Dé cuong 6n tdp mén Nghé Tin hoc vdn phong 11

A. PHAN LY THUYET (45 PHUT):

*Hé diéu hanh Windows:

- Khai niém Hé diéu hanh, phan loai, HBDH thong dung, dac trung cia HPH Windows, cac thanh phéan
chinh trén clra s6, y nghia cla cac nat 1énh cd sa.

- Thao tac v@i chudt, thao téc chon ddi tugng, ciac khai niém tép tin, thu muc, tao thu muc, ddi tén,
chon, xéa, sao chép, di chuyén, xda, khdi phuc tép, thu muc da bi xba...NGt phai chubt, cach khdi déng,
thoat khoi chuaong trinh.

- Khai niém dudng tdt, biéu tugng, cach tao dudng tat (Shortcut), md tai liéu m&i mdé gan day (My
Recent documents), tim ki€ém tép, thu muc.

- Control Panel, khdi ddng, thoat, thay dGi cac thiét dat hé théng, cai dat may in.

*Thao tac co ban vé MS Word va Excel:

- Cac thao tac cd ban nhat khi lam viéc v8i Word va Excel.

*Mang may tinh:

- Khai niém Mang may tinh, phan loai mang, cac mé hinh mang (so sanh), Igi ich cia mang may tinh,

cac kiéu bd tri cdc may tinh trong mang?

B. PHAN THUC HANH (60 PHUT):

1- MS-WORD: Soan thao v&n van chif viét theo mau. Dinh dang vdn ban (Kiéu chi, ¢ chir, chi s6
trén/dudi....). Chen cac ki tu dac biét. Chia cot va tao chir Drop cap. Chén bang va cac thao tac véi bang.
2- MS-EXCEL: Nhap di liéu cho bang tinh va dinh dang theo mau; Dung cac ham IF (khéng qua 4 IF
16ng nhau); Hdm SUM, SUMIF, COUNTIF, LEFT, RIGHT, ROUND, TODAY, YEAR, MONTH, DAY...

NOI DUNG
*Hé diéu hanh Windows:
- Khai niém: HPH Ia tdp hop cé té chirc céc chuong trinh thanh mét hé théng vdi nhiém vu dam bao
giao tiép giita ngudi s&r dung véi mdy tinh, cung cdp cdc phuong tién va dich vu dé€ ngudi si dung dé
dang thuc hién chuong trinh, quan ly chdt ché cac tai nguyén clia may, té chuc khai thic ching mét
cach thuén tién va téi uu.
- Phan loai:
+ HDH don nhiém: MS DOS.
+ Da nhiém mot ngudi dung: Windows 95
+ Da nhiém nhiéu ngudi dung: Win Xp, Win Vista, Win 7.
- Mot s6 HPH thong dung: Ms Dos, Windows (95, 98, 2000, Me, Xp, Vista, Win7), Unix, Linux
- Pac trung cia HPH Windows: Giao dién than thién, dudi dang cac clra sé.
- Cac thanh phan chinh trén clra s6: Menu Bar, cac nut I1énh (Back, Forward, Up, Search, Folder, View
Cut, Delete...), nut thu nho, diéu chinh, déng.
- Bang chon Start va thanh cbng viéc (Taskbar and Start Menu): Nam & gdéc dudi bén trai thanh cbéng
viéc. Thanh céng viéc chilra céc biéu tugng cac clra s6 dang ma.
- Thao tac v@i chudt: Nhay chudt (Click), nhay dup chudt (Double Click), nhdy chudt phai (Right Click),
Kéo tha chudt (Drag).
- Chuyén dadi giita cac clra s6 dang mé: Nhay biéu tugng trén thanh cong viéc hodc nhén va gilt phim
Alt ddng thdi nhdn Tab dé chon clra s6.
- Thao tac chon doéi tugng:
+ Chon 1 d6i tugng: Nhay chuot vao déi tugng can chon.
+ Chon nhiéu dé6i tugng lién ti€p: Nhay chon déi tugng dau tién gilr phim Shift va nhay chon déi tugng
cudi.
+ Chon cac doi tugng khong lién ti€p: Nhan gilr phim Ctrl va nhay chon tirng déi tugng.
+ Chon t&t ca cac d6i tugng: Nhén t6 hop phim: Ctrl+A
- Tap tin va thu muc:
+ Tap tin: La tdp hgp cac thoéng tin tao thanh 1 dan vi luu trir do HDH quan ly.
+ Thu muc: La hinh thic t6 chic trén dia, chfa tép va cac thu muc khac.
+ Thu muc géc: La thu muc dudc tao tu dong thudng la tén cac d dia.
+ Thu muc rong: La thu muc khong chira gi ca.
+ Thu muc me: La thu muc chra thu muc khac.
+ Xem ndi dung thu muc: Nhay dup vao tén thu muc cdn xem, dung t6 hgp phim: Clra s6+E hodc nut
Folder trén clia s6 Windows.
- Tao thu muc: File>New->Folder (Chubt phai>New->Folder), nhap tén va nhan Enter.
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- Poi tén doi tugng: Chon ddi tugng can dbi tén File>Rename (nh&n F2/chudt phai>Rename), gd tén
mdi va nhan Enter.

- Sao chép/di chuyén déi tugng: Chon ddi tugng->Edit->Copy/Cut(Ctrl+C/X)>Edit>Paste (Ctrl+V).

- X6a doi tugng: Chon déi tugng can xdéa File>Delete (nhan nut Delete trén ban phim), d6i tugng bi
x0a sé& Iuu trong “xot rac” (Recycle Bin: cé thé khéi phuc lai File>Restore), Néu khi xéa nh&n thém phim
Shift thi d6i tugng s& bi xéa vinh vién.

- Khé@i dong cac chuong trinh chay trong Windows:

+ Nhdy dup biéu tugng chuong trinh can chay.

+ Vao Start Menu->Program/All Program->chon chuadng trinh can khdi dong.

- Thoat khoéi cac chuong trinh (déng cua sé dang ma):

+ Vao File>Exit (File>Close/Alt+F4/nhay nut Close mau dé & gbc trén bén phai man hinh)

- Pudng tat (Shortcut):

+ K/n: La biéu tugng gilp ngudi dung truy cap nhanh vao déi tugng thudng hay st dung (co thé tao
dudng tat cho: & dia, tép, thu muc, chuong trinh...). Biéu tugng cua dudng tat 1a mii tén & gdéc dudi,
bén trai clia biéu tugng kém theo véi tén.

+ Tao dudng tat: Dung chudt phai kéo tha d6i tugng ra man hinh Iam viéc>Create Shortcuts here

- M@ tai liéu méi maé gan day: Start->My Recent Documents->Nhady chon tén tép can maé.

- Tim kiém ddi tugng: Start>Search (nhan F3), hép thoai Search Results xuat hién chon, nhap thong
s6 dé tim kiém.

- Control Panel va viéc thiét dat hé thong:

+ Control Panel la tdp hdp céc chuang trinh ding dé€ cai dat cac tham s6 hé théng nhu: Phdng chit, may
in, quan ly cadc phan mé&m (ng dung, thay d6i tham s8 cta chudt, ban phim...d&€ phu hgp véi céng viéc
hay sd thich.

+ Khdgi dong: Start->Control Panel/Setting>Control Panel.

+ Thoat: File=>Close/nhay nut Close (x)/nhan Alt+F4.

+ Thiét dat tham s6 hé théng: Thay d6i Font, thay d&i man hinh nén (Desktop), dat ché dd bao vé man
hinh (Screen Saver), thay d6i d& phan giai man hinh (Resolution), chon mui gid (Time Zone), thay d6i
dau',’ dau ‘.’ (Decimal Symbol: ki hiéu thdp phén/Digit Grouping Symbol: ki hiéu nhém cac chir s6) thay
déi dang hién thi ngay thdng nam (Date->Short date format), thd&i gian (Time->Time format).

- Cai dat may in (Add a print): Start->Printer and Faxes>Add a printer>Next...

*Thao tac co ban vé MS Word:

1- Thao tac chon van ban:

- Ctrl+A. Chon toan bb van ban?

- Shift + —; Shift + « Chon mot ki tu bén phai (hoac bén trai)?

- Ctrl + Shift + —; - Ctrl+Shift + « Chon ttr vi tri con tré dén cudi tur (dau tir)?

- Shift + Home (End). Chon ttr vi tri con tré dén ddu dong (cudi dong)?

- Ctrl + Shift + 1; - Ctrl+Shift + | Chon ttr vi tri con tré dén ddu doan (cudi doan)?

- Ctrl + Shift + Home (End). Chon ttr vi tri con tré dén dau van ban (cubi van)?

2- Kiéu g chir Viét, b6 ma, bd Font chir Viét:

w GO chir Viét: 3

S dung phan mém ho trg: VietKey, UniKey...

C6 2 ki€u gd chir Viét phd bién:

- Kiéu TELEXT. (G8 d&u bang chir cai)

- Kiéu VNI. (G8 d&u bang chit s6)

w B6 ma chir Viét:

- BO ma ASCII (TCVN3 va VNI)

- B6 ma Unicode (Ngon ngi{t chung)

w B6 phéng chir Viét:

- BO m@ TCVN3 thudng di vGi bo phong cé dang “.Vn*” (.VnTime - ch{f thudng;.VnTimeH- chit
hoa...)

- B0 ma@ VNI thudng di v&i b phong cé dang “Vni-*" (Vni-Times; Vni-Thuphap...)
- B6 ma Unicode thudng 4l v@i cac phong (Arial; Time New Roman; Tahoma...)

3- Pinh dang van ban:
* Pinh dang ki tu:
C1: Vao Format->Font...
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- Chon Font chit trong muc: Font; Chon kiéu chif trong muc: Font Style; Chon c& chif trong muc:
Size.

- Chon mau sdc trong muc: Font Color; Chon kiéu gach chan trong muc: Underline style.

- Chon mau kiéu gach chan trong muc: Underline color; Chon chi s8 trén bang cach danh ddu muc:
Superscript, chi s6 dudi tai muc: Subscript.

C2: Sur dung phim:

- Chon phéng: Ctrl+D (xuat hién hop thoai Font - chon phéng tudgng Ung).

- Thay d&i c8 chir: Ctrl+]: Tang c8 chir; Ctrl+[: gidm c& ch.

- Chon kiéu chir: Ctrl+B: Padm; Ctrl+I: Nghiéng; Ctrl+U: Gach chén.

Chi s6 trén: Ctrl+Shift+=; chi s6 dudi: Ctrl+=; Ctrl+ Space bar: Vé trang thai binh thudng.

* Pinh dang doan van:

C1: Vao Format->Paragraph...

- Chon can |é trong: Alignment

- Vi tri |é (Trai-Left/Phai-Right): Indentation.

- Chon khoang cach dén doan van trudc (Before) va doan van sau (After) tai muc: Spacing
- Chon khoang cach giita cac dong trong doan tai muc: Line spacing.

C€2: DUng cac nut Iénh trén thanh céng cu dinh dang.

C3: Dung phim:

- Can |é trai (Left): Ctrl+L.

- Can Ié phai (Right): Ctrl+R.

- Can gilra (Center): Ctrl+E.

- Can déu 2 bén (Justify): Ctrl+]

Ngoai ra cé thé dinh dang doan van trén thudc ngang.

* Pinh dang trang:

- Dinh dang kich thudc 1€ va huéng giady.

- Vao File>Page Ssetup..; Chon kich thudc |é trén: Top; Chon kich thudc 1é dudi: Buttom
- Chon kich thudc Ié trai: Left; Chon kich thudc Ié phai: Right;

- Chon hudéng gidy ngang: Landscape; Chon hudng gidy ngang: Portrait.

4- Lam viéc véi bang:
a) Tao bang:

Cach 1:

B1: Vao Table >Insert >Tabl...

B2: - Chon 56 C(’_jt: Mumber of colurns: | e
B3: - Chon 56 héng: Mumber of rows: z 5
B4: - Nhdn |

Cach 2:

Nhay nuat =] (Inset Table) trén thanh cdng cu chuén, gilt chudt va kéo sang phai d& chon sé cot, kéo
xubng dudi chon sbé hang, xong nha chuot.

b) Thao tac véi bang:

- Chén thém hodac xoa 6, hang, cot:

*) Xoa:

B1: Chon 6, hang hodc cét can xoa.

B2: Vao Table = Delete + Columns (xo0a cot); + Rows (xoa hang); + Cell (x0a 06).
*) Chén:

B1: Chon 0, hang hodc cét bén canh déi tugng can chén.

B2: Vao Table = Insert...

- Tach mét 6 thanh nhiéu 6:

B1: Chon 06 can tach.

B2: Vao Table > Split Cells.

B3: Trong hop thoai Split Cells go s6 cOt/hang can tach va chon Ok. (giéng nhu khi chén bang).
- GOp nhiéu 6 thanh mét o6:

B1: Chon cac 6 can gop (/ién nhau).

B2: Vao Table > Merge Cells.

- Dinh dang van ban trong 6:

- Binh dang van ban trong 6 giéng nhu dinh dang van ban trén 1 trang théng thudng.
- Chon 6 can dinh dang, nhay chuét phai chon muc Cell Alignment sau doé chon tuy vy.

c) Ké dudng bién va t6 mau nén cho bang:
Chon d6i tugng -> Vao Format->Border And Shading... (hodc chud6t phai ....)
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- View>ToolBars >Tables and Border

- Nhéy chon nat 2] (Tables and Border)

- S(r dung thanh Tables and Border

5- Tao danh sach dang liét ké hoac so6 thir tu:

Cach tao nhanh:
C6 2 cach dé€ dinh dang kiéu danh séach:

*) Nhay chon nut Bulets hoac Numbering trén thanh céng cu dinh dang.
Pinh dang chi tiét:
B1: Vao Format->Bulets and Numbering...
B2: Chon trang tudng Ung: va lua chon tuy vy.
- Néu muon danh sach dang ki hiéu chon: Bulleted.
- Néu muon danh sach dang s6 thr tu chon: Numbered.
B3: D€ thay ddi khoang céch, 1€, phdng chit, thay d6i hinh anh cta céc ki hiéu ta nhdy chon: | Customiz..
hop thoai Customize Bulleted list xuat hién, tuy chon.
B4: Nh&n OK, ddng cac clra sd.
(C6 thé chon Font: Webdings; Wingdings..)
Huy bo dinh dang ki€éu danh sach:

- Chon phan van ban can huy bo: Nhay nat [énh ( hoéc )

6- Tao chif cai I6n dau doan van ban:

B1: Bat tré chudt vao doan can tao chif cai I6n hodc chon ca tur (Ti€ng anh) lam chif cai 1on.
B2: Vao Format-> Drop cap...

B3: Chon kiéu: - Droped: Trong I&. - In margin: Ngoai I&é.

B4: Chon s6 hang tha xu6ng tai muc: Line to drop.

B5: Nhay OK.

7- Pinh dang cot:

B1: Chuyén sang ché& d6 Print layout (Vies-> Print layout)

B2: Chon doan van ban can chia coét.

B3: Vao Format-> Columns...

B4: Chon s8 lugng cot tuong 'ng bdng cach chon tai muc Presets hodc tai mu

: Number of columns.

B5: Néu mudn xudt hién dudng gach gilra cac cét danh dadu vao muc:
B6: Nhan OK.

8- Ngat trang, danh sé trang:

* Ngdt trang:

- B1: D3t con trd tai vi tri cdn ngdt trang, vao Insert > Break...

- B2: Chon muc: Page break.

- B3: Nhay OK.

(Hodc Chon vi tri > Nhéan té hdp phim: Ctrl+Enter.)

* Panh sé trang:
- Vao Insert>Page Numbers... va thuc hién:
- B1: Chon vij tri |é trén (Top of Page...) hoac |é dudi (Bottom of Page...) tai muc: Position.
- B2: Chon huéng trai (Left), phai (Right), gitra (Center) tai muc: Alignment.
- B3: Luva chon cd hién thi s6 trang & trang dau: danh ddu muc: Show number on first page.
- B4: Nhay OK.
(*) Xoa s6 trang: View->Header And Footer, va danh dau xoa sé trang di.

9- Chén tiéu dé trang:

- B1: Vao View > Header and Footer.
- B2: Nhap ndi dung 2 tiéu dé va dinh dang.
- B3: Nhay ra ngoai hoac nhay nut: Close.

10- Cheén cac ki tu dac biét:

- B1: Chon vj tri can chén, Vao Insert > Symbol..
- B2: Chon phdng va kiéu ki tu néu can (Wingdings hodc Webdings)
- B3: Nhay dup vao ki tu can chén hodc nhan Insert.
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11- Cheén hinh anh:

- B1: Dat con tro tai vi tri cdn chen, vao Insert>Picture>From File... hOp thoai Insert picture xuat
hién.
- B2: Bén thu muc chira hinh anh, chon tép d6 hoa can chen.
- B3: Nhdy nut Insert.
12- Tim kiém thay thé:
* Tim kiém:
Céc budc dé tim kiém mét tir hodc mdt cum tur:
B1: Vao Edit>Find... (Ctrl+F) hop thoai Find and Replace xuat hién.
B2: GO tur (cum tlr) can tim vao 6 Find What.
B3: Nhay vao nut: Find Next.
* Thay thé:
DE tim va thay thé tir hodc cum tir nay bang tir hodc cum tir khac:
B1: Vao Edit>Replace... (Ctrl+H) hép thoai Find and Replace xuat hién.
B2: GO tur (cum tr) can tim vao 6: Find What va go cum tir can thay thé vao 6: Replace with.
B3: Nhan Find Next dé tim tir (cum tir) ké tiép.
B4: - Nhdy _Bie® & thay thé timg tu.

~ Nhay d8 thay thé tAt ca cac tu.
B5: Nhdy nut dé déng hop thoai.

13- Bat tinh ning gob tat:

B1: Vao Tools>AutoCorrect Options...

B2: Chon thay thé& ngay khi g&: [¥Replce text as youtype
Thém cac dau muc vao AutoCrrect:

Trong hdp thoai AutoCorrect:

Replace:
+ Nhap tir can gd tat vao:
Wwith:
+ Nhap cum tir can thay thé vao:

+ Thém tu go tdt vao danh sach nhay nat: 4]

- Xoa céc tlr dinh nghia gd tat:
+ Chon tir g6 tat can xoa.
+ Nhay Delete.

14- Bao vé van ban:

- B1: Vao Tools->Options...
- B2: Chon trang Security.
- B3:

+ Nhap mat kh&u d& ma vin ban; Fswrdboen

a A ~ o o N Passwiord to modify:
+ Nhap mat khau dé sura van ban:
- B4: Nhay OK.

15- Thiét dat trang in, xem trudéc khi in, in van ban:

* Thiét dat trang in:
+ B1: Vao File>Page Setup...
+ B2: Dat cac Ié tai muc: Margins (Top, Left, Right, Bottom).
+ B3: bat hudng gidy tai muc Orientation (Portrait: Doc; Landscape: Ngang).
* Xem trudc khi in:
- C1: Vao File>Prin Preview.
- C2: Nhay nut trén thanh céng cu.
* In van ban:
- Vao File> Print...
- Name: Chon tén may in.
o All: In toan b6 van ban.
o Curent Page: In trang con tro dang ding.
o Pages:.....: In tUr trang may dén trang may.
o Number of copies: SO ban in.
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o Odd Page: Trang lé
o Even pages: Trang chan..
o Ok: Thuc hién |énh in.
o Cancel: Trd lai tai liéu khong in.

1- Khéi dong Excel

- C1: Nhay dup biéu tugng k4 trén man hinh.
- C2: Vao Start-> Programs-> Microsoft Office> Microsoft Excel..

2- Luu va thoat khoi Excel:

- C1: Vao File> Save (hoac Save As...)

- C2: Nhay biéu tugng dia mém hodc nhén Ctrl+S.
- C1: Vao File> Exit.

- C2: Nhay nut %] hoac nhan Alt+F4.

3- Mot s6 ham thong dung:

Sum, Average, Round, Min, Max, Sqrt, Today, Year, Month, Day, Left, Right, Mid, If, Sumif,
Count, Countif,...

4- Pia chi tuong ddi, dia chi tuyét ddi, dia chi hon hagp:

+ DPia chi tuong do6i: <Tén cdt><Tén hang>. Vd: A1, A3, D5...

- Bia chi thudng dung tir trudc dén gid déu la dia chi tuong doi.

+ Dia chi tuyét do6i: <$Tén cot><$Tén hang>. Vd: $A$1, $A$3...

- Trong moét vai trudng hop khi sao chép cong thirc ta cdn c¢b dinh dia chi hang thay déi dia chi cot hodc
thay daéi dia chi hang, cé dinh dia chi cét ta phai dung dia chi nao?

+ Dia chi hon hgp: <$Tén cOt><Tén hang> hoac <Tén cét><$Tén hang>. Vd: $A1, A$3, $F3...

s -

Cha y:
D& chuyén déi giita céc loai dia chi ta nhdn phim F4 nhiéu I3n dé chuyén déi phi hop.

5- Piéu chinh do rong cua cot, do cao cua hang:

- Vao Format->Column->Width->Nhap do réng
- Vao Format>Row-=>Hieght>Nhap d6 rong

6- X6a va chén hang hoac cot:

* X6a hang/cot:

B1: Chon hang/cOt can xoa.

B2: Chon Iénh Edit->Delete.

* Chén hang/cot:

B1: Chon hang/cdt ding bdng s8 hang/cdt mudn chén thém.
B2: Chon Iénh Insert>Rows (hang)/ Insert->Columns (cét).

7- Pinh dang dit liéu trong 0 tinh:

Chon |Iénh: Format->Cells... HOp thoai Format Cells xuat hién:

- Dinh dang font chit: Chon trang Font...

- Binh dang s6: Chon trang Number...

- Can chinh dir liéu trong 6: Chon trang Alignment...

8- Ké dudng bién va té6 mau nén:

* Ké dudng bién:

B1: Chon vlung can ké dudng bién.

B2: Chon lénh: Format->Cells... HOp thoai Format Cells xuat hién:
B3: Chon trang Border ...chon kiéu dudng bién, mau, ddnh diu cdc dudng bién...nhay Ok.
* T6 mau nén:

B1: Chon vlung can t6 mau nén.

B2: Chon Iénh: Format->Cells... HOp thoai Format Cells xuat hién:
B3: Chon trang Patterns...chon mau nén phu hgp...nhay Ok.
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9- GOp 6 va tach cac 6 gop:

* GOp cac 6 thanh 1 6:
B1: Chon cac 6 can gop (lién tié€p)

B2: Nhay nut Iénh IEL (Merger and center) hoac vao Format->Cells... chon Alignment ->banh dau 6

* Tach cac 6 gop:
B1: Chon 06 can tach.

B2: Nhay nut |énh IEL (Merger and center) hoac vao Format->Cells... chon Alignment ->Bo dau tai

10- Sap xé&p, loc dit liéu:

- S&p xép dit liéu: Chon I1énh Data->Sort...chon cdt sap xép, chon tiéu chi: Ascending (Sx téng);
Descending (Sx giam).

- Loc diI liéu: Chon Iénh Data->Filter>AutoFilter...

*Mang may tinh:

- K/n: Hé théng cac may tinh dugc két ndi v8i nhau vdi muc dich trao ddi thong tin.

- Cac thanh phan cua MMT:

+ Cac may tinh

+ Cac thiét bi dam bao két n6i cac may tinh véi nhau

+ Phdn mém cho phép thuc hién viéc giao tiép gilra cac may tinh.

- Lgi ich: Trao ddi thdng tin nhanh chéng, s dung chung cac thiét bi ngoai vi dat tién..., nhan gui
Email...

- K&t ndi mang: Dung day cap (ddng truc/quang/xoan ddi R145...), gidc cdm, bd tap trung (hub), Card
mang, bé khuéch dai (Repeater), b6 dinh tuyén (Router)

- Cach bé tri may tinh trong mang: budng thang (Bus)/vong (Ring)/ hinh sao (Star).

- Phan loai MMT: (Goc d6 dia ly)

< Mang cuc bo (LAN - Local Area Network)

- La mang két n6i cac may tinh trong pham vi hep nhu trong 1 trudng hoc, cd quan, xi nghiép...

- Uu diém: Dé I138p dat, chi phi khdng cao.

- Nhugc diém: Chi phu hgp véi t6 chirc nho.

% Mang dién rong (WAN - Wide Area Network)

- La mang két n6i cac may tinh & khoang cach I6n nhu trong mét huyén, tinh, quéc gia. Mang dién rdng
thudng két ndi cac mang cuc bd

< Mang toan cau (INTERNET):

- K/n: Internet Ia mang may tinh khéng 16, két néi hang triéu may tinh, mang may tinh trén kh3p thé
gidi va su dung bé giao thuc truyén théng TCP/IP. Internet dam bao cho moi ngudi kha nang tham nhap
dén nhiéu ngudn théng tin thudng truc, cung cdp cac chi dan bé ich, dich vu mua ban, truyén tép, thu
tin dién tu va nhiéu kha nang khac nira.

- Cac cach két ndi Internet:

+ S dung Modem qua dudng dién thoai.

+ S dung dudng truyén riéng

+ S dung dudng truyén téc do cao ADSL (Asymmetric Digital Subscriber Line-budng thué bao bat ddi
xrng)

+ K&t nGi Wi-Fi (Cong nghé khong day).

- T6 chirc thong tin trén Internet:

+ Théng tin trén Internet thudng dugc t6 chirc dudi dang Siéu vén ban.

+ Siéu van ban la van ban tich hgp nhiéu phudng tién khac nhau: Van ban, hinh anh, 4m thanh, Video...
+ Siéu van ban dudgc tao ra bang ngdn ngir ddnh ddu siéu van ban HTML - HyperText Markup Language.
+ Trang Web la mét siéu van ban dugc gan mét dia chi truy cép.

+ Hé théng WWW dung dé tim kiém thdng tin.

+ WWW dugc xay dung trén giao thic truyén thong HTTP (HyperText Transfer Protocol)

+ WebSite gém 1 hodc nhiéu trang Web trong hé th6ng WWW duoc té chic dudi mét dia chi truy cép.

+ Trang chu (Home Page): la trang web dugc md dau tién khi truy cap website, thudng dia chi cua
website chinh la dia chi ctda trang chu.

Vd: Dia chi website ciia B6 GD-DT la: www.edu.net.vn

Phan mém chuyén thiét ké va quan ly cac trang web la: Front Page; Drean ware.; php, Java;...

Co6 2 loai trang web: web tinh va web dbng.

+ Trang web tinh: La siéu van ban trén Internet cé n6i dung c6 dinh.
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+ Trang web déng: La trang web c6 thé Iy thdéng tin theo yéu cdu tir CSDL ciia may chu.

- Truy cap trang web:

- Dia chi ctia trang web (URL-Uniform Resource Locator)

- Trinh duyét web: La chudng trinh gilp giao ti€p vdi hé thGng WWW truy céap cac trang web, tudng
tac vai cac may chu trong hé thng WWW va cac tai nguyén khac cia Internet.

- Do céc trang web lién két vdi nhau, nén viéc chuyén tir trang web nay sang trang khac mot cach dé
dang.

- Cac trinh duyét web thong dung: Internet Explorer/Netscape Navigator/Mozilla Firefox...

- D& truy cdp mot trang web trudc tién ta phai gd dia chi cla trang web dé vao thanh dia chi

CAddress| hrtprdledunet pai nhan Enter hodc nhay chudt vao nit e

- Giao thirc truyén thong trén Internet: TCP/IP (Transmission Control Protocol/Internet Protocol)

- Cac mo6 hinh mang:

a)Mé hinh ngang hang (Pee-to-Pee) B

- T4t ca cac may tinh trong mang déu binh dang véi nhau cé nghia Ia méi may vira cé thé cung cép tai

nguyén cta minh cho cdc may khac vira cé thé thu nhan tai nguyén tir cdc mdy khac trong mang.
+ Uu di€m: Xay dung va bao tri don gian.
+ Nhugc di€m: D{I liéu quan ly phan tan, chi phu hgp véi mang cé quy md nho.
b) M6 hinh khach - cha (Client - Server)
M3y chu (Server):
- La may tinh dam bao viéc phuc vu cdc may khach bang cach diéu khién viéc phan phéi tai nguyén ndm
trong mang vé&i muc dich st dung chung.
- Thudng c6 cdu hinh manh (t6c d6 x& ly nhanh, luu trir lugng théng tin I8n, diT liéu quan trong).
May khéch (Client):
La may su dung tai nguyén do may chu cung cap. (Thudng c6 cdu hinh yéu hdn so véi may chu)
+ Uu diém: DUt liéu dugc quan ly tap trung, bdo méat tét, phu hop véi mang trung binh va 16n.
+ Nhugc di€ém: Chi phi cho may chu 16n.
* Xem tai nguyén trong mang cuc bo:

B1: Nhdy chudt phai vao biéu tugng My Network Places trén man hinh lam viéc va chon Explore
B2: Chon Entri Network->Microsoft Windows Network cac may két nGi vao mang sé xudt hién.

* Chia sé thu muc trong mang ngang hang:

B1: Vao File>Properties va chon trang Sharing.
B2: Bbanh dau vao muc: Share this folder on the network va nhay OK

* Chia sé may in:

C1: Trong hop thoai Printer and Faxes, chon may in sau d6 nhay File>Sharing...

C2: Trong hop thoai Printer and Faxes nhay chudt phai vao may in can chia sé chon Sharing...
* Két n6i may in trong mang:

B1: Nhay Start> Printer and Faxes. 3
B2: Chon Add a printer rbi lam theo chi dan...
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Mot s6 cau hoi tham khao

Caul: Hay chon phan mém soan thao van ban thong dung nhat hién nay?

a) Microsoft Word. b) Notepad c) Wordpad. d) WinEdit.

Cau2: Kiéu gd tiéng viét thdng dung 13?

a) TCVN3; Telext. b) VNi; Unicode. c¢) Unicode; TCVN3. d) VNI; Telext.

Cau3: Hay chon bang ma chit viét khi dung phéng Vni-Times hoac Vni-Thuphap?

a) VNI. b) Unicode. c) TCVN3. d) ASCII.
Céu4: Khi khai déng VietKey 2000, néu chon bang ma Unicode thi b6 m& dé gé chir viét chon phdng?
a) .VnTime. b) Vni-Times. c) . VnTimeH. d) Times New Roman.
Cau5: B6 ma VNI dung vdi cac phéng?

a) Co tiép dau ngir la: .Vn b) Cé ti€p dau ngi la: Vni-

c) Times New Roman, Arial, Tahoma. d) Tat ca déu dung.

Cau6: BO phong cliia bang ma ndo sau day thudng cé sdn sau khi cai xong Hé diéu hanh?

a) VNI. b) TCVN3. ¢) Unicode. d) Ascii.

C&u?7: Chon dap an ding nhat dé khéi déng Word?

a) Start>Programs->Microsoft Word. b) Start>All Programs->Microsoft Word.

c) Start->Programs->Microsoft Office>Microsoft Word. d) a hoac b hoac c.

C&u8: V4Gi thanh céng cu dinh dang (Formatting) ta c6 thé lam dugc gi?

a) Chon phéng, kiéu, c8, mau chi, can Ié trdi, phai, gita, déu hai bén.

b) Chon Iénh md& tép mdi, tép da cd, luu, in, thoat khdi Word.van ban.

c) Sao chép, cdt, dan ndi dung van ban. d) V& cac hinh cd sd (dudng thdng, miii tén, vudng, tron,...).
Cau9: DE md& mot tap tin vdn ban mdi ta chon?

a) Edit>New hodc nhan Ctrl+0. b)File>New hodc nhan Ctrl+N.
c) Format->Font hodc nhan Ctrl+D. d) Tat ca déu dang.

C&u10: Chon Iénh d& lvu van ban trong cac Iénh sau?

a) File>New hoac nhan Ctrl+N. b)File>Open hodc nhan Ctrl+0.
c) File>Save hoac nhan Ctrl+S. d) Tat ca déu sai.

Caull: Chon cau tra Igi sai trong cac cau sau?

a) Phan md réng cua tép van ban do Word tao ra la: .Doc

b) P& xo0d 1 ki tu khi soan thao van ban ta nhdn Delete hoic Back Space.

c) P& md 1 tép van ban da cé ta nhay dip chudt vao tén tép van ban do.

d) P& két thic han phién lam viéc v8i Word ta chon: Edit->Exit.

Céu12: Khi soan thao van ban chi dung phim Enter d&€? (Chon dap an hdp ly nhét)

a) Xod 1 ki tu. b) Chuyén déi gilta 2 ché& dd chén va dé

c) Két thuc 1 doan van ban. d) Xudng dong hodc cach ra gilta cac doan.

Cau13: Khi dang soan thao van ban em gdp phai I6i nhu sau: cr mdi I4n nhan dau cach (phim dai nhéat
trén ban phim) thi mét ki tu ngay sau con tré tu ddng méat. Hay chi ra cach x{ ly 16i trén?

a) Nhan phim Insert. b) Nhan phim Delete. c) Nhan phim Alt. d) Nhan phim Ctrl.
Caul4: Dé thoat khoi MS - Word ta thuc hién?

a) File>Close hodac nhan Alt+F3. b) File>Exit hodc nhan Alt+F4.
c) Edit>Exit hoac nhan Alt+F3. d) Tat cad déu dung.

Caul5: Dinh dang ki tu ta chon?

a) Format—>Paragraph. b) Edit>Font. c) File>page Setup . d) Format->Font.
Caul6: Trong hdp thoai Font muc Font ding dé& chon?

a) Phong chir. b) Kiéu chtr. c) Mau chr. d) Kiéu gach chan.
Caul7: Thao tac sao chép doan van ban?

a) File>Copy hodc nhan Ctrl+I. b) Edit>Cut hodac nhan Ctrl+X.

c) Edit>Copy hoac nhan Ctrl+C. d) File>Paste hodc nhan Ctrl+V.
Caul8: D& chon toan bd van ban ta nhan?

a) Ctrl+B. b) Ctrl+A. c) Ctrl+E. d) Ctrl+C,

Cau19: Tao chi s6 trén ta thuc hién?

a) banh dau muc: Superscript trong hép thoai Font.

b) Bbanh ddu muc: Subscript trong hop thoai Font.

c) Nh&n t6 hgp phim: Ctrl+Shift+=. d) a hodc c.
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C&u20: Néu cac thanh cdng cu bi &n lam sao d€ hién thi cac thanh céng cu d6?

a) View->Prin layout.

b) View->Toolbars chon thanh cdng cu can hién thi (Formatting; Drawing; Standard).
c) Format->Toolbars chon thanh cdng cu can hién thi (Formatting; Drawing; Standard).
d) Nh&n F7 @€ hién thi (Formatting; Drawing; Standard).

Cau21: Trong hdp thoai Paragraph muc Spacing gém Before va After dung dé?

a) Tang/giam khoang cach clta doan van ban dang chon so vdi doan trudc va sau.

b) Tang/giam khoang cach giita cac dong trong doan van ban so vdgi dong trudc va sau.
c) Tang/giam kich thudc |é cha cac doan van ban.

d) Can |é trai, phai, gilra, déu hai bén cho doan van ban.

Cau22: Chon cau sai trong cac cau sau?

a) Hé soan thao van ban ty ddng diéu khién viéc xuéng dong khi nhép van ban.

b) Microsoft Word cé nhiéu phién ban khac nhau.

c) Mudn g8 dudc chit viét khi soan thdo van ban phai cé6 phan mém hd trg gd chif viét.
d) Hé soan thao v&n ban nao ciing c6 sén 1 phan mém hd trg gd chir viét.

Cau23: PEé dinh dang trang gidy ngang, trong hdp thoai Page Setup ta chon?

a) Fortrait. b) Landscape. c) Left. d) Right.

C&u24: Trong HPH Windows dé md tai liéu mdi md gan ddy ta nhay nat Start réi chon?

a) My Computer. b) My Documents. c) My recent Document d) My Picture
Cau25: Trong MS Word dé chon tiéu dé dau trang, cudi trang ta chon?

a) Insert Header and Footer. b) View Header anh Footer.

¢) Insert Break d) View Print Layout.

Cau26: Cac may tinh trong mang thudng dugc két néi thong qua day cap mang, dudng dién thoai, vé
tinh, séng radio...Dudi goc d6 dia ly ta chon cach phan biét mang nao?

a) Mang cuc bo b) Mang dién rong c) Mang toan cau d) Caa, b,c.
Cau27: Trong MS Word dé tao chil cdi I6n dau doan van ban ta chon?

a) Format Drop Cap... b) Format Tabs...

¢) Format Bullets and numbering d) Format Borders and Shading.

Cau28: Trong Excel bi€u thic =SUM(9,1,Max(3,5,7)) cho két qua bdng méay?

a) 17 b) 13 c) 15 d) 25

Cau29: Trong Excel, mudn chéen thém mot Sheet mdi ta dung Iénh?

a) Edit>Move or copy sheet b) Insert>Worksheet

c) Format>Sheet d) Edit>Delete Sheet

Cau30: Mubn chia cbt bao trong MS Word ta chon Iénh nao sau day?

a) Format>Font b) Format->Columns ¢) Format>Paragraph... d) Format->Change Case.
Cau31: Tao thu muc mdi trong HDH Windows Xp ta thuc hién ?

a) File>New—>Folder.b) File>New—>MS Word. ¢) Edit>New—>Folder. d) File>New—>Short cut.
Cau32: Mudn gach chan doan van ban sau khi da boi den ?

a) Ctrl+U b) Shift+U c) Ctrl+Shift+= d) Alt+U

Cau33: Trong Excel, phat biéu nao sau day vé dia chi tuyét déi la sai?

a) Thay déi khi sao chép coéng thirc b) Cé thé thay d6i hodc khdng thay ddi khi sao chép cdng thirc

c) Khdng thay ddi khi sao chép cdng thi'c d) D3t trong cdc ddu '$’

C&u34: Thong tin trén Internet dudc t6 chlc dudi dang nao?

a) Siéu van ban. b) Van ban. c) WWwW d) Trang Web

Cau35: Trong HPH Windows thuc hién thao tac nhay chubt la dé&?

a) Chon déi tugng  b) B6 chon déi tugng c) Xéa bang chon tét d) Di chuyén d6i tuong.

Cau36: Trong Excel tai 6 A2 co gia tri dang chudi la ' Tin hoc’, tai 6 €2 go vao cong thic =A2 thi két
qua tai 6 C2?

a) #Value b) TIN HOC c) Tin hoc d) Tin Hoc

Cau37: Khi lam viéc trong mang cuc b6 (LAN), mudn xem tai nguyén trong mang ta nhay dup vao?

a) My Computer b) My Network Places c) World Wide Web. d) HTML

Cau38: HTTP la tir viét tat cua ?

a) Hyper Text Transfer Protocol b) Hight Text Program c) Hype Tech Protect d) Hyper

Text Program

Cau39: Chen cac ki tu dac biét vao van ban ta chon lénh nao?

a) Format->Symbol... b) Insert>Symbol... c) Edit>Symbol... d) View>Symbol...
Cau40: WWW |3 viét tit cia cum tlr nao sau day?

a) World Wired Web; b) World Win Web; ¢) World Wide Web; d) Windows Wide Web
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Mot sO cau hoi tham khao (tt)
Cau 1: Mudn md tép van ban mdi trong Microsoft Word, ta s dung t& hgp phim:
A. Ctrl + P B. Ctrl + O C.Ctrl + N D.Ctrl + H
Cau 2: Trong Microsoft Word, d& cén I& trai cho doan van ban dang chon ta s dung nuat 1énh nao sau
day?

A. B. C.
Cau 3: Trong Microsoft Word, dé& xda cdt cé con trd vdn ban dang dling ta:

A. vao bang chon Table - Convert, chon Iénh Text to Table...

B. vao bang chon Table > Insert, chon Iénh Table...

C. vao bang chon Table - Delete, chon |énh Table to Text...

D. vao bang chon Table - Delete, chon Iénh Columns...

Cau 4: Trong Microsoft Word, mudn té mau nén cho doan van ban dang chon, ta:

A. vao bang chon Format, chon Iénh Borders and Shadding...

B. vao bang chon Format, chon Iénh Background

C. vao bang chon Format, chon Iénh Font...

D. vao bang chon Format, chon Iénh Change Case...

Cau 5: Trong Microsoft Word, dé€ Iuvu thém ndi dung cho tép vén ban hién tai, ta s dung t& hgp phim:

A.Ctrl + O B. Ctrl + S C.Ctrl + N D.Ctrl + P

Cau 6: Trong qua trinh soan thao van ban vai Microsoft Word, dé& chén ki tu ddc biét vao van ban ta:
A. vao bang chon Insert, chon Iénh Picture... B. vao bang chon Insert, chon Iénh Symbol...

C. vao bang chon Insert, chon Iénh Break... D. vao bang chon Insert, chon Iénh Bookmark...

Cau 7: Trong qua trinh soan thao van ban véi Microsoft Word, d€ chén Table (Bang) ta:

A. vao bang chon Table = Insert, chon Iénh Table...

B. vao bang chon Table - New table, chon Iénh Insert...

C. vao bang chon Insert, chon Iénh Table...

D. vao bang chon Insert, chon Iénh New Table...

Cau 8: Trong Microsoft Word, dé thiét ddt I& cho cac trang van ban trong tép tin hién tai ta:

A. vao bang chon File, chon Page Setup... B. vao bang chon Format, chon Page Setup...
C. vao bang chon Window, chon Page Setup... D. vao bang chon Format, chon Paragraph...
Cau 9: Mudn dinh dang (trang tri) doan van ban trong Microsoft Word, trudc hét ta phai:

A. boi den (chon) doan van ban. B. xo0a doan van ban.

C. nhay phai chudt tai vi tri cudi cung cua doan van ban.

D. di chuyé&n con tré soan thao d&n dau doan van ban.

Cau 10: Trong Microsoft Word, bang chon nao lién quan dén viéc dinh dang doan van ban?

A. Edit B. Insert B C. Format D. Table

Cau 11: Mudn chén tiéu dé (header) cho moi trang van ban trén Microsoft Word ta:

A. vao bang chon View, chon Iénh Header and Footer.

B. vao bang chon Insert, chon Iénh Page Numbers...

C. vao bang chon Insert, chon Iénh Header.. D. vao bang chon View, chon |Iénh Header...

Cau 12: Trong Microsoft Word, dé chia 6 (cell) cé con trd soan thao vdén ban dang ding thanh nhiéu 6
nhd, ta vao bang chon Table va chon Iénh:

A. Split Cells B. Merge Cells C. Insert Rows D. Insert Columns
Cau 13: Nhan t8 hgp phim nao sau ddy dé chon toan bd ndi dung trong tép tin van ban hién tai?
A. Ctrl + A B. Ctrl + Shift + Home C. Shift + Home D. Shift + End

Cau 14: Trong Microsoft Word, nh&n t6 hdp phim nao sau day dé& chon tir vi tri con trdé dén cudi dong
van ban hién tai?

A. Ctrl + A B. Ctrl + Shift + Home C. Shift + Home D. Shift + End

Cau 15: Mudn chia cot cho doan van ban dang chon ta vao bang chon Format, chon Iénh:

A. Drop Cap... B. Columns... C. Tabs... D. Change Case...

Cau 16: Trong hé soan thao van ban Microsoft Word, d€ chén tiéu dé dau va cudi trang ta chon 1énh:
A. View—Header and footer B. Insert— Header and footer

C. Insert—Header D. View—Header

Cau 17: Trong hé soan thao van ban Microsoft Word, nhan t& hgp phim Ctrl - S la

A. md& moét tai liéu mai B. luu tai liéu vao dia

C. m3 mot tai liéu da cé D. dong tai liéu dang mg

Cau 18: Trong hé soan thao van ban Microsoft Word, dé€ dinh dang doan van ban ta chon Iénh:
A. Format—Font B. Format—Paragraph

C. Format—Bullets and Numbering D. Format—Borders and Shading
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Cau 19: Trong hé soan thao van ban Microsoft Word, mudn gach chan mot khéi van ban, ta chon khai
vén ban dd va nhan t6 hgp phim:

A. Alt, U B. Ctrl, U C. Shift, U D. Ctrl, B

Cau 20: P& van ban ding chinh ta, cdc ddu cdu nhu diu chdm “.”, ddu phay “,”, ddu hai chdm “:”, dau
ch8m ph&y “;” ddu chdm than “!”, ddu chdm hoi “?” phai dudc gd

A. trudc va sau n6 mot dau cach 3

B. sat vao ki tu trudc nd va sau né mot dau cach néu van con néi dung

C. khong cé déu cach trudc va sau no D. c6 hai ddu cach trudc va sau no

Cau 21: Trong hé soan thao van ban Microsoft Word, dé€ chon toan bd van ban ta nhdn t& hgp phim:
A. Shift, A B. Ctrl, A C. Alt, A D. Shift, Home

Cau 22: Trong hé soan thao vaén ban Microsoft Word, dé€ danh sé trang ta dung Iénh:

A. Edit—Page Numbers B. Insert— Page Numbers

C. Format—Page Numbers D. View— Page Numbers

Cau 23: Trong hé soan thao van ban Microsoft Word, dé ngat trang ta dung lénh:

A. Edit—Break—Page break B. Format— Break—Page break

C. Insert— Break—Page break D. View— Break—Page break

Cau 24: Trong hé soan thao van ban Microsoft Word, d€ dinh dang cdt( nhu & cac trang bao, tap chi) ta
phai chon ché& dé hién thi van ban nao?

A. Normal B. Print Layout C. Outline D. Full Screen

Cau 25: Trong hé soan thao van ban Microsoft Word, d€ sdp x&p theo th(r tu tdng dan hodc giam dan
cla cot nao dé trong bang, ta dung Iénh:

A. Table—~SortB. Table—Split Cells C. Table—»Formula D. Table—»Merge Cells

Cau 26: Trong hé soan thao van ban Microsoft Word, dé xem trudc khi in ta dung Iénh:

A. File=Print Preview B. View—Print Preview

C. Edit—Print Preview D. Insert—Print Preview

Cau 27: Trong hé soan thao van ban Microsoft Word, Iénh File—=Page Setup cd chirc nang

A. in van ban B. dat kich thudc trang in  C. tao s trang D. tao tiéu dé trang

Cau 28: Trong hé soan thao van ban Microsoft Word, Iénh Format—Bullets and Numbering c6 chifc nang
A. tao danh sach liét ké dang ki hiéu va sé th( tu. B. tao khung van ban.

C. dinh dang doan van ban. D. tao chif cai I6n dau doan van.

Cau 29: Trong hé soan thao van ban Microsoft Word, dé tim kiém va thay thé& cac ki tu trong van ban
dung lénh:

A. Insert—Find B. File—~Find C. Edit—Replace D. Insert—Replace
Cau 30: Trong hé soan thao van ban Microsoft Word, d€ bat/tat cac thanh céng cu ta dung lénh:
A. View—Toolbars B. View—Ruler C. Tools—=Toolbar D. Tools—Ruler

Cau 31: Trong hé diéu hanh Windows, thanh liét ké tén chuong trinh va méan trén cling clia mot clra s
dugc goi la

A. Thanh chuang trinh (Program Bar). B. Thanh tiéu dé (Title Bar).

C. Thanh trang thai (Status Bar) D. Thanh Windows (Windows Bar).

Cau 32: Trong hé diéu hanh Windows, cé mdt vai chuong trinh md cung lic. Thao téc nao dé chuyén
qua lai gilta cac chugng trinh

A. Bam Alt + Tab. B. Bam Ctrl + Shift + Tab.

C. Bam Shift + Tab. D. Bam Ctrl + Tab.

Cau 33: Trong hé diéu hanh Windows, tén thu muc can thoa man diéu kién

A. Dai khéng qua 255 ky tu va khong chra mét trong cac ky tw\/ : *? " <> |

B. Dai t6i da 8 ky tu, khéng cé khoang trang. C. Dai t6i da 255 ky tu, khdng bat dau bang chir s6.

D. Dai t8i da 255 ky tu, khdng c6 khoang tréng.

Cau 34: Trong hé diéu hanh Windows, muén sép xép céc biéu tugng trén Desktop tédng dan theo kich cd
tap tin, ta bAm chudt phai vao cho tréng trén Desktop -> Arrange Icons By, sau dé chon

A. Type. B. Name. C. Size. D. Modified.

Cau 35: Mudn phuc hdi 1 d6i tugng da xoa dua vao thung rac (Recycle Bin) trong hé diéu hanh
Windows XP, ta md& thung rac ta Click phai vao d6i tugng dé va bam

A. Restore. B. Cut. C. Delete. D. Properties.

Cau 36: Trong Windows Explorer d& chon nhiéu tép tin khéng lién tuc, ta Click mouse két hgp vdi dung
phim

A. Shift. B. Alt. C. Tab. D. Ctrl.

Cau 37: Mudn ddi tén thu muc trong Windows XP b&m chon thu muc va bdm chon

A. Edit -> Rename. B. File -> Rename. C. File -> New -> Folder. D. View -> Rename.
Cau 38: Tim cau sai trong cac cau ndi vé chlrc nang ctia hé diéu hanh Windows dudi day
A. bam bdo giao tiép gilta ngudi dung va may tinh.

B. Thuc hién tim kiém thong tin trén Internet.

C. T8 chirc va sir dung mét cach téi vu tai nguyén ctua may tinh.

D. Cung c8p phuong tién dé thuc hién cac chuang trinh khac.
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Cau 39: Trong hé diéu hanh Windows, d€ quan ly tép, thu muc ta thudng dung chudng trinh

A. Internet Explorer. B. Windows Explorer.

C. Microsoft Word . D. Microsoft Excel.

Cau 40: Trong hé diéu hanh Windows, phim nao xoa van ban ngay trudc hoac bén trai cia con tro
A. Backspace. B. Page Down. C. Delete. D. Page Up.

Cau 41: Trong hé diéu hanh Windows, dé& hién thi thuc don tdt (Shortcut Menu) cho mét ddi tugng ta
thuc hién nhu sau

A. Chon ddi tugng do r6i bAm Ctr + S B. Chon déi tugng dé roi bam Ctrl + P.
C. Chon d6i tugng do. D. Click phai vao déi tugng dé.

Cau 42: P& khdi dong lai hé diéu hanh Windows XP ta lam nhu sau

A. Start -> Turn Off -> Restart. B. Start -> Turn Off -> Turn Off.

C. Start -> Turn Off . D. Start -> Turn Off -> Stand by.

Cau 43: Chon cau dung trong cac cau noi vé hé diéu hanh Windows

A. Chu6t la cong cu duy nhat giup ngudi dung giao ti€p vdi hé théng.

B. Hé diéu hanh Windows cé giao dién d6 hoa.

C. Hé diéu hanh Windows la hé diéu hanh dgn nhiém.

D. Hé diéu hanh Windows khong cung cap kha nang lam viéc trong méi truGng mang.

Cau 44: Tim phat biéu sai vé cac dich vu dugc ho trg bdi mang LAN trong cac phat biéu dudi day

A. Dung chung d{ liéu va truyén tép. B. C6 thé dung chung cac chuong trinh (ng dung.

C. Cho phép glri va nhan thu dién t trén toan cau.

D. C6 thé dung chung céc thiét bi ngoai vi (may in, may quét, cadc may fax, ...).

Céu 45: Hay chon cau dung noi vé mé hinh mang trong cac cau sau

A. M6 hinh mang ngang hang t6t hdn mo6 hinh mang khach-chu vi moi may tinh trong mé hinh d6 vira la may chu
vUa la may khach.

B. Moi may trong mo hinh mang ngang hang déu dugdc bao mat nén toan bé mang dudc bao mat tét hon.

C. Trong mo6 hinh mang khach-cha chi cé duy nhat mot may chu.

D. Trong mé hinh mang ngang hang, mét may tinh déng vai tro may chu khi cung cép tai nguyén cho may khac va
doéng vai tro may khach khi str dung tai nguyén do may khac cung cap.

Cau 46: DE tao bang ta thuc hién

a. Table / Insert/ Table. b. nh&n t6 hgp phim Ctrl + A.

c. lénh Insert/ Table. d. nhay nat Iénh S trén thanh cOng cu.
Cau 47: P& in van ban ta thuc hién

a. lénh File\Page Setup. b. Iénh Edit\Print.

c. nhay nat = trén thanh cbng cu d. Iénh File\Print Preview.

Cau 48: D& sao chép mot doan van ban ta thuc hién

a.Alt+ C b. Edit\ Copy

c. Nhay nat &4 trén thanh cbng cu d. Click right\ Cut

Cau 49: P& gdp nhiéu 6 thanh mét 6 ta thuc hién

a. Thuc hién 1énh Table\ Merge Cell b. Click right(phai)\ Split Cells

c. Nhay nut == trén thanh Tables and Borders d. Crtl + M
Cau 50: P& m3 m&i moét van ban ta thuc hién

a. Nhan t8 hop phim Ctrl + O b. L&nh File\ Open

c. Nhay nut ltrén thanh cbng cu d. Nhan t6 hgp phim Ctrl + M
Cau 51: P& luu Mot van ban ta thuc hién:

a. Nhan t8 hgp phim Ctrl + A b. Nhay nat 1 trén thanh cong cu.
c. Nhay nut = trén thanh cong cu d. Lénh Edit \ Save As

Cau 52: P& can |8 trai cho van ban ta thuc hién

a. Nhan t8 hgp phim Ctrl + C b. Chon Format\ Left

c. Thuc hién Iénh Edit\Left d. Nhan t6 hgp phim Ctrl + L
Cau 53: P& dinh dang phdng chif cho van ban ta thuc hién

a. Chon Format\ Font b. Nh&n t6 hgp phim Ctrl + F
c. Nhan t6 hgp phim Ctrl + P d. Chon Insert\ Font

Cau 54: P& x0d mot cot trong mdt bang ta thuc hién

a. Chon c6t nhan phim Delete. b. B&m t& hop phim Alt + A.

c. Chon Table\ Delete\ Columns. c. Chon Table\Select\Columns.
Cau 55: D& thoat khoi Word ta thuc hién

a. Chon File\ Edit. b. Chon Edit\ Exit.

c. Chon File\ Exit. d. Chon File\Close.

Cau 56: D& chén hinh anh vao mét trang van ban ta thuc hién

a. Chon Format\ Picture\... b. Chon File\ Picture\...

c. Nh&n t6 hgp phim Ctr + H d. Chon Insert\ Picture\...
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Cau 57: P& can giira cho vén ban ta thuc hién

a. Nh&n t6 hgp phim Ctrl + E. b. Nhdy chudt vao ndt 1énh = trén thanh cong cu.
c. Nhan t6 hgp phim Alt + E. d. Thuc hién 1énh Edit\Center.

Cau 58: P& chén ki hiéu d3c biét vao trong van ban ta thuc hién

a. Insert\Picture b. Edit\Symbol c. File\Symbol d. Insert\Symbol
Cau 59: P& ma van ban da cb trén dia ta thuc hién

a. Nh&n t6 hgp phim Ctrl + C. b. Nhay vao nut [énh 1 trén thanh cong cu.
c. Chon File\ Open d. Nh&n t6 hgp phim Alt + O.

Cau 60: P& di chuyén mot doan van ban ta thuc hién

a. Chon File\ Cut b. Nh&n t8 hgp phim Ctrl + X

c. Nhay vao nat [énh trén thanh cong cu d. Click right(phai)\Copy

Cau 61: Mudn md tép van ban mdi trong Microsoft Word, ta si dung t6 hgp phim:
A.Ctrl + P B. Ctrl + O C.Ctrl + N D. Ctrl + H
Cau 62: P& thoat khdi chuong trinh bang tinh Excel ta thuc hién thao tdc nao sau day:
A. Nhay File — Exit B. Nhdy File — New C. Nhay File —» Save D. Nhay File — Open
Cau 63: P& luu bang tinh Excel ta thuc hién thao tac nao sau day:

A. Nhay File — Save B. Nhdy Edit —» Save

C. Nhay View — Save D. Nhady Tools — Save

Cau 64: Ham nao sau day cho két qua la trung binh cong clia day so6:

A. =AVERAGE(sS 1, s8 2, ...) B. =MIN(sG 1, s8 2, ...)

C. =MAX(s6 1, s8 2, ...) D. =SUM(s8 1, s6 2, ...)

Cau 65: Ham nao sau day cho két qua la can bac 2 cua 1 s6

A. =SQRT(S6) B. =ABS(S4) C. =LN(S9) D. =EXP(S6)

Cau 66: Trong Excel, gid s& 6 Al cua bang tinh Iuu tri ngay 15/3/2009. Két quéd ham =MONTH(A1) la
bao nhiéu?

A. VALUE#? B. 15 C.3 D. 2009

Cau 67: Trong Excel biéu thirc =COUNT(1,2,3,4) sé tra vé két qua la bao nhiéu?

Al B. 10 C. 24 D. 4

Cau 68: Trong Excel biéu thirc = SUM(10,2, MAX(3,5,7)) s& tra vé két qua |1a bao nhiéu?

A. 19 B. 25 C. 13 D.15

Cau 69: Trong Excel biéu thirc = Max(10,13, Min(13,14,15)) sé& tra vé két qua |a bao nhiéu?
A. 10 B. 13 C. 14 D.15

Cau 70: Trong Excel biéu thiic =2/3*2+5%2-10/2 s& tra vé két qua la bao nhiéu?

A.. 10 B. 16 C. 21 D. 24

Cau 71: Néu dd rdng cla cdt qud nhd va khdng hién thi hét ddy s6 qua dai, ta s& thdy day cac ki hiéu
nao sau day trong 6?

A. ## B. #NAME? C. #REF! D. #VALUE!

Cau 72: Trong Excel chén thém Sheet mdi vao bang tinh chon:

A. File - Worksheet B. Insert - Worksheet

C. Format — Sheet D. Edit — Delete Sheet

Cau 73: Trong Excel cd phap ham SUMIF nao dung?

A. =SUMIF(Pham vi, diéu kién, cot tinh toan) B. =SUMIF(Pham vi, c6t tinh toan)

C. =SUMIF(Pham vi, cOt tinh toan, diéu kién) D. =SUMIF(biéu kién, Pham vi, cot tinh toan)
Cau 74: Trong Excel cu phap ham If nao sau day la dung?

A. =IF(Diéu kién, Gia tri 1, Gia tri 2) B. =IF(Gia tri 1, Gia tri 2,Diéu kién)

C. =IF(Gid tri 1, Diéu kién, Gia tri 2) D. =IF(Diéu kién)

Cau 75: Trong Excel cu phap ham do tim HLOOKUP nao dung ?
A. =HLOOKUP(tri do, bang do, cot két qua, qui cach do)

B. =HLOOKUP(tri do,bang do, dong két qua, qui cach do)

C. =HLOOKUP(tri do, cot két qua, bang do, qui cach do)

D. =HLOOKUP(bang do, tri do, cot két qud, qui cach do)

Cau 76: Trong Excel cu phap ham do tim VLOOKUP nao dung ?
A. =VLOOKUP(tri do, bang do, cot két qua, qui cach do)

B. =VLOOKUP(tri do, bdng do, dong két qud, qui cach do)

C. =VLOOKUP(tri do, cot két qua, bang do, qui cach do)

D. =VLOOKUP(bang do, tri do, cot két qua, qui cach do)

Cau 77: P& chon nhiéu 6 tinh rdi nhau ta nh&n phim ?

A. Esc B. Shift C. Alt D. Ctrl
Cau 78: P& in van ban ta thuc hién ?
A. View—Print B. File—Print C. Edit—Print D. Format—Print
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Cau 79: Trong Excel, 6 Al cé dif liéu s6 9, cac 6 B1 va C1 khong cé dif liéu. SIr dung ham
=Average(A1:C1) ta dugc két qua nao ?

A.3 B. 6 C.9 D. 4.5

Cau 80: Bang chon Start cé chlfc nang ?

A. Chra cac phan mém (ng dung

B. Chfa moi nhém |énh can thiét dé& bt dau si dung Windows

C. Chura tat ca dir liéu nam trong may tinh D. Ch(ra cac phan mém do6 hoa

Cau 81: Trong 6 Al gb cong thirc =Min(1,6,-3,5,0) sau khi nhan enter thi két qua trong 6 Al Ia?
A. -3 B.=Min(1,6,-3,5,0) C.1 D.0

Cau 82: P& lam viéc véi Control panel ta thuc hién?

A. Nhay phai chu6t—Control Panel B. Chon Start—Run—Control Panel

C. Chon Start—Documents...—Control Panel D. Chon Start—Settings—Control Panel

Cau 83: P& dinh dang Font chif trong Excel ta thuc hién 1énh?

A. Chon Format—Font B. Chon Format—Cells...—Font

C. Chon Insert—Cells...—Font D. Chon Edit—Font

Cau 84: Trong 6 tinh hién thi: 7E+6, nd c6 nghia la?

A.7.10° B. 76 C. 6.107 D. 6.107

Cau 85: Trong Windows, biéu tugng cla thu muc dudgc chia sé cé dang?

A. Thu muc binh thudng B. Thu muc cé mdi tén bén dudi

C. Thu muc c6 ban tay dG bén dudi D. Thu muc vdi ban tay Up bén trén

Cau 86: Trong Excel, tai 1 6 ta nhap ham =If(1<0,"Sai”,”"Bung”) va nhdn enter, két qua la gi?
A. Thong bao loi B. blng C. Khdéng cé két qua gi D. Sai

Cau 87: P& thuc hién dan dong 1.5 line trong Word ta thuc hién?

A. Insert—Paragraph—Line Spacing—1.5 lines B. Format—Paragraph—Line Spacing—1.5 lines

C. Format—Bullets and Numbering—Line Spacing—1.5 lines C. Format—Paragraph—Spacing—1.5 lines
Cau 88: Trong Microsoft Word, dé€ dinh dang cot (nhu cac trang bdo, tap chi...) ta chon ché& dé hién thi?
A. View—Print Layout B. View—Full Screen C. View—Outline D. View—Full Screen

Cau 89: Chuc nang Merge Cells thuéc Menu nao?

A. Format B. Tools C. Edit D. Table

Cau 90: Trong hé diéu hanh Windows, d€ quan ly tép, thu muc ta thudng dung chuong trinh nao?
A. Windows Explorer B. Mozilla Firefox C. Yahoo Messenger D. Microsoft Access

Cau 91: P& thay ddi thudc tinh man hinh ta thuc hién?

A. Nhdy chudt phai ngoai man hinh Desktop—News—Chon thudc tinh can thay dbi.

B. Nhdy chuét phai ngoai man hinh Desktop—Properties—Chon thudc tinh can thay déi.

C. Chon My Computer—Display—Chon thudc tinh can thay dbi.

D. Chon Start—Display—Chon thudc tinh can thay di.

Cau 92: Trong Excel két qua cua ham =SUM("45",34,12) tra vé gia tri la bao nhiéu?

A. 91 B. Bo 16i do khéng cdng dudc chudi. C. 45 D. 46

Cau 93: Trong Excel d€ nhép dir liéu dang s6 dién thoai (Vi du: 0976851450) ta chon kiéu dit liéu?
A. Kiéu thoi gian. B. Kiéu Yes/No. C. Kiéu s6. D. Kiéu ki tw

Cau 94: Chic ndng cta nat 1énh 1™ = trén thanh c6ng cu chuin dung d&?

A. Thay d&i ti 1& hién thj van ban. B. Pinh dang khoang céch gilta céc doan van ban.
C. binh dang trang in. D. binh dang cG chir.

Cau 95: Trong Microsoft Word, khi gd chif i thudng chuyén thanh chir I, d6 1a chc ndng nao?

A. AutoCorrect. B. AutoFill. C. Find and Replace. D. ChangeCase.

Cau 96: Chon phat biéu sai trong cac phat biéu sau day?

A. Cac may tinh két n8i mang véi nhau cé thé chia sé tai nguyén phan mém.

B. Cac may tinh két nSi mang vdi nhau cé thé chia sé tai nguyén may in.

C. Cac may tinh ké&t ndi mang véi nhau cé thé hoat déng ddoc Iap.

D. Cac may tinh k&t nSi mang v8i nhau khdéng thé hoat déng doc lap.

Cau 97: Trong Excel tai 6 Al ta g6 =AVERAGE(7,9,6,0) va nhan enter, két qua tai 6 Al 13?

A.5.5 B. Khong thuc hién dugc C. 7.333 D. 4.5

Cau 98: Tén tép mac dinh cua Excel la?

A. Sheetl B.Document1l C. Pascal D. Book1

Cau 99: D& vé b trén clng, bén trdi (6 A1) ta nhan t6 hgp phim?

A. Ctrl+A. B. Shift+S C. Ctrl+C. D. Ctrl+Home.
Cau 100: Thiét bi ndo sau day khdng dung dé€ két ndi may tinh?

A. Vi mang B. Cap mang. C. Chuot va ban phim. D. Hub

Cau 101: D& xda tép hodc thu muc (d§ chon) ta dung 1énh?

A. Format—Delete. B. Edit—Delete. C. File—Delete. D. Tool—Delete.
Cau 102: Trong Excel, gia tri tai 6 A5 la 100, két qua cua ham =If(A5=100,A5*10%,A5%*5)?
A. 10 B. 100 C. 500 D. 50
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