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BAI TAP VE NHA TUAN 11

Yéu cau: Sinh vién tao thu muc T11_HoTen_MSSV dé luu bai tap. Sau khi 1am xong,
nén thu myc nay va gui file nén Ién elearning. Xo6a thu muyc sau khi gt bai.

(CHAT LUONG - AN TUQNG - THAN THIEN

1. Mo file Data4_Tuanl1.docx. Tao mét nhan tuy chinh cho chu thich hinh vé&i
tén “Hinh minh hoa”.

2. Tao chu thich hinh (caption) cho cac hinh trong van ban v&i nhan la “Hinh
minh hoa”, kiéu danh sé La Ma (I, I, III,...) va ndi du ha thich hinh nhw
sau:

dung “Danh muc hinh minh hoa” theo yéu cau sau: Kiéu Formal, khong
dung Tab Leader, nhan la "Hinh mi oa’.

y triréec tiéu dé “Open Letter”.

1Chdc ki€u Automatic Table 2 vao van ban thay thé
it “Insert Table of content here”.

01 n0i dung ghi chi la “Ton Duc Thang University”.

d. Thiétlap tuy chon sao cho Word 4n cac 16i chinh ta trong van ban.

e. Thiét1ap tuy chon sao cho Word 4n cac 16i ngir phap trong vian
ban.

f. Thiétlap tuy chon sao cho Word KHONG tw déng thay thé 2 ky tw
dau in hoa thanh 1 Ky tw dau in hoa trong moét tir (Vi du: INitial
khong thay thé thanh Initial)

g. Thiétlap tuy chon sao cho Word KHONG tw déng viét hoa chit cai
dau cau.
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h. Thiét lap tuy chon sao cho Word KHONG tw déng viét hoa chit cai
dau cua cac ngay trong tuan (doi voi ti€ng Anh).

i. Thém tir “Contoso” vao danh sach tit ca cac ngoai 1é tw dong sira
16i.

j. Thiétlap tuy chon sao cho Word KHONG tw dong thay thé noi dung
khi nhap.

k. Thiétlap tuy chon sao cho Word tw dong thay thé twr “progrm”
thanh “program” khi nhap

. Lwuvan ban vé&itén BTVN2_Tuanl1.docx

6. Mo file Datal_Tuan11.docx. In tit ca cac tra an bah thanh tap tin
“Draft.xps” trén mot to gidy duy nhat.
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