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cau 12. Trong Word, dé tao mot irang vin ban mai, ta dong
A. 16 hop phim Cul+N. . B. File / Blank Document
C. 16 hop phim Cul+S. D. 16 hop phim Ctrl+F.

in , ta c6 thé thuc hign

u 13. Trong Word, muén md théem mot file da c
A Curl+0O. B. Ctrl+S.
C.

‘ile/Open > chon tén file tuong tmg. 1. Chon Igénh File/New.

au 14, Trong Word, dé luu file véi tén khéc, ta ding
A. File/Save As. B. File/Save.
C. File/Close. D. File/Exit.

Cau 15. Trong Word, dé di chuyén con tré vé dau van ban, ta diing phim
A.Home. B. Alt+Home.
C. Shift+Home. D. Ctrl+Home.,

“au 16. T8 hop phim nao sau day di chuyén con tré dén cugi van ban di ta dang
&bt cir chd nao trong van ban?
A. Ctrl+End. B. Ctrl+Break.
C. Ctrl+Page Up. D. Ctrl+Home.

cau 17. Dé chén ki tu déc biét (vi du: FH) vao vi tri con nhay, ta chon chirc nang
nao trén Ribbon Insert?

A. Symbol. B. Equation.
C. Picture. D. WordArt.
Cau 18. Dé dua ki tu dau dong roi xuéng dang chirlém, ta chon chirc nang
A. Font Size. B. Drop Cap.
C. Font Color. D. Text Box.

Cau 19. Gi sir dang co nhiéu tai ligu Word dugc mé. Dé chuyén qua lai gitra cac
tai liéu, ta chon chirc nang
A. Split. B. View Side by Side.
C. Switch Windows. D. New Window.

Cau 20. Dé tim va thay thé mot nhom i trong viin biin Word, ta dimg chie ning

A. Replace. B. Find,
C. Change. D. Select.
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1 van ban duge chon trong Word, ta aung cf

71.Dédong khung phé
B. Shadi

and Shading...

| phin van ban duoc chon & gitia trang, ta nhd

an

B. Ctrl+E.
¢ Curl+l D. Ctrl+R.
cau 23. Dé canh déu 2 bén cho phén van ban dugc chon, ta nhén t6 hopy
nao sau day?
A Ctrl+]. B. Gtrl+E.
C. Curl+L. D. Ctrl+R.

Cau 24. Dé mot doan van duoc canh déu 2 bén (sat bién trai va bién phy
doan), ta co thé nhdn nut lénh?

AE. B.E.
CE. D.E.
Cau 25. Dé dan cach gitta céc dong trong doan van ban dang chon, Wo:
chiic nang?
A.Font. B. Paragraph..
C. Drop Cap. D. Line Spacing.

Cau 26. Mudn thut déu dong cho mot doan van bén, ta phai lam gi?
A.Nhin nit lénh trén ribbon.
B. Nhén nut lénh 5 trén ribbon.
C. Nhin nit lénh é trén ribbon.
D.M&hop thoai Paragraph, chon Special First Line.
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cau 10. De chiz ot bat bude (van bar tai vi tri con tré

A. 16 hop pnim Cul+Enter
E. i6 hop phim Curl+Shifi+Enter.
C. td hop phim Alt+Enter.

D. t6 hop phim Alt+Shift+Enter.

cau 11. Dé danh s& thit tu cho cdc & lién tiép trong bang, ta chon chiic nan,
A. Bullets.
B. Numbering.
C. Multilevel List.
D. Outline Number.

3

Cau 12. D& chia mot 0 trong bang thanh nhiéu 6, chon 6 d6 va dimg chirc néng
A. Merge Cell.
B. Insert Cells.
C. Split Cells.
D. Split Table.

1. CAU HOI TRAC NGHIEM

Cau 1. Dé chén mot bang vao van ban dang soan, ta chon

A. Ribbon Home > chirc nang Insert Table.
B. Ribbon Insert - chiic nang Table.

C. Ribbon View - chitc nang Table.

D. Ribbon Table < chtic nang Insert.
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Cau 2. Dé ghép nhiéu 6 trong bang thanh 16, ta danh déu cdc 6 dé va. dunglénh
A. Merge Cells. B. Insert Cells.
C. Split Cells.... D. Split Table.
Cau 3. Khi con tré &' cudi cung cia bing, nhan phim Tab thi
A. con trd nhdy vé 6 déu tién clia biing,
B. con tr6 ding yén vi da hét bang.
C. con trd sé nhay ra doan van bén dusi bing.
D. sé cho bang thém mét dong méi.

Cau 4. Dé ké khung cho bang, ta sir dung
Anut F, B. ntit

C.nat 7. D. mit =

“au 5. D€ chon mot dong trong bang, ta c6 thé
A. nhén chuot chi vao dau dong. i
B. dét con tré trén dong va diing Table/Select Row.
C. dimg trong 6 va nhan chudt phai chon Select Row.
D. dimg trong 6 va nhan chuét phai chon Select Table.

“au 6. Trong Word, dé xoa m¢t hang/dong dang chon cia bing, ta dung lénh
A. Delete Rows. B. Insert Rows.
C. Delete Columns. D. Insert Columns.

4u 7. Dé chinh d¢ rong ctia cic cot dang chon trong bang déu nhau, ta chon churc

nang

A. Distribute Rows. B. Distribute Columns.

C. Text Direction. D. Cell Margins. )
au 8. Trong Word, dé sip x&p lai noi dung ciia bang, ta dang chic nang

A.Sort. B. Formula.

C. Auto Fit. D. Properties.

au 9. Trong mot bang clia mot tap tin van ban Word, mudn dua cong thic tinh

todn vao mot 6 da chon, ta chon Jénh
A. Sort B. Formula. ,

C. Auto Fit. D. Propertics.
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;. Chuc nang Drop Cap dung de
Gulh L hoa chotodn bo doan van bar.

A lam ¢ h foan van bel domn
Jam chirhoa dau tircho toan bg van bén trong doan.
B.1ar . N N R o
Jam to ki turdau tién ciia doan va chiém n dong.
C.1a k

ng o chit van ban trong doan.

. lam td!
w in dam, néu boi den cac ki ty

Ccau 12. Sau khi dinh dang mot nhérz
¢ chon bidu tugng # |, réi quét chuét vao mot nhom ki tu khéc trong v,

(hi didu gi xay ra?

A Nhom ki tursau sé in dam.

B. Nhom ki tu ddu khong in dam nira.

C. Toan bo doan chira nhém ki tu sau sé in dam.
D. Nhom ki ty sau sé in ddm va nghiéng.

Dé dénh s6 tr dong cho cac doan van ban lién tiép, ta nhan bidu ty

Cau13.
A # B. & ci= D4z ‘
Cau 14.1Mu0'n chén mot bullet (ddu ddu dong) vao vin ban dang soan thi
nhén biéu tong '
2B B ¥ = 0.4

Cau 15. Chon phat biéu dung,
A.Trong Word, khéng thé déng khung mot nhém ki ty bt ki,
B. D& dong khung mot doan, ta dat con trd tai vi tri bt ki trong doan.
C. Dé d6ng khung mét doan, ta phai bbi den doan dy.
D. Trong Word, khong thé déng khung mot hinh anh.

IV. CAU HOI TRAG NGHIEM
Ca .
A4 1. Dé dinh dang trang vain ban, cu thé Ia thay d6i kich thuse gidy, chin

1é trong Word, 1 chon

:\. File/ Page Setup, B. Ctrl+P.
C. Ctrl+Shj
. trl+Shift4p, D. chitc ning Page Setup.
AU 2, Tha M.

; kflc Margins trong menu lgnh File/ Page Setup clia Word dung dé din

. : ;CAh thude gidy s in (ai licu. B. loai may in.

Chira e 1a K s .
"R e 18 khi in van ban ra gidy. D. huémg gidy in doc hay ngal
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cau 3. DE soan thito tiéu dé dau cho rang van bin, ta chon chitc nang nao trén
Ribbon View? 1 n s
A Header. B. Footnotes.
C. Footer. D). Page Number.

Cau 4. Dé danh s6 trang in trong i lidu dang soan, ta strdung Ribbon nac?
A, View. B. File.
C. Insert. D. Page Layoul.

Cau 5. Tai hop thoai Paragraph, chon muc Line spacing 1.5 lines ¢o nghiala
A. doan nay cach doan duéi 1.5 dong.
B. doan nay cach doan trén 1.5 dong.
C. chiéu cao dong trong doan gp ruci.
D. doan nay cdch doan trén va doan dudi 1.5 dong.
Cau 6. Dé thay déi kich c& chit cho mét nhom ki ty dang chon, ta chon
A. dung menu Format/Font, thé Font, Size.
B. t8 hop phim Ctrl+Shift+P.
C. 18 hop phim Ctrl+P.
D. 16 hop phim Ctrl+Shift+=.

Cau 7. Dé tang dén kich c& chit cho mot nhom ki ty dang chon, ta chon 16 hor
phim nao sau day?

A.Cul+ [ B.Ctrl +).
C.Ctrl+=. D. Crl+Shift+=
Cau 8. Dé viét chi s6 dudi (vi dy: H,0), ta chon 3 hop phim nao sau day?
A Cul+ ] B.Ctrl+].
C.Cul+=. D. Ctrl+Shift+=.

Cau9. Dé thay déi dang chit thudmg, chirhoa,... cho mot khoi van ban dugc dan!
ddu, ta sirdung
A. Shift+F3, B. Ctrl+A.
C. Curl+Shift+F3. D.F3.

Cau 10. Trong Word, niit 1énh nao sau déy cho ta chon mau ki tu?

A n.-ﬁ

A B C.





image1.png
Bai 3. Tao van ban nhu sau:

ha dén cdc dai duong trén thé gis.

Trong tuong lai gan, nguoi diing Google c6 thé ngdm nhin dai duong
qua man hinh may tinh.

Trong doan video gi6i thi¢u vé du 4n méi ctia nhém Street V}e\x‘, va
vién ctia Google da lan xudng cic ran san ho doc b bién ctia Uc, Has
Philippines va truyén truc tiép nhimg hinh anh ghi nhan duoc qua dich v
video Google Hangouts.

Du dn nay ctia Google cting nhim déng gop cho chuong trinh SiESs
SISy - mot du an nghién ctu bao tén céc ran san ho trén thé gioi. Di
Google Maps ciing sé gitip cdc nha khoa hoc phan tich hé sinh théi va na
nhén thirc chung ciia con ngudi vé dai duong.

(Trich tir tuoit

IV.CAU HOI TRAC NGHIEM

Cau 1. D& co thé soan thio tiéng Viét trong chuong trinh Word, sau khi
Unikey va chon bang ma Unicode, ta cin
A. bo font chir Viét.
B. bat ché do g6 ti€ng Viét va chon kiéu g6 phii hop.
C. chon kiéu g6 phit hop va font bt ddu bing VNI-....
D. tdt ché d¢ g6 tiéng Viét va chon font chit mac dinh nhur Arial,

Céu 2. Dang soan thao bing Word, muén thoat khéi Word, ta c6 thé
A. dang menu File/Close.
B. nhan Alt+F4.
C. chon Ignh Exit tir hop Control Box ctia cira s4 Word.
D. dung menu Window.

Cu 3. D& huy bd mot thao tic vira thye hign sai trong Word, ta dung
A. nhin vao biéu tugng G B. menu Edit/Redo...

C. nhén 6 hgp phim Ctrlez, D. menu View/Undo.
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Can 4. Déxoa khaiva dua noi dung cta no vao clipboard, ta c6 thé
A nhén vac bicu tuong B. nhén vao biéu twong
C. nhdi vao bicu trong . nhédn vao bi¢u tuong =,
Cau 5. Lenh Paste ding de

A, ciit noi dung khoi dang danh dau.

B. chép néi dung khéi dang dinh diu vao clipboard.

C. dan ngi dung tir clipboard ra man hinh. -
D. dan hinh thiic dang c6 trong clipboard vao vi trf con nhéy.

Cau 6. Dé danh ddu chon toan bo van ban trén man hinh, ta c6 thé

A.nhén Ctrl+A. .

B. nhap nhanh chuét 3 14n trén viing lua chon.
C. nhén Shift + nhdp chudt trén viing lua chon.
D. nhén Ctrl + Shift + Home.

Céau 7. Chi c6 thé hién thi thutc doc va thuéc ngang trén man hinh soant
ché d6 hién thi ndo sau day?

A. Outline. B. Print Layout. .
C. Full Screen. D. Web Layout.
Cau 8. Dé dn thanh thuér, thuc hién thao tac nio trén Ribbon View?
A. Chon checkbox Ruler, B. B6 chon checkbox Ruler. -
C. Chon checkbox Gridlines. D. B6 chon checkbox Navigation!;

Cau 9. Bidu tuong 28 tren thuoc ngang, diing dé chinh
A. bién tréi doan van ban.
B.vi ri dong dau tién ctia doan va nhiing dong con lai.
Covitr tirduomg ké khung dén van ban trong doan.
D. bién phéi doan vin ban,

Cau 0. Dé yem v,
A Pagre

an ban trén toan man hinh, ding chic nang

La
ayout. B. Full Screen Reading.

C Drafy,
D. Zoom.

Caupy
L Trong Word, dé gy mot file, ¢

. adung g i
A Curly oy, ng 10 hop phim

B. Cirl4s, C. Ctrl+N. D. Cul+P.





