TRAC NGHIEM
BAI 8: HO TRQ XU LY TRONG MS WORD

+ YEU CAU:
- Hoc sinh chon mat dap an ding nhit cho méi cAu héi bén dudi
- Hoc sinh can ¢ vao ngi dung bai hoc va hoan thanh cau héi va ghi nhan
lai (khéng ndp) dé gitip cac em ciing c6 kién thire da hoc.

¢+ Cac tuy chinh trong File - Options = Proofing = AutoCorrect Options... (4p dung
tir cau 1 dén cau 9)
Cau 1: Muén tiy chinh tu dong sira 16i khi nhap van ban ¢6 2 chix in hoa gan nhau (vi du WOTrd
- Word) ta chon:
A. Correct two initial capitals
B. Capitalize first letter of sentences
C. Capitalize names of days
D. Correct accidental use of Caplock key
Cau 2: Mudn tuy chinh viét hoa chir cai dau cau khi nhap van ban ta chon:
A. Correct two initial capitals
B. Capitalize first letter of sentences
C. Capitalize names of days
D. Correct accidental use of Caplock key
Cau 3: Mudn tuy chinh viét hoa tén cua cac ngay trong tuan khi nhap vin ban ta chon:
A. Correct two initial capitals
B. Capitalize first letter of sentences
C. Capitalize names of days
D. Correct accidental use of Caplock key
Cau 4: Mudn tly chinh ty dong tit phim Caps Lock khi gap nhitng trueong hop viét hoa ngugc
(vi du wORD > Word) ta chon:
A. Correct two initial capitals
B. Capitalize first letter of sentences
C. Capitalize names of days
D. Correct accidental use of Caplock key
Cau 5: Muén tiy chinh ché do tu dong tao Superscript (vi du 1st = 1st) ta chon:
A. Correct two initial capitals
B. Capitalize first letter of sentences
C. Ordinals (1st) with superscript
D. Correct accidental use of Caplock key
Cau 6: Mubn tiy chinh ché do tu dong khi nhap phan sé (vi du 1/2 > %) ta chon:
A. Correct two initial capitals
B. Capitalize first letter of sentences
C. Ordinals (1st) with superscript
D. Fractions (1/2) with fraction character (%2)
Cau 7: Mudn tuy chinh ché do tu dong tao dudng ké bang ban phim ta chon:
A. Border lines
B. Capitalize first letter of sentences
C. Ordinals (1st) with superscript



D. Fractions (1/2) with fraction character (¥2)
Cau 8: Muén tuy chinh ché do tu tao danh sach dang Bullets ta chon:
A. Bulleted lists
B. Automatic bulleted lists
C. Automatic numbered lists
D. Numbered lists
Cau 9: Mudn tuy chinh ché d tu tao danh séch sé thir tu Numbering ta chon:
A. Bulleted lists
B. Automatic bulleted lists
C. Automatic numbered lists
D. Numbered lists
% Céc tuy chinh trong File = Options - Display (ap dung tir cAu 10 dén cau 12)
Cau 10: Mudn tuy chinh hién thi tit ca cac dau ngat dinh dang ta chon:
A. Tab characters
B. Show all formatting marks
C. Spaces
D. Paragraph marks
Cau 11: Mudn tuy chinh khi in vin ban sg in théng tin thudc tinh tai liéu ta chon:
A. Print document properties
B. Print hidden text
C. Print drawings created in Word
D. Print background colors and images
Cau 12: Mudn tuy chinh khi in vin ban s& in nhitng ki tu an ta chon:
A. Print document properties
B. Print hidden text
C. Print drawings created in Word
D. Print background colors and images
% Céc thy chinh trong File = Options > Save (&p dung tir cau 13 dén cau 17)
Cau 13: Muén tuy chinh dinh dang tap tin mic dinh khi lwu vin ban ta chon:
A. Save files in this format
B. Save AutoRecover information every
C. AutoRecover file location
D. Default local file location
Cau 14: Muén tuy chinh thoi gian tw dong leu van ban khi soan thao ta chon:
A. Save files in this format
B. Save AutoRecover information every
C. AutoRecover file location
D. Default local file location
Cau 15: Mudn tuy chinh vj tri luu tap tin ty dong khi luu méac dinh ta chon:
A. Save files in this format
B. Save AutoRecover information every
C. AutoRecover file location
D. Default local file location
Cau 16: Mudn tuy chinh vi tri luu tap tin van ban mac din khi ta thyc hién thao tac luu ta chon:
A. Save files in this format
B. Save AutoRecover information every



C. AutoRecover file location
D. Default local file location
Cau 17: Mudn tuy chinh khi lwu van ban, luu kém theo phéng chir khi soan thao vin ban dé
tranh sai phdng chix khi mo tap tin nay & cac thiét bi khac ta chon:
A. Add fonts
B. Embed fonts in the file
C. Auto fonts
D. Default fonts
% Céc tly chinh trong File © Options = Proofing (4p dung tir cau 18 dén cau 20)
Cau 18: Muén tuy chinh bat/tat tinh nang kiém tra 13i chinh ta trong vin ban ta chon:
A. Check spelling as you type
B. Check grammar with spelling
C. Check document
D. Hide spelling errors in this document only
Cau 19: Muén tuy chinh bat/tit tinh nang kiém tra 13i ngit phap trong vin ban ta chon:
A. Check spelling as you type
B. Check grammar with spelling
C. Check document
D. Hide spelling errors in this document only
Cau 20: Muén tuy chinh an/hién 15i chinh ta trong vin ban ta chon:
A. Check spelling as you type
B. Check grammar with spelling
C. Check document
D. Hide spelling errors in this document only
Cau 21: Muén tuy chinh don vi do cua thanh thudc trong soan thao vin ban ta chon:
A. File > Options - Advanced
B. File = Options - Save
C. File - Options - Display
D. File = Info



