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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 Datal_Tuan4.docx. Apply the style Heading 1 to the line “Du
lich Pa lat” and the style Heading 2 to the contents from “Combo 3N2D...” to

2. Change the background color of Heading 1 to Gree , the

effects and typography
rd Shadow - Accentl and

3. Format the heading “Du lich Pa Lat”
is Fill Blue Accent 1, Outline - Background
font size is 36.

agrapl%ter the text “Du lich Pa Lat” as

4. Create a Drop Cap for the
follows:

DullichiDaIlat

&i mire gia hdp dén chi 1.599.000 d6ng/khdch, combo 3N2D & khdch san Muwéng
Thanh Da Lat, bao gém luén xe ghé nam cao cdp khir héi tir Sai Gén va én sdng sé la
go'i y hoan hao cho ban néu dang ¢6 y dinh di Da Lat.

5. Highlight the line “Pit online TAI PAY” with green color:

HUG'NG DAN CACH DPAT KHUYEN MAI NAY:
— Goi 1900 1870 (Mi&n Nam), 1900 2045 (Mi&n Bac) ho4c (029) 27308668 (Mién Tay) dé duoc

tu van.
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6. Go to the heading “HU’O'NG DAN CACH PAT KHUYEN MAI NAY:” and change
its character spacing to Expanded 7pt as follows:

BAI HOC TON BUC
TON DUC THANG UN

HUONG DAN CACH PAT KHUYEN MAI NAY:
— Goi 1900 1870 (Mi&n Nam), 1900 2045 (Mién Bac) ho4c (029) 27308668 (Mién Tay) dé duogc

tue van.

7. Change the character spacing of the heading “Du lich Pa Lat” to Expanded
7pt and center horizontally this heading as follows: A

DluSlifclhPlafifajt

Vu'ff mire gid hép dan chi 1.599.000 déng/khdch, combo 3N2B & khéch san Mwéng

Thanh Dé Lat, bao gém luén xe ghé nam cao cép khu héi tir Sai Gon va én sang sé la

goi y hoan hao cho ban néu dang cé y dinh df Da Lat.
R/

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

9. Insert the content of the fj ours.docx at the end of the document.

10. Find and replace a “3N2D” in the table with “3 ngay 2 dém”.
11. Change the zoom o docurhent to view one whole page on the screen.

12. Split the docug o parts and remove split.

13. Open windOw of the current document and view them side by
side.

14. Saveas ile’BTTL_W4.docx.
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