Duy Thanh 34 Tran Hung Dao, TP. Quy nhon  |977777888

4 |Pham Thi Xuéan Diéu Huyén Tay Son 981234567

5 DO Cong Thanh Huyén Phu m¥ 973224244

¢ Nguyén Cam Huong 48 Nguyén Thai Hoc, TP. Quy nhon  |903335656 VIP
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Excel(danhsach.xlIsx):

Vao tab Mailings/chon Select Recipients/chon Use Existing List... rdi tré téi
duang

tap tin ma ta lwu trir danh sach muon giwi thu to:i.

@ Select Data Source *
<« v P <« Docume... » TronThu_Mgoai v O Search TronThu_Mgoeai 2
Organize « New folder =~ T @

I Desktop ~ Marme Date modified Type
=l Documents 15 Danhsach 55 AM  Microsoft
4 Downloads B Thumnoi 44 AM  Microsoft
J‘ﬂ Music
=/ Pictures
B videos
o Local Disk () oo Il 3
Mew Source...
File name: |Danhsach V| All Data Socurces ~

Tools = Cancel

Hinh 2- 195. Hop thoai Select Data Source
Chon ding Sheet lwu trir danh sach khach hang:

Select Table ? *
MName Description  Madified Created Type
% Sheet1s 12:00:00 AM 12:00:00 AM  TABLE
< »
First row of data contains column headers Cancel

Hinh 2- 196. Hop thoai Select Table
Vi & day ta lwu & Sheet 1 nén ta chon Sheet1$ réi nhan nit Ok.

Budéc 3: Hiéu chinh danh sach (néu c6 nhu ciu), chen nat Edit Recipient List.

Buéc 4: Chén dir liéu vao bao thw. Bwéc nay giong nhuw phan trén thw da
hwong dan, ¢ day ta thiet ke va chén dir li¢u sao cho phu hep, vi du:

Buéc 5: Xem trwéc két qua (bam chon Preview Results nhw da hwéng dan &
phan trwérc).
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Buwéc 6: Két thic qua trinh trén bao thw (bam chon Finish & Merge nhw di
huong
dan ¢ phan trwérc).

Chirc nang trgn nhan
Twong tu ta ciing c6 cac budc dudi day:

Buéc 1: Trong tab Mailings vao Start Mail Merge/ chon Labels...

Printer
Information: Lwa | Label Options 7 X
Ch(.)n IO@' khay In! Printer information
mi:lc dinh |é. DefaUIt Ogontinuous-feedprinters

tray (di nhién no6 phu (@) Page printers Tray: | Multi-purpose Tray w
thu@c vao méy tinh ta Label information
dang S dung). Label vendors: | A-ONE “
Find updates an Office.com

Label Product number: Label information
1 1 - A-OME 23499 ] ize /
information: Lua || ons soees Al | Tme M0k

3 a .

chon nha cung cap | EEiEE Width: 5.3 cm
giﬁy o dﬁy ta sé chon A-OME 25759 Page size: 21 cm x 29.69 cm

Y . . A-OMNE 23314 v
loai va kich cé giay _
phl:l h(.)'p véi nhan ma Details... Mew Label... Cancel
ta s& in (nén chon A- Hinh 2- 197. Hop thoai Label Options

ONE).

Product number: Goi y chon A-ONE 28787 dung cho loai 30 nhén, tuy vao
nhu cau ma ta chgn cac product number khac nhau. P& xem chi tiet cho tirng loai
ta bam vao nat Details

Label Details ? *

Preview

Side margins
Top margin | + r—HonzontaI pltchl1

T ; Number down
Vertical pitch Width
l Heilght
r i

Mumber across—————=

Label name: la-ONE 28187

Top margin: 2.25 cm %+ Label height: 4.2 cm =
Side margin: 2m = Label width: 2.4 cm =
Vertical pitch: 4.2 cm | Mumber across: |2 =

Horizontal pitch: 3.6 cm Mumber down: &

Page size: A4

<

Page width: 21 cm

4
4k

Page Height: 29.69 cm
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Hinh 2- 198. Thong tin chi tiét cho tirng loai version
Bwéc 2: Chon danh sach @é tron (nhw hwéng din ¢ cac phan trén).
Bwéc 3: Hiéu chinh danh sach (néu c6 nhu cau), chen nat Edit Recipient List.
Buoc 4: Chen dir liéu vao van ban.
Bwéc 5: Xem truéc két qua (nhw hwéng din & cac phan trén).

Bwéc 6: Két thic qua trinh trén (nhw hwéng din & cac phan trén)
2.5 Xay dwng bi€éu mau trong ché do cong tac

2.5.1 Kiém tra, so sanh, két hop dir liéu

Chuc ning nay rat quan trong va hitu ich trong qué trinh soan thao vian ban, gilp ta
chia sé tai liéu, quan ly nhimg thay doi, nhitng ghi chd, so sanh va két hop tai liéu.
Word cung cap 4 nhdm Iénh chinh trong tab Review: Comments, Tracking,
Changes, Compare.

gn Layout References Mailings Review View Developer Foxit Reader PDF

aq 'CE$ |*._| E EE\‘  Simple Markup  ~
EF) A *z B Show Markup =
Translate Language New Show Track

v v Comment Comments Changes~ (5] Reviewing Pane ~

Language Comments Tracking F}
L)

Hinh 2- 199. Chirc ning Review trong Word
Thém Cdc Ghi Chii Vao Tai Liéu
Trong mot sé trudng hop dé ghi chi cho

Ssu thay d6| (Iy do cuna su thay d6|) ta bOi [EEEES Mailings Review View Developer
den cum tir can ghi chti roi bAm chon New  #— | & 2~ E
im i cin g - =l s [=kal = IFE

Comment trong tab Review. bE Mew  Delete Previous MNext Show Track
2 , . , X R . B Comment = Comments Changes - 13
bé xo6a ghi cha, bam chuot vao ghi *7 Delete Tra
cha, chon Delete trong tab Review: LRI 12
Deletd Delete Comment
Delete: Dé x0a ghl chu dang chon. Delete the selected comment.

Delete All Comments in Document:
Xba toan bo ghi cha. Hinh 2- 200. Xéa ghi chu

Previous: Di chuyén t6i ghi cht trude do.

Next: Di chuyén téi ghi chi ké tiép.
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