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HOMEWORK WEEK 11

Requirements: Students create a new folder W11 Name_ID in any location to save
files. After finishing all the exercises, zip this folder and upload the zip file to the E-
learning system.
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1. Open the file Data4_Tuan11.docx. Create a new label for figures namely
“Hinh minh hoa”.

2. Insert captions for the figures in the document wit e label “Hinh minh

3. Insert a table of figures to the document after'the text “Danh muc hinh
minh hoa” as follows: format Formal, no tab leader, label "Hinh minh hoa".

4. Save as the file BTVN1_W11 docx.
Open the file Data2_T ocx. Perform the following tasks:
a. Inserta page ak before the heading “Open Letter”.

b. Insertt 0 ntents Automatic Table 2 to the document to
xt“Insert Table of content here”.

ote after the text “About TDTU” with the content
hang University”.

d. Setthe Word option to hide spelling errors in this document.
e. Setthe Word option to hide grammar errors in this document.

f. Setthe Word option NOT automatically replace two initial capitals
with one (Ex: INitial is not replaced by Initial)

g. Setthe Word option NOT automatically capitalize the first letter of
sentences.

h. Set the Word option NOT automatically capitalize the names of
days.

http://cait.tdtu.edu.vn/elearning Page 1
https://facebook.com/trungtamtinhoc



http://cait.tdtu.edu.vn/elearning
https://facebook.com/trungtamtinhoc

TRUNG TAM CNTT UNG DUNG (m

PAI HOC TON PUC THANG

(CHAT LUONG - AN TUQNG - THAN THIEN

i. Add the text “Contoso” to all exceptions of the autocorrect option.
j. Setthe Word option NOT automatically replace text as you type.

k. Set the Word option to replace the text “progrm” with the text
“program” automatically as you type.

I. Save as the file BTVN2_W11.docx

6. Open the file Datal_Tuan11.docx. Print all odd pages of the document in
the file “Draft.xps” in one sheet only.
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