Noi dung on tap Gitra HKI
Bai 14: KHAI NIEM VE SOAN THAO VAN BAN

Cau 1: Hé soan thao vin ban 1a mdt phan mém wng dung cho phép thuc hién:
A. Nhap van ban.
B. Stra ddi, trinh bay vin ban, két hop vai cac van ban khac.
C. Luu tr@t va in van ban.
D. C4c y trén déu ding.
Cau 2: Muc nao duéi diy siap xép theo thir tw don vi xir li viin ban tir nhé dén 16n?
A. Ki tu - cau - tir - doan van ban. B. Ki tu - tir - cAu - doan van ban.
C. Tur - ki ty - cau - doan van ban. D. Tur - cau - doan van ban - ki tu.
Cau 3: Trong céc cach sap xép trinh tw cong viée dwéi ddy, trinh tw ndo 1a hep li nhat khi soan
thao mot vian ban?

A. Chinh sira — trinh bay — g& vin ban — in an. B. Gd vin ban — chinh sira — trinh bay — in an.
C. Go van ban — trinh bay — chinh stra — in an, D. G& van ban — trinh bay — in an — chinh sira.
Cau 4: Hé soan thao vin ban cd thé 1am dwoc nhikng viéc gi?
A. Nhap va luu trit van ban B. Stra d6i van ban
C. Trinh bay vin ban D. Ca 3 déu diing
Cau 5: Trong cac bd ma duéi day, bd ma nao KHONG hd tro Tiéng Viét?
A. ASCII B. UNICODE C. TCVN3 D. VNI

Cau 6: Trong cac phong chix cho hé diéu hanh WINDOWS duéi diy, phong chir nao KHONG
dung méa Unicode?

A. Times New Roman  B. VNI-Times C. UVN Thu phap D. Arial
Cau 7: Trong Microsoft Word, gia sir hép thoai Font dang hién thi 1a Times New Roman, dé go
dwoc Tiéng Viét, trong UniKey cn xac dinh biang méi nao dwéi day:

A. VietWare_X B. Unicode C. TCVN3 D.VNI Windows
Cau 8: Pé g6 dau huyén, sic, héi, ngd, ning theo kiéu Telex twong wng véi nhitng phim nao?

A f s, 1 X B.s, f,rj, X C.f,s,1r,X%] D.s, f,x,r,j
Cau 9: Pé g tir “Hanh phiic” theo kiéu Telex twong ng véi nhitng phim nao?

A. hanhj phusc B. Hanhj phucf C. Hajnh phusc D. Hanh5 phucl
Cau 10: Trong cac phdng chir dwéi day, phong chir nao dung méa Unicode

A. VNI-Times B. .VnArial C..VnTime D. Tahoma

BAI 15: LAM QUEN VOI MICROSOFT WORD

Cau 11: Chire ning chinh cia Microsoft Word la gi?

A. Tinh toan va lap bang. B. Tao céc tép d6 hoa.

C. Soan thao van ban. D. Chay cac chuong trinh tng dung khac.
Cau 12: Pé khéi déng phan mém Microsoft Word, ta:

A. Nhay chudt vao biéu tuong g trén man hinh nén

B. Nhay chudt vao biéu twong & trén man hinh nén

C. Nhay chudt vao biéu tuong @ trén man hinh nén

D. Nhay chudt vao biéu tuong &E trén man hinh nén
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Cau 13: Tén tép do Microsoft Word tao ra c6 phan mé rong .DOCX, ké tir phién ban Microsoft
Office nao?

A. 2000 B. 2003 C. 2007 D. 2016
Cau 14: Mudn luu vin béan vao dia, ta:
A. Nhin t6 hop phim Ctrl+X B. Nhan t6 hop phim Atl+S
C. Nhan thé File — Close D. Nhan thé File — Save
Cau 15: Pé x6a phan vin ban dwec chon tai vi tri cii va luu vao Clipboard, ta:
A. Nhin té hop phim Ctrl+C B. Chon Iénh Edit — Cut
C. Nhan thé¢ Home (nhém Clipboard) — Cut D. Chon th¢ Edit — Paste
Cau 16: Pé mé tép vin ban co sin ta thuc hién:
A. chon File — New B. Nhéy vao biéu tuong trén thanh truy cap nhanh
C. Chon View — Open D. Chon Home — Open

Cau 17: Nut Iénh e ciia thé Home (nhém Clipboard) ding dé?
A. Sao chép B. Dan C. Di chuyén D. Chon Font (phéng cht)

2o
Cau 18: Nut Igénh b ciia thé Home (nhém Clipboard) ding dé?

A. Sao chép B. Dan C. Di chuyén D. Chon Font (phéng cht)
Cau 19: Két thac phién 1am viéc véi Word, ta:
A. Chon File — Exit B. Chon File — Close
C. Chon Format — Exit D. Chon View — Close
Cau 20: Tén tép do Microsoft Word tao ra c6 phan mé réng Ia:
A. .txt B..com C. .exe D. .doc va .docx
Cau 21: Pé chon toan bd vin ban ta diung cich nao dwéi day?
A.Ctrl +C B.Ctrl + B C.Ctrl+ A D.Ctrl + X
Céu 22: Cac di twong chinh trén man hinh lam viéc cia Word 2016
A. Thanh tiéu dé B. Ribbon C. Thanhtrang thai  D. Tat ca déu dung
Cau 23: Mudn luu vin ban vao dia, ta thuc hién:
A. Nhan t6 hop phim Ctrl + S B. Insert — Save
C. File — Open D. Home — Save as

Céu 24: P& mé tép vin ban da c6, ta thuc hién [énh nao dwéi day?

A. View — Open B. Home — Close C. File — Open D. File — Close
Cau 25: Mudn luu vin ban vao dia, ta thuc hién:

A. Nhan vao biéu tuong E=d trén thanh Ribbon

B. Nhan vao biéu tuong E trén thanh Ribbon

C. Nhin vao biéu tuong E trén thanh truy cap nhanh

D. Nhan vao biéu tugng trén thanh truy cap nhanh
Cau 26: Dé x6a phan viin ban dwec chon tai vi tri cii va luu vao Clipboard, ta:

A. Nhén vao bidu tugng < trén thanh Ribbon
B. Nhan vao biéu tuong E trén thanh Ribbon
C. Nhan vao biéu tuong E trén thanh truy cap nhanh

D. Nhin vao biéu twong <& trén thanh truy cap nhanh
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BAI TAP THUC HANH 6
Cau 27: Dé hiry bé Iénh vira thuc hién, ta chon:
A. Nhin vao biéu tuong trén thanh Ribbon
B. Nhin vao biéu tuong trén thanh Ribbon
C. Nhén vao biéu twong trén thanh truy cap nhanh

D. Nhin vao biéu tuong trén thanh truy cap nhanh
Ciu 28: D¢ hity bé I¢nh vira thuc hién, ta ding to hep phim:

A.Ctrl+Z B. Shift + R C.Ctrl+ U D. Shift + U
Céu 29: Dé quay lai 1énh vira hity bé, ta chon:

A. Nhan vao biéu tugng trén thanh Ribbon

B. Nhan vao biéu tuong trén thanh Ribbon

C. Nhan vao biéu tuong trén thanh truy cap nhanh

D. Nhan vao biéu tugng trén thanh truy cap nhanh
Céu 30: P¢ lwu viin ban véi tén méi, ta thuc hién:
A. File — Save B. Home — Save
C. File — Save As D. Home — Save As

BAI 16: PINH DANG VAN BAN

Céu 31: Cac Iénh dinh dang van ban dwgc chia thanh cac loai sau:

A. Binh dang ki tu B. Binh dang doan van ban
C. Pinh dang trang D. Ca 3 déu ding
Ciu 32: Pau KHONG phai la thuge tinh dinh dang ki tur:
A. Phong chit B. Kiéu chix C. C& chir va mau sic D. Khoang céch gitra cac dong

Cau 33: Nt l1gnh  "™="="F° "/ tran thé Home (nh6ém Font) dung dé?

A. Chon c& chir B. Chon mau chi

C. Chon kiéu gach duéi D. Chon Font (phéng chir)
Cau 34: Pé thay doi c& chir ciia mgt nhom ki tu da chon. Ta thuc hién chon thé Home (nhom Font)
va chon c& chir trong 6:

A. Font Style B. Font C. Size D. Small caps
Cau 35: Pé dinh dang cum tir “Viét Nam” thanh “Viét Nam”, sau khi chon cum tir dé va chon thé
Home (nhém Font) va thuc hién cac Iénh nao dwoi diy?

A Bl B. B c. Tval D. Y
Cau 36: NGt Ignh 2~ trén thé Home (nhém Font) ding dé?
A. Thay ddi ¢& chi B. X6a vé dinh dang mic dinh
C. Thay ddi kiéu chi D. Thay dbi chit hoa va thuong
Cau 37: Pé gach dwéi mdt tir hay cum tir, sau khi chen cum tir @6, ta thuc hién:
A. Nhéay vao nat Ienh T trén thanh Ribbon B. Nhan t6 hop phim Ctrl+L
C. Nhay vao nat Ienh B trén thanh Ribbon D. Nhay vao nat Iénh Y trén thanh Ribbon



Cau 38: Pé in nghién mat tir hay cum tir, sau khi chon cum tir dé ta thuc hién:

A. Nhay vao nat 1énh T trén thanh Ribbon
B. Nhan t6 hop phim Ctrl+L

C. Nhay vao niit Iénh B trén thanh Ribbon

D. Nhay vao ndt Iénh Y trén thanh Ribbon

Cau 39: NGt 1énh * trén thé Home (nhém Font) dung dé?

A. Thay dbi ¢ chit B. X6a vé dinh dang mic dinh

C. Thay d6i kiéu chit D. Thay d6i chit hoa va thuong
Cau 40: NGt 1énh £~ trén thé Home (nhém Font) dung dé?

A. Chon ¢& chir B. Chon mau chix

C. Chon kiéu gach dudi D. Chon Font (phéng chix)
Céau 41: Nat Iénh = trén thanh Ribbon, thé Home (nhém Paragraph) ding dé:

A. Can 1& gitra cho doan van ban. B. Cin 1@ trai cho doan van ban.

C. Can déu hai bén cho doan van ban. D. Can 1& phai cho doan van ban.

Cau 42: NGt [énh = trén thanh Ribbon, th¢ Home (nhém Paragraph) dung dé:
A. Cin 18 giita cho doan vin ban
B. Cin 1@ trai cho doan van ban
C. Can déu hai bén cho doan vin ban

D. Cin 1& phai cho doan van ban

Cau 43: Nt Iénh

A. Cin 18 giita cho doan vin ban

trén thanh Ribbon, thé Home (nhém Paragraph) dung dé:

B. Cian 18 trai cho doan vin ban
C. Can déu hai bén cho doan vin ban
D. Cin 1& phai cho doan van ban

Cau 44: Nut lénh T trén thanh Ribbon, thé Home (nhém Paragraph) ding dé:
A. Cin 18 giita cho doan vin ban
B. Cin 1 phai cho doan vin ban
C. Can déu hai bén cho doan vin ban
D. An hién cac ky hiéu dinh dang
Cau 45: Pé dinh dang trang, ta can thuc hién Iénh:
A. Layout — Page Setup B. Edit — Page Setup
C. File — Page Setup D. Format — Page Setup
Cau 46: Nut Iénh IE trén thanh Ribbon, thé Layout (nh6m Page Setup) dung dé:
A. Kich thudc trang van ban. B. Lé giay
C. Huéng gidy D. Ngit trang

Cau 47: NGt 1énh veens trén thanh Ribbon, thé Layout (nhém Page Setup) ding dé:
A. Kich thudc trang van ban. B. Lé giay
C. Huéng giay D. Ngit trang
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CAau 48: Nut Iénh oo trén thanh Ribbon, thé Layout (nhom Page Setup) dung deé:
A. Kich thuéc trang van ban. B. Lé gidy

C. Hudng gidy D. Ngit trang

BAI TAP THUC HANH 7

Cau 49: Khi mé hap thoai Paragraph & thé Indents and Spacing, nhém Spacing c6 thdng sé nhw

Spacing
Before: 12pt =
hinh " 5P =0 thi cAu nao duéi day 1a cau DUNG:
A. Khoang cach dén doan phia truéc la 12 pt B. Khoang cach dén doan phia sau la 12 pt
C. Khoang cach dén doan phia truéc 1a 6 pt D. Ca 3 déu ding

Cau 50: Pé mé hop thoai Font, ta thuc hién:
A. Chon thé Home (nhém Font) nhdn vao ™
B. Chon thé Home (nhdm Font) nhan vao ~
C. Chon thé Layout (nhém Font) nhan vao ™

D. Chon thé Layout (nhém Font) nhin vao ™
Cau 51: Pé mé hop thoai Paragraph, ta thuc hién:
A. Chon thé¢ Home (nhém Paragraphs) nhan vao ™
B. Chon thé Home (nhdm Paragraphs) nhan vao =
C. Chon thé Layout (nhém Paragraph) nhan vao ™=
D. Chon thé Layout (nhém Paragraph) nhan vao ™
Cau 52: Pé mé thanh thwdérc, ta thuc hién:
A. Chon thé Home (nhém Show) tich chon Ruler
B. Chon thé Insert (hnhdm Show) tich chon Ruler

C. Chon th¢ Layout (nhom Show) tich chon Ruler
D. Chon th¢ View (nhom Show) tich chon Ruler

BAI 17: MOT SO CHU'C NANG KHAC

Cau 53: Pé danh s6 thir tw cac doan viin ban, ta chon cac doan viin ban dé réi thuc hién:

A. Thé Home va nhay chuot vao nit Numbering = ~ trén thanh Ribbon

B. Thé Home — Nhom Paragraph chon Bullets and Numbering. ..

C. Thé Home va nhay chuét vao nat Bullets " trén thanh Ribbon

D. Thé Insert — Bullets and Numbering...
Cau 54: NGt Iénh *~  trén thanh Ribbon & thé Home ding dé:
A. Liét ké dang ky hiéu
B. Can 18 trai cho doan van ban
C. Can déu hai bén cho doan van ban
D. Liét ké dang s6 thir tu



Cau 55: NGt Iénh = ~ trén thanh Ribbon & thé Home dung dé:
A. Liét ké dang ky hiéu
B. Cin 1@ tri cho doan van ban
C. Cin déu hai bén cho doan vin ban
D. Liét ké dang sé thir tu
Cau 56: Pé danh ky hiéu cho cic doan vin ban, ta chon cac doan vin ban dé roi thuc hién:

" trén thanh Ribbon
B. Thé Home — Nhom Paragraph chon Bullets and Numbering...

A. Thé Home va nhay chuot vao nut Numbering

C. Th¢ Home va nhay chuét vao nat Bullets " trén thanh Ribbon
D. Th¢é Insert — Bullets and Numbering...

Cau 57: Dé xem vin ban truwéc khi in, ta:

A. Chon Home — Print B. View — Print Preview
C. Chon File — Page Setup D. Nhay nat trén thanh truy cap nhanh
Cau 58: P¢ in vin ban, ta thuc hign:
A. File — Print B. Nhay chudt vao biéu tugng Print trén thanh truy cap nhanh
C.Ctrl +P D.CaA,BvacC

Ciu 59: Pé in ngay toan b vin ban, ta thuc hién:
A. Nhay nut Quick Print trén thanh truy cap nhanh

B. Nhay nat Print trén thanh truy cap nhanh

C.Ctrl+P

D. B. View — Print Preview
Cau 60: Gia sir ban Phiic dang soan ban bao co dy 4an dwoe 30 trang (danh sé trang tir 1 dén 30).
Ban Phiic dang cin in cac trang tir trang 1 dén trang 4 va cac trang 8, 11, 30. Theo em ban Phic

Pages:

nén nhap vao nhirng gi?
A.1-30 B.1-4,8-11,30
C.1,4,8,11,30 D.1-4,8,11,30



