PE CUONG ON TAP GIUA KY II - MON TIN HQC 10A1

A. PHAN TRAC NGHIEM:

Cau 1. H¢ soan thao vin ban 1a phin mém

A. hé théng B. irng dung C. tin hoc D. soan thao
Cau 2. Pon vi xir li vin ban nao 12 nhé nhit?

A. Ki tw B. Tu C. Cau D. Boan
Cau 3. Sap xép don vi xir li vin ban tir nhé dén lon:

A. Ki tw - Tir - Cau - Poan B. Tu - Ki tu - Cau - Boan

C. Poan - Kity - Cau - Tu D. Poan - Cau - Tu - Ki ty
Cau 4. Dong chir “Trung taam Tin Hojc” dwoc nhép theo kiéu go .

A. TELEX B. TCVN3 C. VNI D. UNICODE
Cau 5. Chuyén sang tiéng Viét doan g6 sau: "Chuwces mungf nawm mowis"

A. Chtiic mirng ndm méi B. Chiic ming nim moi

C. Chiic mirng nam moi D. Chirc mung nim mdéi

Cau 6. Dé xéa ki tu bén phai con tré khi soan thio vin ban ta sir dung phim

A. Shift B. End C. Delete D. Back Space
Céau 7. Khi soan thao vin ban Word, phim Enter dwgc dung Khi:

A. Panh chir hoa B. Sao chép C. Cach khoang D. Két thiic mdt doan viin
Céau 8. Cau nao ding trong cac ciu sau?

A. Word la pl}a‘in mém ing dung B. Word la phefm mém hé théng

C. Word la phan mém tién ich D. Word Ia phan mém soan thao

Cau 9. Nhirng phat biéu nio sau day la ding dbi véi viéc sir dung t6 hop phim tit?

A. Mét nhiéu thoi gian B. Nhanh hon
C. Can phai mé bang chon tuong tng. D. Cham hon st dung 1énh

Cau 10. Trong Word, dé mé méi mot viin ban, ta cé thé nhan t6 hop phim:
A. Ctrl+N B. Ctrl+O C. Ctrl+Q D. Ctrl+P
CAu 11. Phim Insert trong soan thao viin ban c6 tac dung gi? chuyén doi

A. Bat ché @6 g0 de van ban B. Bat ché do g0 chén van ban
C. Pinh dang van ban D. Khong ¢6 tac dung gi

Céau 12. Cach khéi dong Word:

A. Nhay dip chudt vao biéu twong El trén man hinh nén
B. Start > All Programs = Microsoft PowerPoint

, X
C. Nhay dap chudt vao biéu tugng trén man hinh
D. Start > WordPad

Céu 13. Phim Home c6 chirc nang:

A. Di chuyén_con tré soan thio vé dau dong B. Di chuyén con tré chudt vé dau dong
C. Di chuyén con tr6 soan thao vé cudi dong D. Di chuyén con tro soan thao vé dau van ban




Cau 14. Muén lrru tép vin ban dang mé véi tén khac ta thue hién:

A. File > Save As... B. File = Save C. Edit = Save As... D. Edit > Save
Cau 15. Pé chon mét tir, ta thue hién thao tic nhap chudét __ lan lién tuc.
A. 2 B.1 C.3 D.4

Cau 16. Biéu twong # dwoc sir dung khi thye hién thao tac

A. Sao chép van ban B. Innhanh tip tin  C. Di chuyén viin ban D. Dan van ban

Cau 17. Pé thue hién dinh dang trang in, thuc hién 1énh

A. Page Layout - Page Setup B. File - Page Setup
C. Format - Page Setup D. Insert - Page Setup

Cau 18. Pé mé hop thoai Font, ta ding t6 hop phim .
A. Ctrl+A B. Ctrl+B C. Ctrl+C D. Ctrl+D
Cau 19. Biéu tweng 1énh £ 7 ¢6 chire ning .
A. Té mau chir B. Thay d6i kich thudc chit  C. Chon font chit  D. T6 mau nén

Cau 20. Khi trinh bay viin ban, khong thé thwe hién viéc nao sau day?

A. Thay dbi khoang cach giita cac doan B. Stra chinh ta ]
C. Chon c¢06 chir D. Thay doi hwéng giay

Cau 21. Trong hp thoai Page Setup - trang Margins - Margins dung dé thuc hién .

A. chon kho gidy B. canh Ié trangin C. chon dinh huéng trang in D. in vin ban

Cau 22. Khi chon dinh hwéng trang in 13 kho doc, 18 nao thuong dwoc chira khoang cich nhiéu
nhit?

A. I8 trai B. 1& phai C. 18 trén D. 1& dudi
Cau 23. Trong hop thoai Page Setup - trang Margins — Orentation chon Portrait dung dé thwc
hién:

A. chon khd gidy , B. chon hwéng gidy dirng

C. chon huong gidy ngang D. in van ban

Cau 24. Mudn danh sé trang vin ban ta thuc hién:

A. Insert = Page Numbers... B. Insert = Symbol... C. Insert >
Break... D. Insert = Picture
Cau 25. Trong word, khi cin in so trang chi dinh, chon mét trong bon tity chon nio sau day?
Pagese range A. AII
& all
':E' Current pages 2 Selection B. Pages
I;;‘teji:;ehnumbers andF,l'clr page: riangles3 e 1z C' Current Page
: o D. Selection

CAu 26. Trong khi soan thao viin ban, néu két thic 1 doan va muén sang doan méi

A Nt}én t6 hop phim Shift - Enter B. Word tu dong, khong can bam phim
C. Bam phim Enter D. Bam t6 hgp phim Ctrl - Enter

Cau 27. Phim to hop Ctrl — F ¢6 cong dung gi?
A. Tim kiém B. Thay thé  C. Thuc hién tinh nang go tait D. Dat mat khau bao vé van ban

Cau 28. Trong hdp thoai Find and Replace, néu muon tim kiém c6 phan biét chir hoa hay chir
thuong, ta chon:



A. Match case

Cau 29. Trong Word dé tao bang, ta thuwc hién:
A. Insert — Table B. Table — Insert — Table C. Insert — Insert — Table

B. Find whole words only C. Use wildcards

D. Sounds like

D. Tools — Insert

— Table
Cau 30. Quan sat hai bang sau day:
KIEM TRA KIEM TRA
Khéi 10 Khéi 11 Khéi 12 Khéi 10 Khéi 11 Khéi 12
Vin Tin Sinh Vin Tin Sinh
90 phuit 45 phiit 60 phiit 90 phuit 45 phut 60 phit
Bang A Bang B

Em hiy cho biét Bang B nhan dwoc tir Bing A bang cach nao trong cic cich dudéi day:
A. Chon ba 6 hang thtr nhat rdi can giita
B. Chon ba 6 hang tht nhat, str dung 1énh Split Cells r6i cin giita
C. Chon hang thir nhit, sit dung 1énh Merge Cells rdi ciin giira
D. Chon hang thi nhat, vao Table -> Cells Alignment

Cau 31. Trong céc cach duwéi diy, cich nao dung dé cin chinh ndi dung trong mét 6 xudng sat
day 6?

B. Nhan nhiéu lan phim Enter

D. Nhén phim Tab - Enter

A. Dung cac khoang tréng trudc ndi dung
C. Chon niit 1énh Cell Alignment =

Cau 32. Pé chon mdt hang, thuc hién thao tic .

A. nhap chudt tai canh trdi hang d6
C. nhap do6i chuot trong hang do

B. nhé}p chudt tai canh trén hang dé
D. nhap do6i chudt tai canh dudi hang do

Cau 33. Trong Microsoft Word 2013, dé dinh dang mot doan vin ban, ngudi ta thuc hién:

A. Vao Page Layout - Magins

B. Vao Page Layout = Paragraph = Indents and spacing

C. Vao Page Layout - Orientatione - Portrait

D. Vao Review - Track Changes - Change tracking Options...

Cau 34. Trong Microsoft Word 2013, cong dung ciia té hop phim Ctrt + O trong soan théo la:

A. M6 mét hd so méi
B. DBong hd so dang mo
C. Mé mét ho so di cé
D. Luu ho so vao dia

Cau 35. Trong Microsoft Word 2013,khi dang soan thio vin ban, mudn chén cac ki ty dic biét
vao van ban, ngudi ta thuce hién:

A. Vao View = Symbol
B. Vao Home - Symbol
C. Vao file > Symbol

D. Vao Insert = Symbol

Cau 36. Trong Microsoft Word 2013, mudn sir dung chirc ning sira 15i va go tit, nguwoi ta thue
hién trong:

A. Vao file = Options = Poofing = AutoCorrect Options
B. Vao Home - Options - Poofing = AutoCorrect Options
C. Vao View - Options - Poofing = AutoCorrect Options
D. Vao Review - Options = Poofing = AutoCorrect Options




Cau 37. Trong Microsoft Word 2013, dé chén cac hinh anh don giin nhu hinh chir nhat, tron,
elip, tam giac,... ngudi ta thuc hién:

A. Vao Insert = Shapes = chon hinh cin vé
B. VAo Insert > TextBox=> chon hinh can vé&
C. Vao Insert > Screenshot-> chon hinh can vé
D. Vao Insert &> SmartArt=> chon hinh can vé

Cau 38. Trong Microsoft Word 2013, dé chén mot tiéu dé ¢ 1¢ trén vin ban dang mé, nguoi ta
thwe hién:

A. Vao Insert > Header 2 chon mdt miu tiéu dé
B. VAo Insert > Footer > chon mot mau tiéu dé

C. Vao Insert > Header > Romove Header

D. Vao Insert = Footer - Romove Header

Cau 39. Trong Microsoft Word 2013, dé chon mdt ciu trong doan viin ban, ngudi ta thuwe hién:

A. Nhan d6i phim chudt trai 1én ciu can chon

B. Giir phim Shift va nhan phim chudt trai 1én cau can chon

C. Nhén phim chudt trdi 3 1an vao 18 trdi ciia vin ban

D. Giit phim Ctrl va nhin phim chudt trai 1én ciu cin chon

Cau 40. Trong Microsoft Word 2013, dé din khoang cach giita cac dong 1a 1.5 line trong méjt
doan, ban st dung lua chon:

A. Format\Paragraph\ line spacing

B. Home\Paragraph\ Line Spacing\1.5
C. Nhian Crtl + Shift + 5 tai dong d6

D. Nhéan Crtl + 5 tai dau dong do

Cau 41. Trong Microsoft Word 2013, dé chén mét chir nghé thuit vio vin ban, ban sit dung lwa
chon:

A. Insert\ WordArt
B. Insert \ QuickPart
C. Insert\ ClipArt

D. Insert \ SmartArt

Cau 42. Trong Microsoft Word 2013, dé tao mdt bang biéu, ban thuc hién:

A. Insert\ Text\ Table \ Insert Table
B. Insert\ Text\ Insert Table

C. Insert\ Table \ Insert Table

D. Format \ Table \ Insert Table

Cau 43. Trong Microsoft Word 2013, dé ghép cic 6 dang chon trong 1 bang thanh 1 6, ban sir
dung lua chgn nao?

A. Thé Layout \ Margin Cells
B. Thé Layout \ Merge Cells
C. Thé Layout \ Split Table
D. Th¢ Layout \ Split Cells

CAu 44. Trong soin thiao Microsoft Word 2013, dé¢ chon mdt doan vin bén ta thuc hién:

A. Click 1 1an trén doan
B. Click 2 lan trén doan
C. Click 3 lan trén doan
D. Click 4 1an trén doan




CAau 45. Trong Microsoft Word 2013, mudn tach mt 6 trong Table thanh nhiéu 6, ta thyc hi¢n?

A. Table \ Merge Cells
B. Layout\ Splits Cells
C. Table \ Split Cells
D. Table \ Split Cells

Cau 46. Khi lam viéc véi vin ban Microsoft Word 2013, dé bat ché dd nhip ky tu Subscript khi
tao ky tu hoa hoc H20 Ta sir dung chirc ning nao:

A. Nhén t6 hop phim Ctrl + =

B. Nhan t6 hop phim Ctrl + Shift + +

C. Click chon biéu twong X2 (Superscript) trong nhom font
D. Click chon biéu twong X2 (Superscript) trong nhom format

Cau 47. Khi 1am viéc véi vian ban Microsoft Word 2013, dé bat ché dé nhap ky tw Superscript
khi tao ky tu toan hoc a? Ta sir dung chirc niing nao:

A. Nhan t6 hop phim Ctrl + =

B. Nhén t6 hop phim Ctrl + Shift + =

C. Click chon biéu twong X2 (Subcript) trong nhoém font

D. Click chon biéu twong X2 (Superscript) trong nhom format

Cau 48. Khi 1am viéc véi vin ban Microsoft Word 2013, dé chia ¢4t mét doan viin ban di chon ta
thwe hién nhu sau:

A. Page Layout > Columns = chon sb cét cin chia, OK
B. Insert > Columns = chon s6 cot can chia, OK

C. File © Columns = chon sb ¢t can chia, OK

D. Design > Columns = chon sd ¢t can chia, OK

Cau 49. Khi lam viéc véi vin ban Microsoft Word 2013, dé tao ki tw chir 16n diu dong vin ban
da chon ta thuc hién nhw sau:

A. Page Layout = Dropcap = chon mau phu hop, OK
B. Insert > Dropcap = chon miu phu hop, OK

C. File = Dropcap = chon mau phu hop, OK

D. Design = Dropcap = chon mau phu hop, OK

Cau 50. Khi 1am viéc véi vin ban Microsoft Word 2013, dé chén céng thirc toin hoc ta thwe hién
nhw sau:

A. Page Layout = Equation = thyc hién gd CT toan hoc phu hop
B. Insert = Equation = thwc hién gé CT toan hoc phu hop

C. File = Equation = thyuc hién gd CT toan hoc phu hop

D. Design = Equation = thuc hién gd CT toan hoc phu hop




B. PHAN TU LUAN:

e Tim hiéu céc t6 hop phim sau:

Ctrl + N :m¢ 1|Ctrl + C :copy |Ctrl + B :in ddm | Ctrl + = : chi s0 | Ctrl + Home Ve
file mo1 doan VB da chon doan VB da chon | duéi dau trang VB
Ctrl + O:m¢ tai | Ctrl + X :cit (di[Ctrl +  Lin|Ctrl + Shift + = | Ctrl+ End :Vé vi
liu da co chuyén) VB da | nghiéng doan VB | chi s0 trén tri cuoi trang VB
chon da chon
Ctrl + S:luu VB | Ctrl + V :dén doan | Ctrl +U :gach | Ctrl + E : can | Ctrl + L: cén trai
VB chan doan VB da | gitra
chon
Ctrl + P :hop|Ctr+F: bat hop | Ctrl +F4: dong | Ctrl + J :can déu | Ctrl + R: can
thoai in thoai tim ki€ém van ban 2 bén phai
Ctrl + D Mo | Ctrl + H: bat hop | Alt + F4 tait word | Ctrl+A: boi den | Ctrl + Z quay lai
hop thoai dinh | thoai thay thé toan bd van ban
dang font

* Néu cac thao tiac tim kiém tir cum tir (Word 2013)

Bude 1: Ban chon Home rdi chon Find, hodc dé nhanh hon ban nhan chon Ctrl + F.

Budc 2: Nhap tu can tim, nhan Enter hodc OK thi tit ca cac tir ban can tim s& hién ra (dugc t6 vang).

* Néu cac thao tic tim kiém va thay thé tir va cum tir (Word 2013)

Bwéc 1: Chon Home 16i chon Replace hoic nhin Ctrl + H dé mé hop thoai

Bwéc 2: Nhép tir, cum tir mudn tim vao 6 Find what.

Bwéc 3: Nhép tir, cum tir ban mudn thay thé vao 6 Replace with.

Buéc 4: Khi click chudt vao Find Next, man hinh s& bdi den lan lugt cum tir dang tim kiém

Buéc 5: Khi chon Replace hé théng sé thay thé tir/cum tir mot cach 1an luot. Mot 1an bam Replace 1a
mot 1an thay thé. Ban bam Replace All dé thay thé tat ca.

* Néu thao tac chén mot hinh dnh vao word (Word 2013)

Buwée 1: Trén thanh cong cu chon Insert > Chon Pictures.

Buwdc 2: Chon Picture, Chon hinh anh trén may tinh > Chon Insert.
Hoic vao Clip Art > Go, chon hinh anh bat ky.

* Néu thao tic ngit trang (Word 2013)

Budére 1: Dit con tro tai vi tri mubn ngat trang

Budéc 2: Nhan to hgp phim Ctrl + Enter hoic chon Insert > Page Break.

*Néu thao tic danh s6 trang




Buwée 1: Pau tién ban mo file Word can danh s trang, chon Insert > Page Number.
Bude 2: Lua chon bat ky mdt hinh thic danh s6 trang nao do hoac Vao Format page number dé lya

chon cac tuy chon danh sb trang > OK.

* Néu thao tao tiéu dé diu trang (header) (Word 2013)

Buéc 1: M6 trang Word, vao Insert chon muc Header.

Bude 2: Lua chon kiéu hién thi cho Header.

*Néu thao tao tiéu dé cudi trang (Footer) (Word 2013)

Buéc 1: M¢ trang Word, vao Insert chon muc Footer.

Bude 2: Lua chon kiéu hién thi cho Header.

* Néu cac thao tac Chia cot van ban (Word 2013)

Buwoce 1: M6 file Word chtra van ban, Boi den phén van ban ban mudn chia cot.
Buwdc 2: Chon Page Layout > Columns.

Bwode 3: Lua so cOt muodn chia > OK

* Néu cac thao tic tao chir 16n diu trang (Word 2013)

Buwéc 1: M6 file Word > T6 chon chir cai mudn tao Drop Cap.

Buwéc 2: Chon thé Insert, O muc Text > Chon Drop Cap.

Budc 3: Chon hinh thic tao chit 16n phu hop hodc vao Drop cap options > lwa chon hinh thirc phu
hgp > OK.

* Cach chén bang vao van ban (Word 2013)

Bwéc 1: Mé Word, nhép chudt vao vi tri mubn chén bang
Buwéc 2: Vao Insert > Table > Insert Table (hodc di chuyén chudt lwa chon tryc tiép hang/cét)
Bude 3: Chon sd hang cot roi bam OK.

* Cac thao tac thuc hién chirc ning g6 tit (Word 2013)

Budce 1: Vao file > Options

Budc 2: Trong hop thoai Word Options > chon Proofing > Autocorrect Options..

Budc 3: G tir gb tat vao 6 Replace va gd cum tir can gb tat vao 6 With

Bué6c 4: Bam ADD dé thém cum tir can g0 tat vao (hoac chon va Delete cum tir can x0a)
Budc 5: Chon OK dé hoan thanh.



