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PRACTICE WEEK 4 

Requirements: Students create a new folder W4_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_Tuan4.docx. Apply the style Heading 1 to the line “Du 

lịch Đà lạt” and the style Heading 2 to the contents from “Combo 3N2Đ…” to 

“…đồng/khách”, from “HOẶC nâng cấp…” to “…bao gồm”, “Điều kiện sử 

dụng” and “Hướng dẫn cách đặt khuyến mãi này:”. 

2. Change the background color of Heading 1 to Green, Accent 6, the 

background color of Heading 2 to Green, Accent 6, Lighter 80% and font 

name of Heading 1 and Heading 2 to Tahoma. 

3. Format the heading “Du lịch Đà Lạt” so that the text effects and typography 

is Fill Blue Accent 1, Outline – Background 1, Hard Shadow – Accent1 and 

font size is 36. 

4. Create a Drop Cap for the paragraph after the text “Du lịch Đà Lạt” as 

follows: 

 

5. Highlight the line “Đặt online TẠI ĐÂY” with green color: 
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6. Go to the heading “HƯỚNG DẪN CÁCH ĐẶT KHUYẾN MÃI NÀY:” and change 

its character spacing to Expanded 7pt as follows: 

 

7. Change the character spacing of the heading “Du lịch Đà Lạt” to Expanded 

7pt and center horizontally this heading as follows: 

 

8. View the document in Web Layout, then view the document in Print Layout. 

9. Insert the content of the file Tours.docx at the end of the document. 

10. Find and replace all the text “3N2Đ” in the table with “3 ngày 2 đêm”. 

11. Change the zoom of the document to view one whole page on the screen.  

12. Split the document into two parts and remove split. 

13. Open a new window of the current document and view them side by 

side. 

14. Save as the file BTTL_W4.docx. 
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