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PE CUONG ON TAP
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Phan 1: Ly Thuyét ) 5 )
Chuong II1: SOAN THAO VAN BAN

Bai 14: Khai niém veé soan thdo van ban

1. Cac chirc nang chung cia h¢ soan thio vian ban:

* Khdi nigm: hé soan thao vin ban 13 1 phan mém tng dung cho phép thuc hién nhimng thao tac lién
quan dén viéc soan thao vin ban: gd (nhdp) vin ban, sira doi, trinh bay, luu trit va in 4n vin ban.
a/ Nhdp va lwu trit van ban:

b/ Siia doi vin bén :

- Stra @61 ky tu va tur

- Stra ddi cAu trac vin ban

¢/ Trinh bay van badn :

- Kha ning dinh dang ky tu: phong chit, ¢& chit, kiéu chit, mau sic, ...

- Kha ning dinh dang doan vin ban: cin 1& doan vin ban, lui dau dong, ...

- Kha néng dinh dang trang van ban: 18 trén, dudi, trai phai, hudng giay, ...

d/ Mjt so chirc nang khdc : tim kiém va thay thé, cho phép gd tit, v& hinh, tao chir nghé thuat, ...
2. Mot ) quy wée trong viéc go van ban:

a/ Cac don vi xw ly trong van ban:

- Ky tu, tir, cau, dong, doan van ban, trang van ban, trang man hinh.

b/ Mt sé quy wéc trong viéc gé vin ban :

- Cac diu ngit cau.

- DAu phan cach gitta c4c tir, doan vin ban.

- Cac dau md, dong ngoic.

3. Chir Viét trong soan thio vian ban:

a/ Xir Iy chiv Viét trong mdy tinh: gdm cac viéc chinh:

- Nhép van ban chir Viét vao may tinh.

- Luu trit, hién thj va in 4n vin ban chit Viét.

b/ Go chir Viét :

- Can c6 chuong trinh diéu khién cho phép may tinh nhan dang chit Viét

Vd: Vietkey, Unikey, ...

- C6 2 kiéu gb chir Viét pho bién: kiéu TELEX va VNL

¢/ B0 md chir Viét :

- Hai bo ma chit Viét pho bién.

- Ngoai ra con bo ma Unicode 1a b0 ma chung ctia moi ngon ngtr.

d/ By phong chir Viét :

- Bé hién thi va in duoc chit Viét, can c6 cac bd chir (bo phong) Viét trong tng v6i timg bd ma.
¢/ Cic phian mém hé tro chiv Vigt :

- La phan mém tién ich riéng dé may tinh c6 thé kiém tra chinh ta, stra 18i, ... van ban tiéng Viét.
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Bai 15: Lam quen véi Microsoft Word

1. Man hinh lam viéc cia Word:

- Khoi dong Word:

C1: nhay dap chudt 1én biéu tuong ciia Word trén man hinh nén.

C2: nhay nut Start -> Microsoft office -> Microsoft office Word

- Cdc thanh phdn chinh trén man hinh:

- Thanh tiéu dé, - Thanh bang chon

- Thanh cong cy, - Con tré van ban

- Vung soan théo, - Thudc

- Thanh trang thai, - Thanh cuon

- Cac nut thu gon, diéu chinh va dong ctra sd

- Thanh bdng chon:

GOm céac 1énh c6 chire nang cung nhom. Cac bang chon: File, Home, Insert, Design, Layout,
References,....

- Thanh cong cu:

Chura biéu tuong cua 1 s6 1énh thuong dung. Mot s6 thanh cong cu : dinh dang, V¢, ...
2. Két thiic phién lam viéc v6i Word:

+ Lwu van bdn:

C1: chon File->Save

C2: nhay chudt vao nut 1énh Save

C3: nhan t6 hop phim Ctrl+S

- Vian ban chua luu 1an dau: ctra s6 Save As xuat hién cho phép dit tén van ban.

- Vin ban d3 luu it nhat 1 1an, moi thay doi trén tép van ban s& dugc luu va khong xuat hién cira
sO Save As.

+ Két thiic phién lam vigc:

- Két thuc phién lam viéc vé1 van ban: chon File ->Close hodc nhay chudt nit Close Window.
- Két thic phién lam viéc vé1 Word: chon File ->Exit hoac nhay chudt ntut Close.

3. Soan thao van ban don: giidn:

a/ Mo tép van ban:

- M6 mét van ban trong:

C1: chon File->New

C2: nhay nut 1énh New

C3: nhan Ctrl+N

- Mé tép van ban da co:

C1: chon File->Open

C2: nhay vao nut 1énh Open

C3: nhan Ctrl+O

Chon tép van ban cAn mé

- C6 thé nhdy dip vao biéu twong hodc tén tép dé mo.
b/ Con tro vin bdan va con tro chugt:

- Con tr6 van ban: c6 dang | ludn nhip nhay, chi ra vi tri hién thoi noi cac ky tu s& xudt hién khi
ta g0 van ban.
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- Con tré chudt: trong vung soan thdo, con tré chudt co6 dang I, ngoai vung soan thao c6 hinh miii
ten.

- Con tré van ban khéng thay doi vi tri khi di chuyén con tré chugt.

- Di chuyén con tré van ban:

Diing chuét: di chuyén con tro chudt dén vi tri méi rdi nhay chudt.

Dung phim: nhan phim Home, End, Page Up, Page Down, cic phim mii tén hodc két hop
phim Ctrl

¢/ Go vin ban:

- Con tré van ban ¢ cudi dong sé tw dong xudng dong.

- Nhdn phim Enter dé két thiic 1 doan van ban va sang doan vin bin mdi.

- Ché d¢ gd van ban:

Ché dg chen: ndi dung vin ban gd tir ban phim dugc chén vao trude ndi dung da c6 tir vi tri con
tro van ban.

Ché do de: ky tu gd vao sé ghi de, thay thé ky tu di c6 ngay bén phai con tré vin ban.

Nhén phim Insert dé chuyén d6i qua lai gitta 2 ché do

d/ Cac thao tac bién tap van bdn:

+ Chon van ban:

Dit con tré van ban vao vi tri biat diu chon, nhan gitr Shift roi dat con trd van ban vao vi tri két
thiic. Hodc nhay chuot tai vi tri bat dau can chon, kéo tha chudt 1én phﬁn van ban can chon.
Ctrl+A : Chon cd vin bdan

+ X6a van ban:

Xoa vai ky tw: Phim Backspace: x6a ky tutrwdc con tré van ban. Phim Delete: x6a ky
tu sau con tro van ban.

Xoa phd‘n van ban Ilon: chon phﬁn van ban cAn x6a, nhin Backspace hoac Delete hoac
chon Edit->Cut hoac nhay nut 1énh Cut.

+ Sao chép:

- Chon phan vin ban mudn sao chép

- Chon Edit->Copy hoac Ctrl+C

- Pua trd van ban dén vi tri can sao chép

- Chon Edit->Paste hoac nut 1énh Paste hoac Ctrl+V

+ Di chuyén:

- Chon phan vin ban can di chuyén

- Chon Edit->Cut hoac CtrI+X

- Pua con tré van ban dén vi tri méi

- Chon Edit->Paste hoac
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Bai 16: Dinh dang van ban
Khai niém:
- La trinh bay cac phﬁn van ban nhim muc dich cho vin ban dugc rd rang va dep hon, nhén
manh dugc phan quan trong, gitip ngudi doc nim bét d& hon cac ndi dung chu yéu cia vin ban.
- Co 3 loai dinh dang: dinh dang ky tu, doan, trang van ban.
1. Dinh dang ky tu:
- Gom: phong chit, kiéu chit, ¢& chit, mau sic, ...
- Thuc hién: chon ph?m van ban can dinh dang
C1: Click phai chuot chon Font dé mo hop thoai Font. Chon cac tuy chon dinh dang r6i chon OK.
C2: Chon tab Home -> Font
2. Pinh dang doan van ban:
- Chon doan van ban can dinh dang:
C1: dat con tré van ban vao doan van ban.
C2: chon 1 phan cua doan.
C3: chon toan bo doan van.
- Thuc hién:
C1: Click phai chuot chon Font dé mo hop thoai Paragraph. Chon céc tuy chon dinh dang roi
chon Ok.
C2: Chon tab Home -> Paragraph
3. Pinh dang trang:
- Ta quan tim dén 2 van dé: kych thudc cac 18, hudng gidy.
- Thyc hién: st dung 1énh Layout-> Margins -> Custom Margins dé mé hop thoai Page
Setup. Chon cac tuy chon dinh dang, chon Ok

Bai 17: Mt s chirc ning khac

1. Pinh dang Kiéu danh sach:

- Chon phén véan ban can dinh dang danh séach li¢t ké.

- Binh dang:

C1: Chon Home-> Paragraph -> Bullets/Numbering... Chon céac tuy chon dinh dang roi chon OK.
C2: Click phai chudt chon Bullets/Numbering

- Bo dinh dang liét ké:

Nhay vao nut 1€nh twong g trén thanh cong cu trong tab Home
2. Ngit trang va danh s6 trang:

a. Ngit trang: gdm cac budc:

- Bit con trd & vi tri mudn ngit trang.

- Vao Insert-> Page Break

- Ngoai ra ta c6 thé dung t6 hop phim Ctrl+Enter dé ngat trang.
b. Ddnh sé trang: c6 thé danh sb trang béng cach:

- Chon Insert -> Page Number..

Position: chon vi tri cta sb trang.

Alignment: chon céach cin 18 cho sé trang

Show number on first page: hién thi sb trang ¢ trang dau tién.

3. In van ban:

Xem trudc khi in va in van bdn
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Cl: chon File -> Print dé m& hop thoai Print, thiét dat cac tuy chon, xong chon Print.

C2: Nhén Ctrl+P.

C3: Nhay chuot vao nat Print Preview and Print trén thanh cong cu Quick Access Toolbar dé in
toan b0 van ban.

Bai 18: Cac cong cu trg giup soan thiao

1. Tim kiém va thay thé:
- Tim kiém: Chon tab Home -> Editing -> Find hoic t6 hop phim Ctrl + F
- Thay thé: Chon tab Home - > Editing -> Replace hoic to hop phim Ctrl + H mé hop thoai Find
and Replace.
+ G& tir hodc cum tir can tim vao 6 Find What, gd tir hay cum tir cin thay thé vao 6 Replace.
+ Chon Find Next.
+ Chon Replace/Replace Al dé thay thé 1an luot/tit ca cum tir vira tim thay.
2. Go tit va sira 16i
- Sira loz hé soan thao van ban tu dong sira cac 16i chinh ta khi ngudi dung go van ban.
- G6 tit: ngudi dung chi gd vai ky tur tat de tu dong g6 dugc cum tir thuong gap.

Thuc hién: Flle -> QOptions de ctra s6 Word Option xuat hién chon Proofing -> AutoCorrect
Options cua s6 AutoCorrect xuit hién chon AutoCorrect chon/bd chon Replace text as you
type dé bat/tat ché do gb tat.

+ Tao tir dé gd tat: danh tir gd sai hodc viét tat vao 6 Replace, danh tir sira sai hodc day du cia

tir viét tit vao 6 With, chon Add va chon OK.

+ Huy bo mot tir: chon tir d6 trong danh séch, nhay Delete.

Bai 19: Tao va lam viéc véi bang

1. Tao bang:

a. Tao bang:

Cdch 1: Chon Tab Insert-> Table-> di chuyén chudt xuéng dudi va sang phai dé chon s6 hang va sb
cot.

Cich 2: Chon Tab Insert-> Table-> Insert Table -> dién s cot tai Number of columns, dién sb
hang Number of rows trong hop thoai Insert Table rdi bAm OKk.

b. Chon thanh phén ciia bing:

- Chon 1 6: nhay chudt tai canh trai cua 6 do.

- Chon 1 hang: Nhay chudt bén trai hang do.

- Chon 1 c6t: Nhay chudt & duong vién trén cia 6 trén cung trong cot do.

- Chon toan bang: Nhay chudt tai dinh goc trén bén trai cuia bang.

c. Thay déi kich thwéc ciia cot/hang:

Cach 1:

- Pua con tro chudt vao dudng vién cia cot (hay hang) can thay doi.

- Kéo tha chudt dé thay doi kich thudc.

Cach 2: kéo tha cac nut trén thudc ngang va doc.

2. Cac thao tac voi bang:

a. Chén thém hodc xoa o6, hang va cot:

- Chen:
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+ Cot: Click chudt phai vao cot g?m vi tri mudn chén roi chon Insert > Insert Columns to the Left
(bén trai cft hién tai) hay Insert Columns to the Right (bén phai ct hién tai).

+ Hang: Click chudt phai vao hang gan vi tri mudn chén roi chon Insert > Insert Rows Above (bén
trén hang hién tai) hay Insert Rows Below (bén dwéi hang hién tai).

- X6a: Chon 0, hang hay c6t s€ xo4a sau do6 click chudt phai chon Delete Cells, Delete Rows hay
Delete Columns.

b. Tdch 1 é thanh nhiéu é:

- Chon 6 can tach click chudt phai chon Split Cells. Va lra chon cac théng sé phu hop tai Number
of rows rdi chon OK.

c. Gop nhiéu 6 thanh 1 6:

- Chon hét cac 6 mudn gdp sau do click chudt phai chon Merge Cells 1a xong.

d. Dinh dang vin bdn trong 6:

Chon 6 -> Table Properties -> Cell ....

Chuong IV: MANG MAY TiNH VA INTERNET

Bai 20: Mang may tinh
1. Mang may tinh la gi?
Mang may tinh bao gébm 3 thanh phan:
- Cac may tinh.
- Céc thlet bj mang dam béao két ndi may tinh v6i nhau.
- Phan mém cho phép thuc hién viéc giao tiép gilta cic may tinh.
2. Phuong thirc va glao thire truyen thong ciia mang may tinh:
a. Phuwong thirc truyén thong:
Két néi c6 day: cap truyén théng co thé 1a cap xodn d6i, cap dong truc, cap quang,..
- Ngoai ra con st dung 1 so thlet bi: bo khuéch dai, bo tap trung, bo dinh tuyén, ..
- May tinh tham gia vao mang can co: vi mang, cap mang, giac cam.
- Kleu b tri may tinh trong mang: kiéu duong thing, kiéu vong, hinh sao, phu thudc vao cac yéu tb:
sd luong may tinh, toc d6 truyén thong, kha nang tai chinh, dia diém lap dat ..
Két néi khéng diy: t6 chirc 1 mang khong dy can co:
- Biém truy cap khong day WAP dé két ndi cac may tinh trong mang, két ndi mang khong day va cé
day.
- May tinh mudn tham gia vao mang khong diy can c6 vi mang khong day.
b. Giao thirc truyén théng:
- Giao thirc truyén thong 1 bo cac quy tic phai tuan thu trong viée trao ddi thong tin trong mang gitta
cac thiét bi nhan va truyén dir liu.
- Giao thirc dung phd bién nhat hién nay 1a TCP/IP.
3. Phén loai mang may tinh: vé goc do dia 1y, nguoi ta chia mang may tinh thanh:
- Mang cuc bo (LAN): La mang két ndi cac mdy tinh & gan nhau.
- Mang dién rong (WAN): 12 mang két ndi cac may tinh & cach nhau 1 khoang cach 16n. Mang dién
rong thuong lién két cac mang cuc bg.
4. Cac md hinh mang: vé mit chirc ning ctia cac may tinh trong mang, ngudi ta chia 1dm 2 mé hinh
a. M6 hinh ngang hang:
Trong md hinh tit ca cac may tinh binh dang nhu nhau, cac may déu co thé st dung tai nguyén cua
may khac va ngugc lai.
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b. M6 hinh khach - chi:

- May chu 13 may tinh dam bao viéc phuc vu cac may khac bang cach diéu khién viéc phan bd cac tai
nguyén vo1 muyc dich str dung chung.

- May khach 14 mdy str dung cac tai nguyén do mdy chi cung cap.

Bai 21: Mang thong tin toan cau Internet

1. Internet la gi:

- Internet 1a mang may tinh toan cau két n6i hang triéu may tinh va mang may tinh trén khip thé gi6i
va str dung bd giao thirc truyén thong TCP/IP.

2. Két ndi Internet biang cach nao:

a. Swr dung modem qua dwong dién thoai

b. Str dung dwong truyén riéng:

c. Sir dung cdc két néi khdc:

- Sir dung dwong truyén ADSL (Asymmetric Digital Subscriber Line)

- Wi-Fi la mét phwong thire két néi thudn tién, & moi thoi diém, moi noi théng qua cdc thiét bi truy
cap khong day nhuw dién thoai di dong, may tinh xach tay... ...

- 3G, 4G, 5Gu

3. Cac may tinh trong Internet giao tiép véi nhau bang cach nao:

- Cac may tinh trong Internet hoat dong va trao ddi v6i nhau duoc 13 do chung cung st dung bo giao
thirc truyén thong TCP/IP.

TCP (Transmisson Control Protocol)

- La giao thtrc cho phép hai thiét bi truyen thong trong mang két ndi v6i nhau va trao doi cac dong dir
lidu (d3 dong goi) hodc thong tin can truyén.

- bam bao phan chia dir liéu & may gui thanh goi nho c6 khudn dang, kich thudc xac dinh va phuc
héi dit liéu gdc & may nhan.

- N6i dung géi tin gom: dia chi nhan/gui; dir liéu va d6 dai; thong tin kiém soat 16i va cac thong tin
phuc vu khac.

IP (Internet Protocol): La giao thirc chiu trach nhiém vé dia chi va dinh tuyén dudng truyén, cho
phép cac goi tin di dén dich mot cach riéng 1é, doc l1ap.

Lam thé nao dé goi tin dén ngwoi nhan

-bé goi tin dén dung may ngudi nhan (may dich) thi trong goi tin phai c6 thong tin dé xac dinh may
dich. M6i may tinh tham gia vio mang phai c6 dia chi duy nhat duoc goi 1a dia chi IP.

- bia chi IP trong Internet: La mot dy bén s6 nguyén phan cach nhau boi ddu cham (). Vi du:
172.154.32.1

- Bé thuén tién cho nguoi dung dia chi IP dugc chuyén sang dang ki tu (tén mién).

Bai 22: Mt s6 dich vu co ban ciia Internet

1. T6 chirc va truy cip thong tin:

a. To chikc théng tin:

- Si€u van ban la van ban tich hop nhiéu phuong ti¢én khac nhau: van ban, hinh anh, dm thanh,
video, ...va cac lién két t&i cac siéu van ban khac.

- Trén Internet, mdi siéu van ban dugc gan mot dia chi truy cap tao thanh mot trang web.
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- Website gém mot hodc nhiéu trang web trong hé théng WWW duge t6 chirc dudi mot dia chi truy
cap.
- C6 2 loai trang web: trang web tinh va trang web dong
b. Truy cap trang web:
- Str dung trinh duyét web
- Trinh duyét web la chuong trinh giip nguoi dung giao tiép v6i hé thdng WWW: truy cap cac trang
web, tuong tac voi cac may chu trong hé thbng WWW va cic tai nguyén khéac cia internet.
- Mot s6 trinh duyét web phd bién: Google Chrome, Mozilla Firefox, Internet Explorer, Opera,
Safari,...
2. Tim kiém thong tin trén Internet
C6 2 cach thuong stir dung:
-Tim kiém theo danh muc dia chi hay lién két duoc nha cung cép dich vu dat trén céc trang web.
- Tim kiém nhd cac may tim kiém (Search Engine). May tim kiém cho phép tim kiém thong tin trén
internet theo yéu cau ctia ngudi dung.
- Bé sir dung méy tim kiém, g5 dia chi cua trang web twong Gmg vao thanh dia chi cta trinh duyét
web va nhin Enter.
3. Thu dién tir: 13 dich vu thyc hién viéc chuyén thong tin trén Internet thong qua cac hop thu dién
tu.
- Nguoi dung mudn st dung thu dién tr, phai dang ky hop thu dién tir (tai khoan) gdm: tén truy cap
va mat khau do nha cung cap dich vy cAp phat.
- Mbi hop thu dién tir duoc gin v6i mot dja chi duy nhat:
<tén truy cap> @ <dia chi may chu ctua hop thu>
- Mot s6 nha cung cfip dich vu thu dién tir mién phi: www.gmail.com; www.yahoo.com; ...
4. Véin dé bao mat thong tin:
a. Quyén truy cip website:
- C6 nhiing website phai phan quyén truy cap dé bao vé cac trang web.
b. Ma hoa dir li€u:
- M3 ho4 dir liéu dé ting cudng tinh bao mat cho cac thong diép.
- Viéc mi hod thuc hién bang nhiéu cach, ca phan ctng 1an phin mém.
¢. Nguy co nhiém virus khi sir dung dich vu Internet:
- Trong qua trinh sir dung Internet d& c6 nguy co nhiém virus vdy nén sir dung Internet diing muc
dich va cai dat phadn mém chdng virus, tudng lira. ..

Phéan 2: Phan tric nghiém
Chon cau tra loi dung.
Céu 1: G vin ban can theo quy tic nio?
a. Cac dau cau cin dimg ngay sau tir dimg trude né va cach tir dimg sau ndé mot ky tu
b. Gitra céc tir chi ding mét ky tu trong dé phan cach.
c.Cdcauavab.
d. Khéng phai tuan tha theo quy tic nao
Cau 2: Nhay nut phai chudt vao vung van ban c6 nghia la:

a. Xoa dbi tuong. b. M& mot bang chon tat chira cac 1énh tac dung 1én ddi tuong.
c. Chon d6i tuong d. Khong lam gi ca.

Céu 3: Chon toan bo noi dung tai liéu dang mé, nhan t6 hop phim:

a. Alt+ A b. Shift + Ctrl + A c. Ctrl + A d. Alt + F8
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Cau 4: Dé luu tai liéu dang md véi mot tén mai:
a. Nhay nit Rename trén thanh cong cy. b. Chon File / New File Name save

¢. Chon File / Save d. Word khong thé luu thanh mot tén khac.
Cau 5: Dé dua con tro vé dau dong hi¢n hanh, thyuc hién:

a. Nhan Ctrl + Home b. Nhan Ctrl + Page up

c. Nhian Home d. Khong c6 phim nao.

Céu 6: Thao tac ndo sau ddy Khong phai 1a thao tac di chuyén mot doan vin ban:

a. Nhay nuat Cut trén thanh cong cu b. Nhay Ctrl + C

c. Nhay Ctrl + X d. Chon Edit / Cut.

Cau 7: Lam cach nao d¢ thuc hién 1énh in 3 ban:

a. Chon File / Print .. va g5 s6 3 vao 6 Number of copies.

b.Ctrl + P + 3

c. Chon File / Properties va gd s6 3 vao 6 Copies to print.

d. Nhay nut print trén thanh cong cu va mang té1 may photocopy chup ra 2 ban khac nita.
Cau 8: Dé mo hop thoai font dinh dang ky tu chon:

a. Edit / Font b. Format / Font

c. File / Font d. File / Print.

Cau 9: Pé tim kiém mot doan van ban, thuc hién:

a. File / Find b. Edit / Find c. Alt+F d. Caa,b,c.

Cau 10: Dé m& mot vin ban da c6, thuc hién:

a. File / Open b. Edit / Open c. Format/ Open d. Alt+O

Cau 11: Pé dinh dang mot trang in, thuc hién:
a. File / Page Setup b. Edit/ Page Setup c. Format / Page Setup d.Caa,b,c.
Cau 12: D¢ in van ban, thyc hién:

a. File / Print b. Nhay chudt vao biéu twong Print trén thanh cong cu.
c.Ctrl +P d.Caa,b,c.

Céu 13: Dé dong mot vin ban dang md ( Khong dong word ) thuc hién:

a. File / Exit b. File / Close c. Ctrl + F4 d.Cabvac.

Cau 14: Dé chén mot ky tu dic bié¢t vao van ban, ta thuc hién:

a. Insert / Caption  b. Insert / Picture  c. Insert / Object  d. Insert / Symbol.
Ciau 15: Dé tao mot bang, thuc hién:

a. Table / Insert / Table b. Tools / Table

c. Tools / Table / Insert d. Insert / Table.

Ciu 16: Dé mo mot tép van ban mai, thyc hién.

a. File / New b. Edit / New c. Alt+N d. Titcaa, b, c.

Cau 17: Sau khi da chon mdt 6, néu mudn tach 6 nay thanh cac 6, thuc hién:

a. Table / Split Cells® b. Insert / Split Cells

c. Format / Split Cells d. Edit / Split Cells.

Cau 18: Pé di chuyén mot doan van ban, thuc hién:

a. Nhan Ctrl + C rdi nhan Ctrl + V. b. Nhan Ctrl + X rdi nhan Ctrl + V.
c. Vo File / Cut r6i véo File / Paste d. Vao Edit / Copy rdi vao Edit / Paste.
Cau 19: Pé sao chép mot khdi da chon, thuc hién:

a. Nhan Ctrl + C roi nhan Ctrl + V b. Nhén Ctrl + X roi nhan Ctrl + V.
c. Nhan Ctrl + B r6i nhan Ctrl + V d.Caa,b,c.

Cau 20: Dé tim va thay thé mot tir trong van ban béng mot tur khac, thuc hién:
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a. Edit / Find b. Edit/ Replace  ¢. Edit/ Find and Replace d. Caavab.
Ciu 21: Hé soan thao vin ban Microsoft Word giup ta c6 thé:

a. Tao van ban moi b. Stra van ban da co.

c. Soan nhiéu vin ban dong thoi d. Caa, bvac.

Céu 22: Chtrc ning nao sao day khong thudc vé cic hé soan thao?

a. Pinh dang ky tu b. Thay dbi kiéu chir.

¢. Quan Iy tép hé théng  d. Can 1é cho doan vin.

Cau 23: Phong chir nao sao day khong thudc bo ma Unicode?

a. Arial b. Verdana c..VnTime d. Tahoma.

Ciu 24: Dé gb duoc chi cai in hoa, thuc hién:

a. Nhén giir phim Shift r01 0 phim twong tng. b. Nhan giit phim Ctrl r01 g0 phim tuong ing.
c. Nhén gilr phim Tab roi gb phim twong tng. d. Nhén giit phim Alt rdi gb phim twong tng.
Cau 25: Dé x6a mot doan van ban da duoc chon, thuc hién:

a. Nhin phim Delete trén ban phim b. Edit / Cut.

c. Ctrl + X d.Caa,bvac.

Cau 26: Dé tit / Bat ché do chir nghiéng, thuc hién:

a.Ctrl + B b. Ctrl +1 c. Ctrl + U d. Ctrl + N

Cau 27: bé chuyén ché d6 chén, dé ta thuc hién:

a. Nhin phim Delete b. Nhén phim Insert.

c. Nhan phim Backspace d. Titcacaua, b, vac.

Cau 28: Dé can thrfmg 18 trai, thuc hién:

a. Ctrl + R b. Ctrl +1] c.Ctrl + L d. Ctrl + E

Céu 29: Dé md nhanh hop thoai Font:

a. Ctrl + A b. Ctrl + B c. Ctrl +C d. Ctrl + D.
Cau 30: Dé md nhanh hop thoai Print:

a.Ctrl + O b. Ctrl + Q c.Ctrl + P d. Ctrl + N
Cau 31: Dé mé nhanh cira s6 Find, thyc hién:

a.Ctrl + E b. Ctrl + F c.Ctrl+ G d. Ctrl + H

CAau 32: Dé md nhanh cua sd Replace, thuc hién:

a.Ctrl + E b. Ctrl + F c.Ctrl+ G d.Ctrl + H
Cau 33: Dé can thang 1¢& phai, thyc hién:

a.Ctrl + R b. Ctrl+J c.Ctrl + L d. Ctrl + E

Céu 34: Trong cac phat biéu vé mang may tinh sau, phat biéu nao dung?

a. Mang may tinh la cac may tinh dugc két nbi voi nhau.

b. Mang maéy tinh bao gdm: Cac may tinh, cac thiét bj mang dam bao viéc két ndi, phan mém cho
phép thuc hién viée giao tiép giira cac may.

c. Mang mdy tinh gdm: Cac may tinh, ddy mang, vi mang.

d. Mang may tinh gém: Céc may tinh, day mang, vi mang, Hub/ Switch,...

Céu 35: Giao thtrc truyén thong la:

a. Quy udc trong viée trao doi thong tin gitra cac mang may tinh.

b. Bo cac quy uoc trong vi€e trao d6i thong tin.

¢. B cac quy tic can tuan thu trong viée trao dbi thong tin trong mang gitra cac thiét bi giri va nhan
du liéu.

d.Caa,bvac.

Cau 36: Cac may tinh trong mang:
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a. Mudn két ndi v6i nhau can sir dung chung mét bd giao thirc.

b. Khong nhat thiét phai st dung ciing mot bd giao thic.

c. Chi can c6 may chu 1 cac may tinh trong mang c6 thé trao ddi thong tin.
d.caa,bvac.

Céu 37:Mang LAN la mang két ndi cic may tinh:

a. O cach xa nhau mot khoang cach 16n. b. Cung mot hé diéu hanh.

¢. & gn nhau d. Khong dung chung mot giao thurec.

Céu 38: Mang WAN la mang két ndi cac may tinh;

a. O cach xa nhau mot khoang cach 16n. b. Cung mot hé diéu hanh.

c. & gan nhau d. Khong dung chung mot giao thirc.

Cau 39: M6 hinh peer to peer 1a mo6 hinh:

a. Cac may tinh c6 vai tro nhu nhau trong mang. b. C6 may chu dong vai tro 1a may phuc vu
c. Mang duong thang d. Mang hinh sao.

Cau 40: M6 hinh Cliet — Server la mo6 hinh:

a. Cac may tinh c6 vai tro nhu nhau trong mang.b. C6 may chu dong vai tro 1a may phuc vu
c. Mang duong thang d. Mang hinh sao. O
Cau 41: Bé danh duoc chi sé dudi cua chit O2 ban can:

a. Boi den s 2, nhan t6 hop phim Ctrl + « ="

b. Bdi den s6 2, nhan td hop phim Ctrl + Shift + « ="

c. Boi den 6 2, nhan t6 hop phim Ctrl + Alt + «="

d. B6i den s 2, nhan t6 hop phim Alt + Shift + « ="

Cau 42: Pé danh duge chi sd trén cta chit X2 ban can:

a. Boi den s6 2, nhan t6 hop phim Ctrl + « ="

b. Boi den s6 2, nhan to hop phim Ctrl + Shift + « =7

c. Boi den sb 2, nhan t6 hop phim Ctrl + Alt + ="

d. B6i den s 2, nhan t6 hop phim Alt + Shift + « ="

Ciu 43: bé dinh dang kiéu danh séach ta sir dung 1énh:

a. File / Bullets and Numbering. b. Format / Bullets and Numbering.

c. Insert / Bullets and Numbering. d. Format / insert / Bullets and Numbering.
Cau 44: Dinh dang doan van ban, ta sy dung 1é€nh:

a. File / Paragraph b. Format / Paragraph c. Insert / Paragraph. d. Table / Paragraph
Céu 45: Dé danh sb trang cho vin ban, sir dung 1énh:

a. Edit / Page Number b. Insert / Page Number

c. Format / Page Number d.Table / Page Number.

Céu 46: Trong Word, mudn sir dung chirc ning stra 16i va gd tit, ta chon :

a.Window / AutoCorrect Options... b. View / AutoCorrect Options...
c. Tools / AutoCorrect Options... d. Edit / AutoCorrect Options...

Cau 47: Cac don vi xir Iy trong van ban gom

a.Ky tu, tir, dong, cau, doan, trang. b. Chit cai; chit sb; ki hiéu toan hoc.

c. Bai; Kilobai; Mégabai d. Chir cai; chit s6; hinh anh; 4m thanh

Céu 48: Mudn x06a ki tu phia trudce con trod vin ban ta 4n phim nao trong cac phim sau?
a.Backspace b. Enter c.Home d. Delete

Céu 49: Mudn x6a ki ty phia sau con tro vin ban ta 4n phim nao trong cac phim sau?
a.Backspace b. Enter c.Home d. Delete

Cau 50: Bé danh duoc chi so dudi cia chit O» hodc chi so trén ° C, ta can:
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a. Boi den chi sb , vao File / font / super Script va SubScript.

b. Boi den chi s6 , vao Edit / font / super Script va SubScript.

c. Boi den chi sb , vao format / font / super Script va SubScript.

d. Boi den chi sé , vao Insert / font / super Script va SubScript.

Céu 51: Dé soan thdo cong thic toan ta c6 thé dung cac cach sau:

a. Phan mém MathType. b. Dung Insert Equation c6 san trong Ms. Word

c. GO béng ma LaTex. d.Ca3cacha,b,c.

Céu 52: Cong thuc tinh thé tich hinh xuyén véi ban kinh trong 14 r va ban kinh ngoai 1a R:

khi go trong Latex ¢6 ma la:

a. SV=2{{\pi }"{2}} {{\left( \frac{R-r} {2} \right)} {2} } {{\left( \frac{R+r} {2} \right)}}$

b. SV=2{{\pi }" {2} } {( \frac{R-r} {2} {2} } { {\left( \frac{R+r} {2} \right)}"{2}}$

b. $V=2{{\pi }"{2}} {( \frac{R-r} {2})"{2} } {( \frac{R+r} {2} )*{2}}§

d. $V=2{{\pi }"{2} } {{\left( \frac{R-r} {2} \right)} {2} } {{\left( \frac{R+r} {2} \right)"{2}}}$

Cau 52: Poan ma trong Latex $\tan (a+b)=\frac{\tan a+\tan b} {1-\tan a.\tan b}$ twong Gng véi cong
thirc nao dudi day?

tana + tan b t —t
a. tan(a +b)= ——— —— b. tan(a—b)=_2na-tanb
l-tana.tanb 1+ tana.tanb

+ p—
b. tan(a + b)=_Anat@nb d. tan(a+b)=_AnAT N0
lFtana.tanb l+tana.tanb

Cau 52: Doan ma trong Latex $\sqrt[4]{\left( x-2 \right)\left( 4-x \right) } H\sqrt[4]{x-2}+\sqrt[4]{4-
x}Hox\sqrt{3x}={{x}"{3}}+30$ twong ung voi cong thirc nao dudi day?

a. #f(x—2)(4-x)+¥x -2 +¥4—x +6x3x =x" +30
b. 4)(x=2)(4-x) +4V/x =2+ 44 —x +6x3x =x* +30
. Y(x=2)(4—x) +¥x—2+/4—x +6xBx =x"+30

d. #(x-2)(4-x)-¥x—2+4-x+6x3x =x*+30
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Cau 53: Doan ma trong Latex: $\sqrt{\frac{x-2} {x+1} }+2\sqrt[3]{\frac {x-
24 {x+1} }+\sqrt[6] {\frac {x—2} {x+1}}-4\le0$ twong trng véi cong thirc nao dudi day?

a.\/ +2\/ \/
x+1 x+1 x+1
b. \/’“ 2 2.3\/x_2+6\/x_2—4£0
x+1 x+1 x+1
\/x+1 \/x+l \/x+1
\/x+1 \/x—i-l \/x—i-l

Cau 54: T6 hop phim Shift + Tab c6 chirc ning gi trong bang
a.Kéocontroluilail 6

b. Di chuyén con tr6 sang 6 bén canh

c. Boi den toan bg hang

d. X6andidung 16

Cau 55: Danh sach gui thu duoc ché tao duéi dang:
a. Bang.

b. Van ban thuong.

c. D6 thi.

d. Hinh vé

Céu 56: Danh sach giri thu c6 thé tao trén:
a. Word

b. Excel

c. Access

d. Word, Excel hay Access.

Céu 57: Tai liéu chinh dé tron thu thudng la:
a. Mot van ban binh thuong

b. Mot tap tin dir liéu

c. Mot tap tin Excel

d. Mot tap tin PowerPoint

Cau 58: Loai can 1& mic dinh trong Word la:
a. Can 18 trai

b. Can 1& phai

c. Can 1& déu hai bén

d. Can 1@ giira

Céu 59: Su dung diém ding Tab dé 1am gi?
a. B¢é dinh vi van ban thanh céac c)t song song

T Tin hoc Trang 13



Dé cuong 6n tap Tin 10 hoc ki II THPT Ly Thuong Kiét

b. Tao kiéu khoang cach dang treo cho doan van ban dugc chinh xac hon
c. Can l¢ trai cho doan van ban
d. Thut dau dong mot khoang c¢6 dinh nao do

Céu 60: Dé tao danh sach gui thu, ta 1am thé nao?

a. Tab Mailings/ nhom Start Mail Merge/ Select Recipients

b. Tab Mailings/ nhom Start Mail Merge/ Start Mail Merge

c. Tab Mailings/ nhom Start Mail Merge/ Write & Insert Field
d. Tab Mailings/ nhom Start Mail Merge/ Letters

Céu 61: Trong mot vin ban dai (nhu vin ban hanh chinh, truyén, sach...) ta phai str dung loai cin 1&
nao:

a. Can 1€ trdi

b. Cin 1& phai

c. Cin 1& déu hai bén

d. Can 1@ giira

Cau 62: Default tab stops c6 khoang céch la:
a. 1.27 cm

b. 1.28 cm

c. 2 inches

d. 1.5 inches

Cau 63: B¢ ghi mot Macro ta nhap chon vao biéu tuong nao sau day?
i 5 (=
=0 | =
Switch [Macros|
Windows ~ >

| =3 View Macros

ol ! P2 Record Matro... I
| |

a. Record Macro

b. View Macro

c. Pause Macro

d. Macros

Ciu 64: Dé dit tén cho mot Macro ta nhdp chon vao muc nao sau day?
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Macro name:
Macrol

Assign macka ko

é i'\ Button Kevboard
[e]

Store macroin:

Al Documents {Mormal.dokm) w

Drescripkion:

Ok, ] ’ Cancel

a. Macro name
b. Button

c. Keyboard

d. Description

Cau 65: Macros trong Word 1a gi?

a. Macros la cac tinh nang tién tién, co thé lam tang tdc d6 hiéu chinh hay dinh dang ma ban c6 thé
thuc thi thudng xuyén trong mot tai liéu Word. Chung ghi lai chudi cac lya chon ma ban chon dé cho
mot loat cac hanh dong c6 thé duge hoan thanh trong mot bude.

b. Macros 1 virus rat nguy hiém!

c. Macros dung dé phé hoai vin ban.

d. Macros 1a mot tro choi trong Word

Céu 66: Mang may tinh bao gdm:
a. Tt ca cac thanh phan bén dudi
b.Céc thiét bi mang

c¢.Phan mém

d.Cac may tinh

Ciu 67: Viéc két ndi cac may tinh lai voi nhau nham muc dich:
a.Bao gdm tat ca cac thanh phan bén duéi

b.Sao chép, truyén dit liéu

c.Chia sé tai nguyén hé thong

d.Tao thanh h¢ thdng tinh toan 16n

Ciu 68: Phuong tién truyén thong dé két ndi may tinh gdm:
a. Két nbi co day va két ndi khong day

b. Cac may tinh va thiét bi mang

c. Thiét bi mang va card khong day

d. Card mang va Hub

Céu 69: Giao thuc truyén thong la:
a B0 quy tac phai tuin thu trong viéc trao doi thong tin gitra thi€t bi nhan va truyén dir 1iu trong
mang.
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b. Ngon ngu viét ra phan mém glao tlep gilra cdc may tinh trong mang.
c. BO quy tac phai tuan thu dé két ndi ‘mang may tinh.
d. Bo cac yéu td can quan tim khi thiét ké mang may tinh.

Céu 70: Céc thiét bi dung dé két ndi mang khong day gom:
a. Thiét bi WAP va card mang khong day.

b. Mang cuc bo va mang dién rong.

c. Card mang, jack cim, cap mang, Hub, Swith.

d. Router va Repeater

Céu 71: Céc thiét bi dung dé két ni mang c6 day gom:
a. Tat ca cac thanh phan bén duéi

b. Card mang

c. Cap mang

d. Jack cim

Cau 72: TCP/IP la:

a. B0 giao thire truyén thong duoc dung phd bién trong cac mang.
b. Thiét bi phan cing may tinh.

c. Thiét bj két ndi c6 day.

d. Tén cia mot loai mang.

Cau 73: TCP/IP 1a chit viét tat cua:

a. Transmission Control Protocol/Internet Protocol
b. Transfer Control Protocol/Internet Protocol

c. Transmission Control Protocol/Internet Program
d. Transfer Control Protocol/Internet Program

Céu 74: Mang két ndi cac may tinh & gan nhau duoc goi la:
a. Mang cuc bo (LAN).

b. Mang di¢n rong (WAN).

c. Mang toan cau (GAN).

d. Mang khong day (Wifi)

Cau 75: Mang dién rong (WAN) 1a mang:

a. Két ndi cac may tinh & khoang cach lén

b. Két nbi cac may tinh & gan nhau.

c. Két nbi cac may tinh & trong cing 1 dat nude.
d. Két ndi cac may tinh & cac tinh khac nhau.

Cau 76: Phan loai mang may tinh theo kiéu b tri hinh hoc cac may tinh trong mang gom:

a. Puong thang; vong va hinh sao.

b. Cuc bo va dién rong.

c. Khong day va c6 day.

d Mang ngang hang (Peer to Peer) va mang khach chu (Client - Server)
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Céu 77: Kiéu bd tri mang nhu hinh duéi day 1a kiéu:

a. Vong tron

b. Puodng thing
c. Ngobi sao

d. Hon hop

Céu 78: Kiéu bd tri mang nhu hinh duéi day 1a kiéu:

a. Puong thang
b. Vong tron

c. Hon hop

d. Ngoi sao

Céu 79: Kiéu bd tri mang nhu hinh duéi day 1a kiéu:

a. Ngoi sao

b. Vong tron

c. Hon hop

d. Puong thang

Céu 80: Trong mang khong day cac may tinh can bd tri theo dang .

a. khong can phai bd tri
b. hinh sao

c. duong thang

d. vong tron

Cau 81: Internet 1a gi?

a. La mang may tinh toan cau két nd1 hang tri¢u may tinh va mang may tinh trén thé gioi.
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b. La mot bg giao thure truyen thong.
c. La mang dién rong ket noi cac may tinh ¢ cach xa nhau mot khoang cach lon.
d. La mang cuc bo két ndi cac may tinh & gan nhau.

Cau 81: Cong dung cua mang Internet la:

a. Tat ca cac dich vu bén duéi

b. Cung cép cac dich vu mang.

c. bam bao mot phuong thirc giao tlep hoan toan mai.
d. Cung cip ngudn tai nguyén khong 16 va vo tan.

Céu 83: IP 1a chir viét tit cua:
a. Internet Protocol

b. Internet Progress

¢ Internet Program

d. Important Protocol

Cau 84: Ai 13 chu s¢ hitu cia mang thong tin toan cau Internet?
a. Khong c6 ai 1a chu so hiru.

b. Hang IBM.

c. Hang MicroSoft.

d. Lién hiép qudc.

Cau 85: Trinh duyét web mac dinh trong may khi cai dat Windows 1a :

a. Internet Explorer

b. Firefox

c. Chrome

d. Opera

Cau 86: Trinh duyét web mac dinh trong may khi cai dat Windows 10 1a :
a. Internet Explorer

b. Internet Edge

c. Chrome

d. Opera

- Hét -
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