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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.

CHATLUONG - ANTUGNG -THAN THIEN

1. Open the file Datal_Tuan11.docx. Create a new label for figures namely
“Hinh”.
2. Insert the Captions for figures in the document a;x@ows:

Gie Trai Dat (ti€ng Anh: Earth Hour) |4 mdt sw kién quc
t& hang nam, do Qu{ Qudc t& Bao vé Thién nhién (World
Wildlife Fund) khuyén cac hd gia dinh va co s& kinh
doanh tit dén dién va cac thiét bi dién khéng anh hwéng
I&n dén sinh hoat trong mot gier dong hd vao lic 8h30
dé&n 9h30 tdi (gi& dia phwong) ngay thir bay cudi cing
clia tha’nh ba hang ndm. Bit d3u tir ndm 2007 & Sydney,
56 nguwdyi tham gia chi cd 2 triéu nguwdi. Nhe cac phuong
tién truyén thong, s6 nguwdi ndm 2008 13 50 tridu va ndm
Hinh 1- Biu trung cia Giér Troi Bat 2009 |3 hon 1 ty ngudi, hon 4000 thanh phé. Ndm 2010
co 126 nud'c tham gia. Nam 2011 13 ngay 26 thang 3 ndm

2011 va ndm 2012 |3 31 thang 3 ndm 2012.

EARTH HOUR

Hinh 2: Bdu trwong La Mé lic 20h 29/3/2008

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 @

PAI HOC TON PUC THANG . A

-

28.03.2009 08:30PM

Hinh 3: Quang canh Thanh phé H6 Chi Minh ldc 20:30 va 20:33

3. Inserta Table of Figures to the document r the text “Danh muc hinh
minh hga” as follows:

Danh muc hinh minh hoa

Hinh 1 BidU trirng €Ua GO TrAi DAL ouvvuiuiie st eb bt b e bbb bbb s ms b bt sass s st st s 1
Hinh 2 Dau truong La M3 1Uc 200 29/3/2008 .....cucuiviiiiiiecieieiresseresessssssssssssesaeseesssssssssssssssssssssasssssssseses 2
Hinh 3 Quang canh Thanh pho H6 Chi Minh 1Gc 20:30 VA 20:33 .....uiuiiiieiiisieire e sssssssese s ssssnsse s 3

v%
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4. Insert the figure “2010.jpg” to the document and align center to page
horizontally.

BAI H
TON DU
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5. Inserta Caption for the figure just inserted as follows:

T vt

- -

Hinh 4: Khu Vwén Bdch théo cda Curitiba ngay 27 thdang 3 ba 2010

6. Update a Table of Figures }Uﬁhe docglent as follows:

Danh muc hinh minh hoa

Hinh 1 Bi€u tring clia GitY TFAi DAL .uvcviviiresiiuiiiiesieiee s siesse e e saesssasss s e asb bt esa st s stsbas b asa e e e s sn b ensebanbebars 1
Hinh 2 Dau trueong La M3 [GC 20h 29/3/2008 ....cvcuiviiiiiiciereeriresisss s esssessssssasssssssssbessssssssesssssensessssssenes 2
Hinh 3 Quang canh Thanh phd H6 Chi Minh 1Gc 20:30 va 20:33 ... s bssssebsssnnes 3
Hinh 4 Khu Vwéon Bach thao ctia Curitiba ngay 27 thang 3 ba 2010, sssssssssssss s 4

\)

7. Save as thefile 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:

References
You has to insert bibliography here.

I wanted to let you no that there are many error in this sentene.

b. Set the option to have Word not automatically capitalize the first
letter of sentences.
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c. Setthe 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 Datal_Tuan11.docx. Print the odd pages ofthe document in
the file “Sample.xps” with 2 Pages Per Sheet.

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

Data3_Tuan11_Result.pdf.

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

Data3_Tuan11_Result.pdf

b. Insert a Table of Figures at the firs
file Data3_Tuan11_Result.pdf

§&

ge of the document like the
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