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PRACTICE WEEK 9 

Requirements: Students create a new folder W9_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_Tuan9.docx. Insert a Cover page to the document as 

follows: 

 

2. Enter the text to the cover page as follows:  
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a. Enter the text “GIỜ TRÁI ĐẤT” to the field Document Title. 

b. Enter the text “Wikipedia” to the field Author. 

c. Enter the text “Wikimedia Foundation, Inc.” to the field Company. 

d. Delete the field Company Address. 

3. Change the wrap text to Square and put the picture into the document as 

follows: 

 

4. Insert the Section break Next Page before the heading “Giờ Trái Đất qua các 

năm”. 

5. Insert a Header to the first section of the document (except the first page 

of the section) as follows: 
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6. Insert a Header to all pages of the second section of the document as 

follows: 

 

7. Insert a Footer to the document (except the first page) as follows: 

 

8. Change the header position from top to 0.6”. 

9. Change the footer position from bottom to 0.2”. 
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10. Save as the file BTTL_W9.docx. 

11. Open the file Data2_Tuan9.docx. Format the document like the file 

Data2_Tuan9_Result.pdf. 

a. Insert a Cover page to the document, enter/edit its contents and 

move the picture in the document to the cover page like the file 

Data2_Tuan9_Result.pdf 

b. Insert suitable Page breaks and insert headers/footers to the 

document like the file Data2_Tuan9_Result.pdf 
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