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PRACTICE WEEK 10 

Requirements: Students create a new folder W10_Name_ID in the drive E:\ to save 

files. After finishing all the exercises, zip this folder and upload the zip file to the E-

learning system (cait.tdtu.edu.vn/elearning), then delete the folder. 

1. Open the file Data1_Tuan10.docx. Insert a Footnote for the contents “Hiệu 

ứng nhà kính” and “El Niño” on page 5 as follows: 

 

 

2. Insert an Endnote for the text “UNESCO”, cut the last paragraph in the 

heading “Những tổ chức ủng hộ” to make a description for the endnote just 

created. 

3. Insert Endnotes for the contents “HSBC”, “FIFA”, “UEFA” as follows: 

 

4. Delete the Footnote as follows: 
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5. Change the format of the endnotes as follows: 

 

6. Insert a Table of Contents to the document after the text “Mục lục” as 

follows: 
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7. Edit and update the Table of Contents to display only the headings of the 

levels 1 and 3. 

8. Edit and update the Table of Contents as follows: 

 

9. Insert the Citation of the authors Thủy Tiên and Quốc Minh to the document 

and select the style IEEE as follows: 
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10. Insert the Bibliography after the heading “Tham khảo” as follows: 

 

11. Save as the file BTTL_W10.docx. 

12. Open the file Data2_Tuan10.docx. Format the document like the file 

Data2_Tuan10_Result.pdf. 

a. Insert the Table of Contents after the text “Mục lục” like the file 

Data2_Tuan10_Result.pdf 

b. Insert Footnotes and Endnotes like the file 

Data2_Tuan10_Result.pdf 

c. Insert the Bibliography after the heading “Tham khảo” like the file 

Data2_Tuan10_Result.pdf 

d. Insert Citations to the doment like the file 

Data2_Tuan10_Result.pdf (insert citations at positions with red 

color like the file Data2_Tuan10_Result.pdf) 
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