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PRACTICE WEEK 11 

Requirements: Students create a new folder W11_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_Tuan11.docx. Create a new label for figures namely 

“Hình”. 

2. Insert the Captions for figures in the document as follows: 
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3. Insert a Table of Figures to the document after the text “Danh mục hình 

minh họa” as follows: 
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4. Insert the figure “2010.jpg” to the document and align center to page 

horizontally.  

5. Insert a Caption for the figure just inserted as follows: 

 

6. Update a Table of Figures in the document as follows: 

 

7. Save as the file BTTL1_W11.docx. 

8. Open the file Data2_Tuan11.docx. Perform the following tasks: 

a. Set the option so that there are no errors as follows: 

 

b. Set the option to have Word not automatically capitalize the first 

letter of sentences. 
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c. Set the option to have Word automatically replace the text “HCMC” 

with the text “Ho Chi Minh City” 

d. Add the text “Contoso” to all exceptions of the autocorrect option. 

e. Set the option to have Word not automatically replace text as you 

type. 

f. Save as the file BTTL2_W11.docx 

9. Open the file Data1_Tuan11.docx. Print the odd pages of the document in 

the file “Sample.xps” with 2 Pages Per Sheet. 

10. Open the file Data3_Tuan11.docx. Format the document like the file 

Data3_Tuan11_Result.pdf. 

a. Insert Captions for the tables in the document like the file 

Data3_Tuan11_Result.pdf 

b. Insert a Table of Figures at the first page of the document like the 

file Data3_Tuan11_Result.pdf 
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