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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 Datal_Tuan9.docx. Insert a Cover page to the document as
follows:

[DOCUMENT TITLE]

Author

COMPANY [Company address]

2. Enter the text to the cover page as follows:
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a. Enter the text “GIO’ TRAI PAT” 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:

Gio Trai b4t

Gior Trai Dat (tiéng Anh: Earth Hour) 1a mot sy kién quéc
té hang nam, do Quy Qudc té Bao vé Thién nhién (World
Wildlife Fund) khuyén cac ho gia dinh va co s& kinh
doanh tat dén dién va cac thiét bi dién khong anh hudng
|&n dén sinh hoat trong mot gio dong hoé vao ltic 8h30
dén 9h30 tdi (gi®r dia phuwong) ngay thir bay cudi cung
ctia thang ba hang ndm. Bat dau tir nam 2007 & Sydney,
s6 ngudi tham gia chi co 2 triéu ngudi. Nho cac phuong
tién truyén thdng, s ngudi nam 2008 1a 50 triéu va nam
2009 |a hon 1 ty nguoi, hon 4000 thanh phd. Nam 2010
c6 126 nudc tham gia. Nam 2011 la ngay 26 thang 3 néam 2011 va nam 2012 1a 31 thang 3 ndm
2012.

EARTH HOUR

4. Insertth ion break Next Page before the heading “Gio’ Trai Pdt qua cdc
nam”.
5. InsertaH the first section of the document (except the first page

of the section) as follows:
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Gio Trai bat

Gio Trai Dat (tiéng Anh: Earth Hour) 1a mét su kién quéc
té€ hang nam, do Quy Qudc t& Bao vé Thién nhién (World
Wildlife Fund) khuyén céc hd gia dinh va co s& kinh
doanh tat dén dién va cac thiét bi dién khong anh hudng
I&n dén sinh hoat trong mot gid déng hd vao lic 8h30
dén 9h30 t4i (gior dia phwong) ngay thir bay cudi cing
i ctia thang ba hang nam. Bat dau tir nam 2007 & Sydney,
EARTH HOUR s6 ngudi tham gia chi cé 2 triéu ngudi. Nho cac phuong
tién truyén thong, s6 nguwdi ndm 2008 1a 50 triéu va ndm
2009 1a hon 1 ty ngudi, hon 4000 thanh phé. Nam 2010

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

Gio Trai Bat qua cac nam
Gioy Trai Dat 2007
Gi&r Trai Dat 2007 dugc t8 chire tai thanh phd Sydney clia U, lic 7:30 chiéu theo gio dia phuong.

Chién dich nay d3 lam giam 10,2% san lwgng dién bang 48.613 chiéc xe 6td trén dudng, giam
24,86 tan khi COs.

7. Inserta FWhe 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_Resullt.

®
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