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A. PHAN TRAC NGHIEM: (Hoc sinh lam bai bang bt chi) (7 diém
Em hay chon phuong an dung theo cac yéu cau cua cac cau hoi va t6 kin cac 6 tron twong ung béng but chi vao
trong bang tra loi trac nghiém. :
Céu 1: Tai sao nén str dung tinh nang Insert Cover Page thay vi tao trang tiéu dé cua riéng ban?

A. C6 rat nhiéu thiét ké thuong dugc sir dung cung cép cho céc tai ligu. '

B. Tinh nidng nay bao gi‘)m mét trang muc luc tao tu dng.

C. Ban c6 thé chon mdt céi 1am mic dinh cho tat ca céc tai lidu.

D. Tinh ning nay tu déng bao gém s6 trang cho tai liéu.
Ciu 2: Tai sao ban nén xem trudc (Preview) tai liéu trudce khi in?

A. Xem trudc tai lidu d& dam béo ring cac tir khoa thich hop da dwgc thém vao thude tinh tai liu.

B. Xem trudc tai liéu dé dam bao ta: liéu sé& du'qc Itru sau khi in.

C. Xem trude tai liéu dé kiém tra B6 cuc cudi cung voi nhimg gi ban mong doi.

D. Xem trudc tai li¢u dé kiém tra xem tat ca cac hinh anh c6 bao gdm vin ban thay thé phu hop khéng.
Ciu 3: De tao hién tng chir luon séng nhu miu bing WordArt, trong text effects ta chon:

Kiém tra gifra k¥ 1

A. 3-D Rotation B. Glow C. Shadow D. Transform
Cau 4: Mubn thay d6i mau nén ciia shape ta chon:
A. Shap Outline B. Text Fill C. Text Qutline D. Shape Fill
Cau 5: Lénh nao ban s& dit nim ct ¢o cing chiéu rong cot?
A. Align Columns B. AutoFit C. Distribute Columns D. Distribute Columns Evenly
Cau 6: D¢ thay d6i van ban goi ¥ khi sir dung tinh néng Insert Hyperlink, ta sir dung:
A. ScreenTip B. Text To Display C. Bookmark D. Address
Céu 7: Chi muén chi muén in trang 2, trang 7, trang 9 v section 5, ta thiét 1ap ché d¢:
A.2-9,S5 B.2,7,9,85 C. 2-7-9,S5 D. 2-7-9-S5

Cau 8: Thanh cong cu truy cip nhanh - Quick Access toolbar dung dé
A. Hlen thi toan b cac nut 1énh, tinh ning ning trong hé soan thio gitip ¢é thé dinh dang vén ban.
B. Hién théng théng tin cua tai liéu.
C. Hién thi trang thai cta tai liéu nhu sb trang, s6 luong ky tu,..
D. Chira nhig nat 1&nh tiy bién gitip ban thyc hién nhanh céc tmh ning.
Céu 9: Loai ghi cht ndo thudng duge tim thiy & dudi cling clia trang noi né dugc tham chiéu?
A. Comment B. Citation C. Endnote D. Footnote
Ciu 10: Giai thich SmartArt 1a gi va khi nao ban c6 thé sir dung né.
A. Mot tinh nang li¢t ké nhimg hinh anh ban thudng sir dung dé chén nhitng hinh anh nay vao tai liéu.
B. Mot tinh néng cho phép ban tao céc so d6 nhur so d6 t6 chirc, quy trinh theo chu ky hodc so d6 kim tu thép.
C. Mgt tinh nang cho phép ban chuyén ddi danh sach dau diu dong thanh so db cay.
D. Mét tinh nang chira mét s6 hinh dang nghé thuat thuong duge sir dung ma ban c6 thé chén vao tai liéu.

Cau 11: Khi thém | &Separqtqr&. e | trong Qick Access Toolbar ¢6 ¥ dé lam gi:
A. Thém nit [énh v& shape line trén thanh céng cu truy cap nhanh
B. Tinh ning 4n di thanh céng cu truy cép nhanh Qick Access Toolbar
C. Thém nat tinh ning Page Break trén thanh céng cu truy cap nhanh
D. Thém dudng ke phén cach gifra cac nit 1énh
C#hu 12: Sir dung Find and Replace Dialog box, muén tim kiém phén biét chit hoa va chit thuong ta chon tinh nang;

A. Find whole words only B. Find Next ., C. Match case D. Use Wildcards
Ciu 13: Khi muon thém so trang cho tai li€u, Ta mudn so trang nam & trén Header thi ta chon:
A. Current Position B. Page Margins C. Bottom Of Page D. Top Of Page

Céu 14: Cach don gian nhét dé tao Table of contents tir dong la gi?
A. Ap dung cac kiéu Heading mot cach thich hop cho cac tiéu dé trong tai lidu.
B. Ap dung cac kiéu Tiéu dé phu hop cho céc tiéu dé trong tai licu.
C. Tao kiéu riéng cho tit ca van ban va ap dung nhiing kiéu nay mét cach thich hop trong tai lidu.
D. Panh diu cac tiéu d& nhu cac myc cho muc luc.
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Ciu 15: Khi tao bang, & muc AutoFit behavior chon 1énh nao dé tao bang tu dong céd df rong b?mg véi cira s& man
hinh lam viéc:

A. Autofit width column  B. AutoFit to window C. Fixed column width D. AutoFit to contents
Ciu 16: Tai sao cin phai tao headers va Footer cho 1 tai ligu dai:

A. La noi gitip ta tao dinh dang trang tri thém cho vin ban, tao sy thu hat va bit mét

B. Noi dung gitp tao khoang céc cho ndi dung vin ban véi 1& trén va 18 dudi

C. C6 dinh mot sb thong tin can xuyen subt & trong mdi trang cua vin ban

D. Phén biét giira tiéu dé va phén ndi dung, tranh sy nhim 1in
Ciu 17: Trong khi tao header ma ta muén tao sw khac biét giita trang d4u tién so v&i céc trang con lai, ta chon:

A. Different First Page  B. Go To Header/ Footer C. Different Odd&Even Page D. Header From Top
Ciu 18: Khi sir dung tinh ndng chia cdt (Columns) trong Layout Tab cho doan van béan. Tai sao khi chon Number
of columns la 3 ma khi ta chinh d6 rdng hoic khoang cach céac cdt thi chi co thé chinh duy nhét cot diu tién?

A. Vi chua bit tinh nang Line between

B. Vi khi sir dung tinh ning chia ¢t thi médc dinh d6 rong va khoang céc cot bang nhau, khong thé thay dbi. Nén
chi cn diéu chinh & cot dau tién

C. Vi dang bit tinh nang Equal column width.

D. Chua nhit niit OK & ap dung chia cgt. Sau d6 méi chinh duoc.

Ciu 19: Khi nao ban c6 thé nhip dup vao 1énh Format Painter thay vi nhap vao mét 1an?

A. Nhép dip vao Format Painter dé ty déng 4p dung kiéu cho cac tiéu dé.

B. Sir dung mét 1an bAm dé 4p dung cho tai lidu 1 khdi vin ban va nhép dip cho tai liéu nhiéu khéi & nhidu vi tri.

C. Khéng c6 su khéc biét gilta hanh dong nhép chudt don hodc nhép dup.

D. Nhip dup vao Format Painter khi ban mudn 4p dung dinh dang cho mét s6 khéi van ban.

Ciu 20: Mudn thay d6i mau vién ciia chit ta chon:

A. Shape Fill B. Text Outline C. Shap Outline D. Text Fill
Céu 21: Dé gdp cac 6 dugc chon trong bang thanh 1 6 duy nhét ta chon tinh nang

A. Split Cell B. Merge Table C. Merge Cells D. Split Table
Ciu 22: Ban c6 thé sir dung phim tit nao dé tao tai liéu méi?

A. CTRL+N B. CTRL+ S C. CTRL+O D.F12

Ciu 23: Doc dé phia dudi va chon thao tic - tinh nang chinh xac nhét
|| Add a hyperlink to selected text:
Last paragraph, hyperlink the text <THPT NK TDTT H.BC>,
Link to: https:/ https://thptnangkhieutdttbinhchanh.hem.edu.vn/ |||

A. Quét khéi dong chir <THPT NK TDTT H.BC> & doan van ban cudi ciing, chon Insert hyperlink va chon Link
to 1a E-mail Address

B. Quét khdi dong chit <THPT NK TDTT H.BC> & doan vin ban cudi ciing, chon Insert hyperlink va chon Link
to 1a Place in This Document

C. Quét khéi dong chit <THPT NK TDTT H.BC> ¢ doan vin ban cudi cung, chon Insert hyperlink va chon Link
to 13 Existing File or Web Page

D. Quét khéi dong chit <THPT NK TDTT H.BC> ¢ bat ky vi tri ndo tim thiy, chon Insert hyperlink va chon
Link to la Place in This Document
Ciu 24: Ban c6 thé xoay hinh anh & gbc nao?

A.O moi goc do. B. Chi 90 ° tai mdt thoi diém. C. Chi 15° mdi lan. D. Chi 45 ° tai mét thoi diém.
Ciu 25: Dé dong tiéu d& dugc lap lai qua céc trang trong word néu bang qué dai nim & nhiéu trang, ta chon tinh
ning

A. Sort B. Repeat Header Rows ~ C. Convert to Text D. Cell Margins

Cau 26: Dé thém 1 cot dau bang ta thuc hi¢n:
A. Dé con tro ¢ cft dﬁu tién cuing cua bang, chon Layout Tab va chon nit 1énh Insert Left
B. De con tro & cdt cuon cung trong bang, chon Layout Tab va chon nat [énh Insert Right
C. Pé con trd & cot cubi cung trong bang, chon Layout Tab va chon nut 1énh Insert Left
D. Pé con tro & cot déu tién cing clia bang, chon Layout Tab va chon nut Iénh Insert Right
Céu 27: Ta mudn dbi tuong hinh anh dugce chon nam dudi dbi tugng chit, trong tinh ning wrap text ta chon:

A. Tight B. Behind Text C. Square D. In Front of Text
Cau 28: Phin m¢ rong tap tin mac dinh dugc gan cho tai ligu Word 2016 1a gi?
A. .docm B. .dotx C. .doc D. .docx

B. PHAN TU LUAN: (Hoc sinh lam bai bing bit muc) (3 diém)
Ciu 29: Néu ché tén ché d6 xem mic dinh trong ms.word gmp ngudi ding co thé nhap liéu va dinh dang vin
ban in 4n. Muon chuyén sang ché d6 xem khéc ta thyuc hién nhu thé nio?
Céu 30: Y nghia tinh niing Inspect Document va cach thie hién?
..Hét...
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MON TIN - KHOI 10 Ma deé 111
Thoi gian 1am bai : 45 phit

A. PHAN TRA HIEM (Hoc sinh lam bai banut chi) (7 dceJ
Em hay chon phuong an dung theo cac yéu cau cua cac cdu hoi va 6 kin cac 6 tron twong ung bang but chi vao
trong bang tra loi tric nghiém.
Cau 1: Tai sao nén sir dung tinh néng Insert Cover Page thay vi tao trang tiéu dé clia riéng ban?
A. Tinh ning nay bao gom mét trang muc luc tao tu dong.
B. Tinh nang ndy tu dong bao gom so trang cho tai liéu.
C.Banco thé chon mt cai lam mic dinh cho tit ca céc tai ligu.
D. Co rit nhleu thiét ké thuong duoc sir dung cung cip cho céc tai liéu.
Cau 2: Tai sao cin phal tao headers va Footer cho 1 tai liéu dai:
A. Cb dinh mot s6 thong tin can xuyen sut & trong mdi trang ctia vin ban
B. Phan biét gnra tiéu dé va phan ni dung, tranh sy nham 1an
C. Lanoi giup ta tao dinh dang trang tri thém cho van ban, tao sy thu hit va bat mat
D. Noi dung gitip tao khoang cac cho ndi dung vén ban v6i 18 trén va 1é dudi
Céu 3: Trong khi tao header, ta mudn tao su khéc biét giita trang dAu tién so vGi cac trang con lai, ta chon:

A. Header From Top B. Go To Header/ Footer C. Different Oddé&Even Page D. Different First Page
Ciu 4: St dung Find and Replace Dialog box, muén tim kiém phén biét chit hoa va chir thuong ta chon tinh ning:
A. Match case B. Use Wildcards C. Find whole words only D. Find Next
Cau 5: Muén thay d6i mau nén ctia shape ta chon:
A. Shape Fill B. Text Fill C. Shap Outline D. Text Outline
Ciu 6: Loai ghi chi nao thudng duge tim thdy & dudi ciing cla trang noi né dugc tham chiéu?
A. Footnote B. Citation C. Endnote D. Comment

Cau 7: Khi nao ban c6 thé nhip dap vao lénh Format Painter thay v1 nhép vao mot 1an?

A. Khong c6 sy khéc bigt gitra hanh dong nhép chudt don hodc nhip dup.

B. Nhap dup vao Format Painter dé ty dong ap dung kiéu cho céc tidu dé.

C. Sir dung mot ldn bdm dé 4p dung dinh dang cho tai liéu 1 khi vin ban va nhép dip cho tai lidu nhiéu khéi ¢
nhiéu vi tri.

D. Nhép dip vao Format Painter khi ban muén 4p dung dinh dang cho mot s6 khéi van ban.
Ciu 8: Khi tao bang, & muc AutoFit behavior chon 1énh nao dé tao bang tu dong c6 dd rong bing vdi cira s6 man
hinh lam viéc

A. Fixed column width B. AutoFit to contents C. AutoFit to window D. Autofit width column
Ciu 9 Dé tao hién tmg chir lugn séng nhu mau bang WordArt, trong text effects ta chon:

1*‘_.L“" m trg ‘,_ru Vig: L*'y 1

A. Shadow B. Glow C. 3-D Rotation D. Transform
Cau 10: Khi mudn thém sb trang cho tai liéu, Ta mubn s trang nam & trén Header thi ta chon:

A. Current Position B. Bottom Of Page C. Top Of Page D. Page Margins
Ciu 11: Ban c6 thé sir dung phim tit nao dé tao tai liéu méi?

A.CTRL+N B. CTRL+S C.F12 D. CTRL+O
Cau 12: Lénh nao ban s€ dat nam cét c6 cung chiéu rong cot?

A. AutoFit  B. Distribute Columns Evenly C. Distribute Columns D. Align Columns
Cau 13: Dé gop cic 6 duoc chon trong bang thanh 1 6 duy nhét ta chon tinh ning

A. Split Table B. Merge Cells C. Merge Table D. Split Cell
Céau 14: Dé thay ddi vin ban goi ¥ khi sir dung tinh ning Insert Hyperlink, ta str dung:

A. ScreenTip B. Address C. Bookmark D. Text To Display

Ciu 15: Dé thém 1 cot déu bang ta thuc hién:
A. De con tro ¢ cdt cu01 cung trong bang, chon Layout Tab va chon nit 1énh Insert Left
B. Dé con tr6 & cot cudi clng trong bang, chon Layout Tab va chon nat lénh Insert Right
C. Dé con tro & cot dau tién cung cia bang, chon Layout Tab va chon nut 1énh Insert Left

D. Dé con tré & cot dAu tién ciin  ctia bang, chon Layout Tab va chon nit 1énh Insert Right
Ciu 16: Khi thém m. trong Qick Access Toolbar c6 y dé lam gi:

A. Thém nut tinh nang Page Break trén thanh cong cu truy cdp nhanh

B. Thém dudng ké phéan cach giira cac nut 1énh

C. Tinh nang an di thanh céng cu truy cap nhanh Qick Access Toolbar

D. Thém nat 1&nh v& shape line trén thanh cdng cu truy cap nhanh
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Céu 17: Phidn mé rong tap tin mic dinh duoc gan cho tai lidu Word 2016 1a gi?

A. . doc , B. .docm C. .dotx D. .docx
Ciu 18: Muon thay d6i mau vién cua chir ta chon:
A. Shape Fill B. Text Fill C. Shap Outline D. Text Outline

Céu 19: Cach don gian nhat dé tao Table of contents ty dong 1a gi?

A. Ap dung céc kiéu Headlng mot cach thich hop cho céc tiéu dé trong tai ligu.

B. Tao kiéu riéng cho tit ca vin ban va ap dung nhitng kiéu nay mét cach thich hop trong tai lidu.

C. Déanh diu céc tidu d& nhu cac myc cho muc luc.

D. Ap dung céc kiéu Tiéu dé& phil hop cho cac tiéu dé trong tai liéu.
Ciu 20: Chi mudn chi muén in trang 2, trang 7, trang 9 va section 5, ta thiét lép ché dé:

A. 2-9,55 B. 2-7-9,S5 C.2,7,9,85 D. 2-7-9-S5
Ciéu 21: Ban c6 thé xoay hinh anh & goc nao?

A. Chi 90 ° tai mdt thoi diém. B. Chi 45 ° tai mot thoi diém. €. Chi 15 °mdilan.  D. O moi goc dd.
Céu 22: Doc dé phia dudi va chon thao tac - tinh niang chinh xdc nhét
|| Add a hyperlink to selected text:
Last paragraph, hyperlink the text <THPT NK TDTT H.BC>,
Link to: https:// https://thptnangkhieutdttbinhchanh.hcm.edu.vn/ |||

A. Quét khoi dong chir <THPT NK TDTT H.BC> ¢ doan vin ban cudi cung, chon Insert hyperlink va chon Link
to 1a E-mail Address

B. Quét khéi dong chit <THPT NK TDTT H.BC> & doan van ban cudi cting, chon Insert hyperlink va chon Link
to la Existing File or Web Page

C. Quét khi dong chit <THPT NK TDTT H.BC> & doan vén bin cudi cing, chon Insert hyperlink va chon Link
to 1 Place in This Document

D. Quét khoi dong chir <THPT NK TDTT H.BC> & bit ky vi tri nao tim thay, chon Insert hyperlink va chon
Link to la Place in This Document
Cau 23: Khi sir dung tinh nang chia c6t (Columns) trong Layout Tab cho doan van ban. Tai sao khi chon Number
of columns 12 3 ma khi ta chinh d6 rong (Width) hodc khoang cach cac ¢t (Spacing) thi chi c6 thé chinh duy nhat
cot dau tién?

A. Vi chua bat tinh ndng Line between

B. Vi k.hl sir dung tinh nang chia cot thi mic dinh d6 rong va khoang cac ot bing nhau, khong thé thay dbi. Nén
chi cén diéu chinh & cot dAu tién

C. Chua nhét ntit OK & 4p dung chia cét. Sau d6 méi chinh duge.

D. Vi dang bat tinh nang Equal column width.
Ciu 24: Thanh cong cu truy cdp nhanh - Quick Access toolbar dung dé

A. Hién thi toan b6 céc nat 1énh, tinh ning niing trong hé soan thao gitp c6 thé dinh dang viin ban.

B. Chira nhirng nit 1énh ty bién giup ban thue hién nhanh céc tinh nang.

C. Hién thi trang thai clia tai liéu nhu s6 trang, s6 lugng ky tu,....

D. Hién théng thong tin cua tai lidu.
Cau 25: Tai sao ban nén xem trudc (Preview) tai liéu trudc khi in?

A. Xem trudc tai liéu dé dam bao ring céc tir khoa thich hop da dugc thém vao thudc tinh tai ligu.

B. Xem trudec tai liéu dé dam bao tai liéu s& duoc luu sau khi in.

C. Xem truéc tai liéu dé kiém tra BS cuc cudi ciing véi nhimg gi ban mong doi.

D. Xem trudc tai liéu dé kiém tra xem tit ca cac hinh anh c6 bao gdm vin ban thay thé phu hop khéng.
Ciu 26: Giai thich SmartArt 12 gi va khi nao ban c6 thé sir dung né.

A. Mot tinh ning ligt ké nhiing hinh anh ban thudng s dung dé chén nhimg hinh anh nay vao tal lidu.

B. Mét tinh niang cho phép ban tao céc so dd nhur so @ td chirc, quy trinh theo chu ky hoic so do kim tu thap.

C. M6t tinh ndng cho phép ban chuyén dbi danh sach du déu dong thanh so db cay

D. M¢t tinh ndng chira m6t s6 hinh dang nghé thudt thuong duge sir dung ma ban co thé chén vao tai liéu.
Ciu 27: Ta mudn déi twong hinh anh dwgc chon ndm dudi doi tugng chit, trong tinh ning wrap text ta chon:

A. Square B. Behind Text C. In Front of Text D. Tight
Ciu 28: Dé dong tidu d& cua bang duogc lip lai & & céc trang néu bang qua dai nim & nhiéu trang trong word, ta
chon tinh néng

A. Sort B. Repeat Header Rows C. Convert to Text D. Cell Margins

B. PHAN TU LUAN: (Hoc sinh lam bai bang biit muc) (3 diém)
Céu 29: Néu ché tén ché d6 xem mic dinh trong ms.word giup ngudi dung co thé nhap liéu va dinh dang vin
ban in 4n. Muén chuyén sang ché d¢ xem khéc ta thuc hién nhu thé nao?
Céu 30: Y nghia tinh ning Inspect Document va cach thuc hién?
..Hét...

Hg 100 B8 5. e onrommeemeorsissseas sasissisassatamnissssnssmess Sl RO QRDD 3:oossussmsmmsnsnn LD fsavussvss

Trang 2/2 - M dé thi 111



s/ VA PAO TAO TP HO CHI MINH
,, S (mﬁngmnr NANG KHIEU TDTT H.BC pF CHINH THUC

BE KIEM TRA HOC KiI- NAM HQC 2021-2022
. MON TIN - KHOI 10 Ma dé 141
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A. PHAN TRAC NGHIEM (Hoc sinh lam bai bang bat chi) (7 dlem)
Em hay chon phuong an dung theo cac yéu cdu cua cac cdu hoi va t6 kin cac 6 tron twong ung bang but chi vao
trong bang tra lo‘t trac nghiém.
Céau 1: Tai sao can phai tao headers va Footer cho 1 tai liéu dai:
A.Lanoi glup ta tao dinh dang trang tri thém cho van ban, tao sy thu hut va bit mét
B. Noi dung gilp tao khodng cdc cho ndi dung van ban v6i 18 trén va 1& dudi
C. C6 dinh mot sb théng tin can xuyen sudt & trong mdi trang cua van ban
D. Phén biét glua tiéu de va phan ndi dung, tranh su nhim 1an
Céu 2: Chi muon chi mudn in trang 2, trang 7, trang 9 va section 5, ta thiét 1ap ché do:

A.2-9,85 B. 2,7,9,S5 C. 2-7-9,85 D. 2-7-9-S85
Ciu 3: }’?é tao hién g chir luvon séng nhu miu bang WordArt, trong text effects ta chon:

Kiem tra gifrs ky 1

A. Transform B. Glow C. 3-D Rotation D. Shadow
Céu 4: Loai ghi chii nao thudng duge tim thiy & dudi cung cia trang noi né duge tham chiéu?

A. Comment B. Citation C. Endnote D. Footnote
Cau 5: Mudn thay di mau nén ciia shape ta chon:

A. Shape Fill B. Text Fill C. Shap Outline D. Text Outline
Ciu 6: Ta muén ddi twong hinh anh dugc chon nim dudi ddi twong chi, trong tinh niing wrap text ta chon:

A. Square B. Tight C. In Front of Text D. Behind Text
Cau 7: Dé thay d6i vin ban goi v khi sir dung tinh néng Insert Hyperlink, ta sir dung:

A. Address B. ScreenTip C. Text To Display D. Bookmark

Ciu 8: Khi sir dung tinh nang chia cdt (Columns) trong Layout Tab cho doan vén ban. Tai sao khi chon Number
of columns 13 3 ma khi ta chinh d§ rong (Width) hodc khoang cach cac cdt (Spacing) thi chi co thé chinh duy nhét
cot dau tién?

A. Vi chua bit tinh ning Line between

B. Vi khi st dung tinh néng chia ¢4t thi méc dinh dg rong va khoéng céc cft bang nhau, khong thé thay d6i. Nén
chi cin diéu chinh & cot dau tién

C. Vi dang bét tinh nang Equal column width.

D. Chua nhat nit OK ¢ 4p dung chia cdt. Sau d6 méi chinh duge.

Ciu 9: Khi thém r<Separator> | trong Qick Access Toolbar ¢6 ¥ dé lam gi:

A. Thém nit Iénh vE shape line trén thanh céng cu truy cap nhanh

B. Thém nit tinh ning Page Break trén thanh cong cu truy cdp nhanh

C. Tinh ning an di thanh cong cu truy ciip nhanh Qick Access Toolbar

D. Thém dudng ké phan cach gifra cac nit lénh
Ciu 10: Doc dé phia dudi va chon thao téc - tinh ning chinh xac nhat
||| Add a hyperlink to selected text:
Last paragraph, hyperlink the text <THPT NK TDTT H.BC>,
Link to: https:// https://thptnangkhieutdttbinhchanh.hcm.edu.vn/ |||

A. Quét khdi dong chit <THPT NK TDTT H.BC> & doan vin ban cudi ciing, chon Insert hyperlink va chon Link
to 12 E-mail Address

B. Quét khéi dong chit <THPT NK TDTT H.BC> & doan vin ban cubi cing, chon Insert hyperlink va chon Link
to 1a Existing File or Web Page

C. Quet khéi dong chit <THPT NK TDTT H.BC> ¢ doan vén ban cudi cung, chon Insert hyperlink va chon Link
to la Place in This Document

D. Quét khdi dong chit <THPT NK TDTT H.BC> & bét ky vi tri ndo tim thiy, chon Insert hyperlink va chon
Link to 1a Place in This Document
Cau 11: Str dung Find and Replace Dialog box, muén tim kiém phén biét chit hoa va chir thudng ta chon tinh ning:

A. Find whole words only B. Find Next C. Match case D. Use Wildcards
Ciéu 12: Ban c0 thé sir dung phim tit ndo dé tao tai liéu méi?
A. CTRL+N B. CTRL+S C. CTRL+O D.Fl12

Céu 13: Trong khi tao header ma ta mudn tao su khac biét giira trang déu tién so vdi cic trang con lai, ta chon:
A. Different Odd&Even Page B. Different First Page C. Go To Header/ Footer D. Header From Top
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Céu 14: Ban ¢6 thé xoay hinh anh & géc nao?

A. O moi goc do. B. Chi 90 ° tai mot thoi diém.  C. Chil5° mdilan.  D. Chi 45 ° tai mot thoi dlém
Ciu 15: Khi tao bang, & muc AutoFit behavior chon 1énh nao d& tao bang tu dong c6 do rong bang vdi cira sb man
hinh lam viéc

A. Autofit width column B. Fixed column \gvidth C. AutoFit to window D. AutoFit to contents
Ciu 16: Lénh nao ban sé dédt ndm ct co cung chiéu rong c6t?
A. Distribute Columns  B. Distribute Columns Evenly C. AutoFit D. Align Columns

Cau 17: Tai sao nén st dung tinh ning Insert Cover Page thay vi tao trang tiéu dé cua riéng ban?
A. Tinh nang nay bao gbm mot trang muc luc tao ty dong.
B. Ban ¢6 thé chon mdt cdi 1am méc dinh cho tit ca cac tai liéu.
C. C6 rht nhidu thiét k& thuong duac su dung cung cp cho céc tai liéu.
D. Tinh nang nay tu dong bao gbm s trang cho tai lidu.
Céu 18: Phin md rong tap tin mic dinh dugce gén cho tai liu Word 2016 1a gi?

A. .docm B. .doc C. .dotx D. .docx
Cau 19: Muén thay d6i mau vién ctia chit ta chon:
A. Shape Fill B. Text Outline C. Shap Outline D. Text Fill
Céu 20: D& gop céc 6 dugc chon trong bang thanh 1 6 duy nhét ta chon tinh ning
A. Split Cell B. Merge Table C. Merge Cells D. Split Table
Chu 21: Dé dong tiéu d& duge lap lai qua cic trang trong word néu bang qua dai nim & nhiu trang, ta chon tinh
nang
A. Cell Margins B. Repeat Header Rows  C. Convert to Text D. Sort
Ciu 22: Khi mudn thém s trang cho tai liéu, Ta mubn sb trang nim & trén Header thi ta chon:
A. Current Position B. Page Margins C. Top Of Page D. Bottom Of Page

Céu 23: Thanh cong cu truy cp nhanh - Quick Access toolbar dung dé
A. Hién thi trang thi cta tai liéu nhw s trang, s& hrong ky tur,.
B. I-Ilen thong thong tin cta tai ligu.
C. Hién thi toan bd cac nit 1énh, tinh ning ning trong hé soan thao gilp co thé dinh dang vin ban.
D. Chita nhitng nat 1énh tity bién gitip ban thuc hién nhanh c4c tinh ning.
C#Au 24: Tai sao ban nén xem trudc (Preview) tai liéu trudce khi in?
A. Xem trudc tai ligu dé dam bao tai liéu s& dugc luu sau khi in.
B. Xem trudc tai lidu d& dam bao ring cac tur khoa thich hop da dugc thém vao thudce tinh tai liéu.
C. Xem trudc tai liéu dé kiém tra xem tat ca «céc hinh dnh c6 bao gbm vin ban thay thé phii hop khéng.
D. Xem trudc tai liéu dé kiém tra B6 cuc cudi ciing véi nhimg gi ban mong doi.
Ciu 25: Dé thém 1 cét dau bang ta thuc hién:
A. I-)é con tré & cot déu tién ciing cua bang, chon Layout Tab va chon nut 1énh Insert Left
B. Dé con trd & cot cum cung trong bang, chon Layout Tab va chon mit 1énh Insert Right
C. Dé con trd & cOt cudi cling trong bang, chon Layout Tab va chon nut 1énh Insert Left
D. Dé con tr6 & cot ddu tién cung cua bang, chon Lajyout Tab va chon nut 1énh Insert Right
CAu 26: Giai thich SmartArt 14 gi va khi nao ban c6 thé st dung no.
A. Mét tinh ning cho phép ban tao cic so d6 nhu so dd t chirc, quy trinh theo chu ky hodc so db kim ty thap.
B. M6t tinh nang liét ké nhiing hinh anh ban thudng str dung dé chén nhiing hinh anh nay vao tai liu.
C. Mot tinh néng cho phép ban chuyén dbi danh sach diu dau dong thanh so do cay.
D. Mot tinh ndng chira mét s6 hinh dang nghé thuat thudng dugc sir dung ma ban ¢6 thé chén vao tai lidu.
Cau 27: Khi nio ban c6 thé nhip dap vao lénh Format Painter thay vi nhap vao mdt 1an?
A. Nhip dup vio Format Painter dé tu dong 4p dung kleu cho céc tiéu de.
B. Sit dung mdt lan bim dé ap dung cho tai liéu 1 khdi van ban va nhap dap cho tai liéu nhidu khéi & nhiéu vi tri.
C. Khéng c6 su khac biét gitra hanh dong nhap chuét don hogc nhip dap.
D. Nhip dup vao Format Painter khi ban mudn ap dung dinh dang cho mét s6 khéi van ban.
Cau 28: Céch don gian nhit dé tao Table of contents tw dong 14 gi?
A. Ap dung céac kiéu Tiéu @& pht hop cho céc tiéu dé trong tai liéu.
B. Tao kiéu riéng cho tit ci vin ban va 4p dung nhiing kiéu nay mdt cach thich hop trong tai liéu.
C. Péanh déu cac tiéu dé nhu cic myuc cho muyc luc.
D. Ap dung céc kiéu Heading mot cach thich hop cho cic tiéu dé trong tai liéu.
PHAN TU LUAN: (Hoc sinh lam bai bang but muc) (3 diém)
Céu 29: Néu ché tén ché d6 xem mic dinh trong ms.word gitp ngudi dung ¢ thé nhap liéu va dinh dang vin
ban in An. Muén chuyén sang ché d6 xem khéc ta thuc hién nhu thé nao?
Ciu 30: Y nghia tinh niing Inspect Document va cach thye hién?
... Hét...
Ho t8n HS oot e S0 Do danh s msmmpesesins LD Saosus
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Thoi gian 1am bai : 45 phit

A. PHAN TRAC NGHIEM (Hoc sinh lam bai bang but chi) (7 dtem)

Em hay chon phicong an d‘ung theo cac yéu cau cua cac cdu hoi va 6 kin cac é tron tuwong ung bang but chi vao
trong bang tra loi trac nghiém.
Ciu 1: Dé thay doi vin ban goi y khi sir dung tinh nang Insert Hyperlink, ta sir dung:

A. Address B. ScreenTip C. Bookmark D. Text To Display
Ciu 2: Loai ghi cht nao thuong duge tim thay & dudi cing ctia trang noi no dugc tham chiéu?
A. Comment B. Footnote C. Endnote D. Citation

Ciu 3: Tai sao nén sir dung tinh niing Insert Cover Page thay vi tao trang tiéu dé cua riéng ban?
A. C6 rét nhiéu thiét ké thuong dugce sir dung cung cép cho céc tai lidu.
B. Ban ¢6 thé chon mdt cai lam mic dinh cho tit ca céc tai liéu.
C. Tinh nang nay tu dong bao gdm sb trang cho tai lidu.
D. Tinh nang nay bao gom mét trang muc lyc tao tw dong.
Ciu 4: De tao hién tmg chir lugn séng nhur mau bang WordArt, trong text effects ta chon:

Kiém tra gigq ky 1

A. 3-D Rotation B. Glow C. Shadow D. Transform
Cau 5: Dé thém 1 cot dau bang ta thyrc hién:

A. Dé con tro & cot cum cung trong bang, chon Layout Tab va chon nat 1énh Insert Right

B. Dé con tro & ¢t cudi cling trong bang, chon Layout Tab va chon nut 1énh Insert Left

C. Pé con tro & cot dau tién cung cua bang, chon Layout Tab va chon nit 1énh Insert Left

D. Dé con tro & cot dau tién cung cua bang, chon Layout Tab va chon nit 1énh Insert Right
Ciu 6: Tai sao ban nén xem trudc (Preview) tai liéu trude khi in?

A. Xem trude tai ligu dé dam bao ring céc tir khoa thich hop da dugce thém vao thudc tinh tai ligu.

B. Xem trude tai lidu dé dam bao tai liéu s& duge luu sau khi in.

C. Xem trudc tai lidu dé kiém tra B6 cuc cudi cling v6i nhimg gi ban mong doi.

D. Xem trudc tai lidu dé kiém tra xem tt ca cac hinh anh cé bao gdbm vin ban thay thé phi hop khong.

Ciu 7: Ban c6 thé sir dung phim tit nao dé tao tai liéu méi?

A. CTRL+N B. CTRL+ S C.F12 D. CTRL+O .
Cau §: Khi tao bang, & muc AutoFit behavior chon 1énh nao dé tao bang ty dong c6 do rong bang vdi cira sO man
hinh lam viéc

A. AutoFit to window B. Autofit width column C. Fixed column width D. AutoFit to contents
Cau 9: Ta mubn ddi twgng hinh anh dugc chon nim dudi dbi twgng chit, trong tinh ning wrap text ta chon:

A. Square B. Behind Text ) C. In Front of Text D. Tight
Cau 10: Lénh nao ban s& dit ndm cdt ¢6 cliing chiéu rong cot?
A. AutoFit B. Distribute Columns Evenly C. Distribute Columns D. Align Columns

Céu 11: Khi thém [_<5€Parator>  jrono Qick Access Toolbar c6 ¥ dé lam gi:
A. Thém nut tinh nang Page Break trén thanh céng cy truy cdp nhanh
B. Thém duong ké phan cach giira cac nit 1énh
C. Tinh ning an di thanh céng cu truy cip nhanh Qick Access Toolbar
D. Thém nut énh v€ shape line trén thanh cong cu truy cap nhanh
Cau 12: Dé gop cac 6 duge chon trong bang thanh 1 6 duy nhét ta chon tinh ning
A. Merge Cells B. Split Table C. Merge Table D. Split Cell
Ciu 13: Sir dung Find and Replace Dialog box, muén tim kiém phan biét chit hoa va chir thudng ta chon tinh nang:
A. Match case ‘B. Find Next C. Find whole words only D. Use Wildcards
Ciu 14: Khi mudn thém s6 trang cho tai liéu, Ta mudn s6 trang nim & trén Header thi ta chon:
A. Current Position B. Page Margins C. Bottom Of Page D. Top Of Page
Céu 15: Tai sao can phai tao headers va Footer cho 1 tai liéu dai:
A. C4 dinh mét sb théng tin can xuyén subt & trong mdi trang ciia vin ban
B. Noi dung gilp tao khoang cac cho ndi dung vin ban véi 1€ trén va 1& dudi
C. La noi gitp ta tao dinh dang trang tri thém cho vin ban, tao sy thu hat va bit mit
D. Phin biét giira tiéu d& va phin ndi dung, tranh sy nhim lan
Céu 16: Phin m& rong tdp tin médc dinh dugc gan cho tai liéu Word 2016 1a gi?
A. .doc B. .docm C. .dotx D. .docx
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Cau 17: Cach don gian nhét dé tao Table of contents tr dng la gi?
A. Ap dung céc kiéu Tiéu d& phu hop cho céc tiéu dé trong tai liéu.
B. Panh dau céc tiéu dé nhu cac muc cho muc luc.
C. Ap dung cdc kiéu Heading mét cach thich hop cho cdc tiéu dé trong tai liéu.
D. Tao kiéu riéng cho tit ca vin ban va dp dung nhing kiéu nay m6t cach thich hop trong tai lidu.
Cau 18: Trong khi tao header ma ta mudn tao sy khac biét giira trang d4u tién so v&i céc trang con lai, ta chon:

A. Different First Page  B. Header From Top C. Different Odd&Even Page D. Go To Header/ Footer
CAau 19: Chi muon chi muon in trang 2, trang 7, trang 9 va section 5, ta thiét lip ché dé:
A.2-9,85 B. 2-7-9,85 C.2,7,9,85 D. 2-7-9-S5

Ciu 20: Ban c6 thé xoay hinh anh ¢ goc nao?

A. Chi 90 ° tai mdt thoi diém. B. Chi 45 ° tai mot thoi diém.  C. Chi 15 °mbilan.  D. O moi goc do.
CéAu 21: Mudn thay ddi mau vién cua chir ta chon:

A. Shape Fill B. Text Outline C. Shap Outline D. Text Fill
Ciu 22: Khi sir dung tinh ndng chia cét (Columns) trong Layout Tab cho doan vin ban. Tai sao khi chon Number
of columns 12 3 ma khi ta chinh d6 rong (Width) hodc khoang cach céc cot (Spacing) thi chi c6 thé chinh duy nhét
cot dau tién?

A. Vi chua bit tinh ndng Line between

B. Vi khi sir dung tinh ning chia ¢t thi mac dinh d6 rong va khoang cac cét bﬁng nhau, khéng thé thay ddi. Nén
chi cin diéu chinh & cot diu tién

C. Chua nhit nit OK & ap dung chia cgt. Sau d6 mai chinh duge.

D. Vi dang bét tinh nang Equal column width.
Ciu 23: Thanh céng cu truy cap nhanh - Quick Access toolbar dung dé

A. Hién thi toan bo cac nit 1énh, tinh ning ning trong hé soan thao gitip c6 thé dinh dang vin ban.

B. Hlen thong thong tin cua tai ligu.

C. Hién thj trang théi cta tai liéu nhu s trang, s6 lugng ky tu,.

D. Chira nhitng nat 1énh tily bién gitip ban thuc hién nhanh cac tmh nang.
Cau 24: Khi ndo ban c6 thé nhép dip vao 1énh Format Painter thay vi nhip vao mot l4n?

A. Khéng c6 su khic biét gilta hanh déng nhép chudt don hoic nhap dip.

B. Nhap dup vao Format Painter khi ban mudn 4p dung dinh dang cho mét s khéi van ban.

C. Str dung mét 1an bim dé 4p dung dinh dang cho tai liéu 1 khoi vin ban va nhép dap cho tai lidu nhiéu khdi &
nhiéu vj tri.

D. Nhip dup vao Format Painter dé ty dong ap dung kiu cho céc tidu dé.
CAu 25: Giai thich SmartArt la gi va khi nao ban c6 thé sir dung né.

A. Mot tinh ning liét ké nhitng hinh anh ban thudng sir dung dé chén nhing hinh anh nay vao tai liéu.

B. M6t tinh niing cho phép ban tao cac so dd nhu so dd td chire, quy trinh theo chu ky hodc so dd kim tur thap.

C. Mot tinh néng cho phép ban chuyén d6i danh séch diu du dong thanh so db cay.

D. Mot tinh ning chira mét s6 hinh dang nghé thuat thuong dugc sir dung ma ban c6 thé chén vao tai lidu.
Cau 26: Dé dong tiéu d& dugc lap lai qua cac trang trong word néu bang qua dai nim & nhiéu trang, ta chon tinh

ning

A.Sort _ B. Repeat Header Rows C. Convert to Text D. Cell Margins
C#u 27: Mudn thay d6i mau nén cua shape ta chon:

A. Shap Outline B. Text Fill C. Text Outline D. Shape Fill

Ciu 28: Doc dé phia dudi va chon thao tic - tinh ning chinh xac nhat
|l Add a hyperlink to selected text:
Last paragraph, hyperlink the text <THPT NK TDTT H.BC>,
Link to: https:// https://thptnangkhieutdttbinhchanh.hcm.edu.vn/ |||
A. Quét khdi dong chir <THPT NK TDTT H.BC> & doan vin ban cudi ciing, chon Insert hyperlink va chon Link
to 1a E-mail Address
B. Quét khéi dong chit <THPT NK TDTT H.BC> ¢ doan van ban cudi cung, chon Insert hyperlink va chon Link
to 1a Place in This Document )
C. Quét khdi dong chit <THPT NK TDTT H.BC> ¢ doan vin ban cudi cung, chon Insert hyperlink va chon Link
to 1a Existing File or Web Page
D. Quét khéi dong chit <THPT NK TDTT H.BC> & bt ky vi tri nao tim thdy, chon Insert hyperlink va chon
Link to 1a Place in This Document
B. PHAN TU LUAN (Hoc smh lam bai b&ng but muc) (3 d‘:em)
Céu 29: Néu ché tén ché do xem mic dinh trong ms.word giup ngudi ding ¢ thé nhap liéu va dinh dang vin
ban in 4n. Mubn chuyen sang ché @6 xem khéc ta thuc hién nhu thé nao?
CAu30:Y nghia tinh ning Inspect Document va cach thure hién?
..Hét...
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B. PHAN TU LUAN:

s A
Chu héi Dép 4n Bis
m
Cau 29: Néu ché tén ché | - Ché dd xem mic dinh cua MS.Word giup nhap liéu dinh dangla | 0.5
46 xem mic dinh trong ché dd Print Layout
ms.word gitip ngudi ding c6 | - Céc buée dé chuyén sang ché do khac:
thé nhap liéu va dinh dang | + Budc 1: Chon View Tab/ View Group 025
van ban in 4n. Muén chuyén | + Buéc 2: Chon ché do can thay déi 025
sang ché d6 xem khéc ta thuc
hién nhu thé nao?
Céu 30: Y nghia tinh ning Inspect Document 13 céng cu h6 trg ngudi ding trong viée 1
Inspect Document va céch soat lai vin ban trrde khi xuit ban nhiam x4c dinh tic gia cua vin
= ban 12 ai, ¢ thay ddi bit ki ndi dung nao khong, sira ddi lan cudi
thye hign? khi no,.... Giiip ngudi dung c6 thé x6a di nhimg théng tin bao mat
hoic khéng cén thiét
Thue hién:
B1: Chon File Tab/ Info Section/ Check For Issues/ Nt 1énh 0.25
Inspect Document
B2: Chon vao cdc muc théng tin can kiém tra, chon Inspect 0.25
B3: Lick chon vao Remove All vao cac théng tin can x6a 0.25
B4: Close 0.25

-——HET—-




	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10

