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Céau 1.

Cau 2.

Cau 3.

Céu 4.

Cau 5.

Cau 6.

MODULE 03: XUr LY VAN BAN CO’ BAN (1U03)

Phan mém soan thao van ban 1a gi?

e Phian mém soan thao vin ban 1a 1 phan mém hé théng cho phép thuc hién nhitng
thao tac lién quan dén viéc soan thao van ban: gd (nhap) van ban, sira doi, trinh
bay, luu trit va in 4n vin ban.

e Phan mém soan thao van ban 1 1 phan ctng cho phép thuc hién nhitng thao tac
lién quan dén viéc soan thao van ban: gd (nhap) vin ban, sira di, trinh bay, luu
trit va in 4n van ban.

e Phan mém soan thao van ban 1a 1 phan mém wng dung cho phép thuc hién nhirng
thao tac lién quan dén viéc tao bang tinh.

e Phan mém soan thao van ban 1a 1 phan mém &ng dung cho phép thuc hién nhiing
thao tac lién quan dén viéc soan thao vin ban: gd (nhap) van ban, sira doi, trinh
bay, luu trit va in 4n vin ban.

Churc nang chinh ctia Microsoft Word 1a?
Soan thao van ban.

Tinh toan va lap bang tinh.

Tao céc tép dd hoa.

Chay cac chuong trinh trng dung khac.

Hé soan thao vin ban 12 phan mém tng dung cho phép thyc hién?
Nhap van ban.

Stra d6i, trinh bay van ban, két hop véi cac van ban khac.

Luu trir va in van ban

Ca 3y con lai

Mot van ban duoc soan thao trong chuong trinh Microsoft Word goi 1a gi?
e Document.

e WorkBook.

o \WorkSheet.

e Text Document.

Phéat biéu nao sau day 1a sai?

e Microsoft Word gitip ban c6 thé d& dang tao mot van ban mai, chinh stra va luu
trit trong may tinh

e Microsoft Word nam trong bo cai dit MS Office cua hang Microsoft

e Microsoft Word hd trg chirc nang kiém tra ngit phap va chinh ta tiéng Anh

e Microsoft Word dugc tich hop san vao hé diéu hanh Microsoft Windows nén
ban khéng can phai cai dat b sung phan mém nay

Trong MS Word 2007, anh (chi) hiéu thé nao 1a 1 doan vin ban?
e La 1 doan van duoc két thic bang phim Enter

e Ladoan vin dugc két thic bang dau cham ()

e L& mét van ban két thic bang mot trang gidy

e Khong c6 dap an nao ding
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Cau 7.

Cau 8.

Céau 9.

Cau 10.

Cau 11.

Cau 12.

Céau 13.

Khi dang soan thao van ban trong Microsoft Word 2003, muén dinh dang khoang
cach giita cac doan trong vin ban ta can thuc hién:

Format/Paragraph / Indents and spacing

Format/Bullets and Numbering/Bulleted

Insert/Paragraph / Indents and spacing

Format/Bullets and Numbering/Numbered

Khi soan thao vin ban Microsoft Word, dé x6a bo toan bo dinh dang kiéu chit cua
van ban dang chon, ta nhan t6 hop phim nao?

e Ctrl — Space
o Ctrl — Delete
e Ctrl — Enter
e Shift — Space

Trong Word 2013 dé x6a moi dinh dang nhung giiru lai ndi dung tai liéu ta ding
1€nh?

Format/ Clear.

Edit/ Format/ Clear.

Format/ Delete.

Home/ Clear All Formatting.

Chtc nang nao dudi day khong thé thuc hién dugc trong chuong trinh soan thao

van ban Microsoft Word?

e V& bang biéu trong vin ban

e Cheén anh vao trang van ban

e Kiém tra 16i chinh ta tiéng Viét

e Sao chép mot doan vin ban va thuc hién dan nhiéu lan dé tao ra nhiéu doan vin
ban ma khéng phai nhap lai

Ban cho biét phan mém vin phong nao sau day sir dung gidy phép ma nguén mé?
o LibreOffice Writer
e Microsoft Word.

e Khong c6 ¥ nao ding.

Trong Microsoft Word, c6 thé tao duoc loai biéu d6 nao sau day?
Chi tao dugc biéu do duong thang

Hai loai 12 biéu db thang va biéu db hinh cot

Microsoft Word khéng c6 chirc ning biéu dé.

Biéu dd duong thang, cot va biéu dd hinh tron, ..

Khi dang m& mét van ban trong Microsoft Word, nhan phim F12 cho phép thuc
hién chirc nang nao sau day?

e Xuat hién hop thoai copy vao Clipboard

e Copy noi dung vao Clipboard

e Xuét hién hop thoai luu tén moi

e Luu lai ndi dung cta van ban
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Céu 14.

Cau 15.

Céu 16.

Cau 17.

Céu 18.

Cau 109.

Cau 20.

Trong chuong trinh soan thao van ban Microsoft Word 2013 muén chuyén d6i giira
hai ché do gd , ché d6 gd chén va ché do go dé ta an phim?

Insert.

e Tab.
e Del.
o Citrl.

Standard la moét ... ctia chuong trinh soan thao van ban Microsoft Word:
e Menu

e Hop thoai

e Trang gidy

e Thanh cbng cu

Trong chuong trinh soan thao van ban Microsoft Word 2013 sir dung chirc nang
stra 16i, va gd tat ta chon?

Edit/AutoCorrect Options...

Window/ AutoCorrect Options...

View/ AutoCorrect Options....

File/Options/Proofing/ AutoCorrect Options.

Trong qua trinh soan thao vin ban trén Word 2013, dé bat dau mot doan méi trén
hang ké tiép, ta thuc hién?

e Bam phim Enter,

e Béim phim Tab.

e Béam phim Alt+Enter.

e Béam phim Ctrl+Enter.

Co méy cach tao m&i mot van ban trong Microsoft Word?
3 cach
2 cach
4 cach
5 cach

Khi dang soan thao vin ban trong Microsoft Word, muén mé mét cira s6 soan thao
méi nhan to hop phim nao?

Ctrl+ N

Ctri+ O

Ctrl + R

Ctrl + A

Khi soan thao vin ban trong Microsoft Word, dé thoat khoi chwong trinh, ta thuc
hién:

e File/Exit

e View/Exit

e Edit/ Exit

e Window / Exit
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Cau2l. Khi lam viéc véi Word 2013 xong mudn dong ndi dung dang soan thao ta thuc
hién?

Nhay vao diu nhan géc trén bén tréi

Nhay vao dau trir goc trén bén phai.

Nhay vao dau nhan goc dudi bén phai.

Nhay vao dau nhan gdc trén bén phai.

Cau22. Khilam viéc vi Word 2013 xong muén thoat khoi ta thuc hién ?
File / Close.

View / Exit

Edit / Exit.

Window / Exit.

Cau 23.  Khi dang soan thao vin ban trong Microsoft Word, nhan t6 hop phim Ctrl+T dé:
e Doan vin ban khong thay doi
e Lui doan van ban vao 1 tab
e Ca 3 phuong an con lai déu sai
e Lui nhitng dong khéng phai 1a dong dau cua doan vin ban vao 1 tab

Cau24. Trong soan thao Word 2013 cong cu dung t6 hop phim Ctrl +V 132
e Dan mot doan van ban.

Cit mot doan van ban.

Sao chép mot doan van ban.

BOi den mot doan van ban.

Cau 25. Trong Word 2013 mudn str dung chirc ning sira 15i va gd tat ta chon ?
File- Options- Proofing - AutoCorrect Options.

Edit — AutoCorrect Options.

Window - AutoCorrect Options.

Vieww - AutoCorrect Options.

Céu 26. Khi soan thao van ban trong Microsoft Word, thao tac Shift + Enter c6 chirc nang
gi?
e Xudng mot trang man hinh
e Nhap dir li€u theo hang doc
e Tit ca déu sai
e Xudng hang chua két thiic doan vian ban

Cau 27.  Trong chuong trinh soan thao Microsoft Word, nhan t6 hgp phim Ctrl + F10 cho
phép thuc hién thao tac nao sau day?

Xuat hién hop thoai luu vin ban

DPoéng cua s vin ban

M& mai cua s6 van ban

Phéng to, thu nho cira s6 van ban
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Céu 28.

Cau 29.

Cau 30.

Cau 31.

Céu 32.

Cau 33.

Céau 34.

Trong Word 2013 dé sao chép mot doan van ban vao Clipboard ta danh dau doan
van ban, sau do:

Bam t6 hop phim Ctrl+ V;

Bam t6 hop phim Ctrl+ A;

Bam t6 hop phim Ctrl+ Z;

Bam t6 hop phim Ctrl+ C;

Khi dang soan thao trong Microsoft Word, muén chuyén déi giira ché do gé chén
va ché do go d¢, ta bdm phim nao?

e [nsert

e Tab

o Del

e Caps Lock

Trong Word 2013 dé chén mot ky hiéu cho vin ban ta thuc hién?
Ctrl+ P;

Kich vao biéu twong Symbol

Chon Insert / Symbol.

Chon Insert / Symbol. Hozc Kich vao biéu tugng Symbol.

Khi 1am viéc véi bang biéu trong Microsoft Word, dé soan thao mot cong thirc toan
hoc phtc tap, ta thuong sir dung cong cu nao?

Ogranization Art

Ogranization Chart

Microsoft Equation

Word Art

Khi dang soan thao trong Microsoft Word, dé c6 thé luu file sang mot tén khac, ta
thuc hién nhu thé nao?

e File/Save As...

e File/Save

e Window / Save

e Window / Save As...

Trong Word 2013 muén stra lai mot vin ban da c6 va luu n6 véi tén mai (tap tin
cli van con) ta thuc hién.

File/ Save As...

Kich chon biéu tugng Save trén thanh cong cu.

File/Page Setup.

File / New.

Trong Word 2013 dé md mot tai liéu da duoc soan théo ta thuc hién?
e Chon menu 1énh File — Open.

e Chon menu Iénh Edit — Open.

e Chon menu Iénh New— Open.

e Chon menu I€nh Insert— Open.
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Cau 35. Trong soan thao Word 2013 muén luu file voi mot tén khac ta thuc hién?
Chon File —Save As.

Chon 1énh File - Save.

Chon Windows — Save.

Chon Windows — Save As.

Cau 36. Trong soan thao van ban, Microsoft Word hd trg sao luu vin ban dang soan thanh
cac dinh dang nao?
e *.doc,*.txt va *.exe
e *.doc, *.htm va *.zip
e *.doc, *.dot, *.htm, *.txt
e *.doc, *.avi, *.mpeg va *.dat

Céau 37. Trong Word 2013 cach dat tén tap tin nao sau day la hop 1¢?
e Doc.Docx
e HK/106.docx
e Com?.doc
e Bai*.doc.

Cau 38.  Tai liéu sau khi soan thao trong Word 2013 duogc luu vao 6 dia dudi dang tép tin
nao?
e Phan mo rong .docx.
e Phan mé rong *.Jip
e phan ma rong .doc.
e Phan mo rong .*Exe

Cau39. Khi dang soan thao trong Microsoft Word, dé ¢ thé mo mat file van ban di c6 trén
dia,ta thuc hién nhu thé nao?

File / Exit

File / New...

File / Close

File / Open...

Cau 40.  Khi dang soan thao trong Microsoft Word, cdng dung cua to hop phim Ctrl + O ¢6
nghia gi?
e Mo mot file van ban mai
e Mo mot file van ban da co
e Dong mat file van ban dang mo
e Luu mot file van ban vao dia

Cau41.  Khisoan thao van ban Microsoft Word, phim nao dé x6a ky ty ding trudc con tro?
Backspace

Page Down

Delete

Page Up
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Cau 42. Khi soan thao van ban Microsoft Word, khi muén x6a mot khéi van ban ta chon
khdi vin ban can x6a va chon phim:

Chon phim Delete.

Chon phim Shift.

Chon phim Citrl.

Chon phim Home

Cau 43. Trong MS Word 2013, dé xda toan bd dinh dang kiéu chir ciia vin ban (chuyén vé
cai dat kiéu chit mac dinh) ta nhan t hop phim gi sau khi chon néi dung van ban?

Ctrl + Space.

Ctrl + Enter

Ctrl + Backspase.

Ctrl + Del

Cau 44. BOi den mot cum tir trong vin ban dang soan thao roi 1an luot thuc hién céc thao
tac: Nhan t6 hop phim Ctrl +B tiép dén la Ctrl + I, cum tir duoc boi den s& 12?
e Duoc gach chan;
e Duoc in dam;
e Duoc in nghiéng;
e Duoc in dam va in nghiéng

Cau 45.  Khi soan thao van ban trong Microsoft Word, dé gach chan dudi mdi tir mot nét
don ta dung t6 hop phim nao?

Ctrl + Shift + W

Ctrl + Shift + D

Ctrl + Shift +A

Ctrl + Shift + K

Cau 46. Khi dang soan thao trong Microsoft Word, néu két thic mot trang va mudn sang
trang mai ta nhan t6 hop phim nao?

Ctrl + Enter

Shift + Enter

Enter

Tat ca cac y con lai déu ding

Cau 47. Trong Word 2013 dé chén ghi chi cho dix liéu vin ban ta thuc hién?
Insert/ Comment.

Format/ comment.

Tools / Comment

File/ Comment.

Cau 48.  Khi dang soan thao trong Microsoft Word, cdng dung cua to hop Ctrl + F ¢6 nghia
gi?
e Tao file mai
e Luu van ban vao dia
e Dinh dang trang
e Mg cira s6 tim kiém



NAIT.VN-03-v1.1: 20/10/2020

Céu 49.

Cau 50.

Céau 51.

Cau 52.

Cau 53.

Cau 54.

Khi dang soan thao trong Microsoft Word, dé thuc hién di chuyén mot doan van
ban, ta thuc hién cac buéc nhu thé nao?

Chon doan van ban / Copy / Paste vao vi tri mai
Chon doan van ban / Rename /Paste vao vi tri méi
Chon doan van ban / Cut / Paste vao vi tri mai
Tat ca cac y con lai déu ding

Khi dang soan thao vin ban trong Microsoft Word, nhan té hop phim Ctrl + X st
dung cho chtic nang nao?

Cut

Copy
Paste

Move

Khi dang soan thao vin ban trong Microsoft Word, muon phuc hoi thao tac da thuc
hién trudc d6, ta nhan to6 hop phim nao?

Ctri+Z
Ctrl+ X
Ctrl+V
Ctrl+P

Khi soan thao van ban trong Word 2013 dé khai bao thoi gian tu luu van ban ta
chon?

File — Options — Save, danh ddu chon muc Save AutoRecover information
every.

File — Options trong thé¢ Save, danh diu chon muc Save AutoRecover
information every.

Format - Options — Save, danh dau chon muc Save AutoRecover information
every.

View- Options — Save, danh diu chon muc Save AutoRecover information
every.

Chuc nang Autocorrect trong Menu File/Option/Proofing cé chirc nang?

Stra mot s6 18i chinh ta thuong gap trong khi str dung Tiéng Viét.

C6 thé tu dong thay doi mot tir hodc mot cum tir ndy bang mot cum tir khac sau
khi d3 gan cho n6 gia tri ban mudn thay d6i?

C6 thé thay d6i mot tir hodc mdt cu tir ndy bang mot tir hodic mot cum tir khac
khi sir dung tiéng viét.

C6 thé ty dong thay d6i mot tir hodc mot cum tir ndy bang mot tir hodc cu tir
khac.

Khi soan thao vin ban trong Microsoft Word, vi du ta gd chit n va nhan phim
spacebar, may s€ hién ra cum tur thong tin. Pay la chirc nang gi?

Auto correct
Auto text
Auto Format
TAt ca déu sai
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Cau55. Chuec ning ndo dudi diy khong thé thuc hién dugc trong chuong trinh soan thao
van ban Microsoft Word?
e V& bang biéu trong vin ban
e Cheén anh vao trang van ban
e Kiém tra 15i chinh ta tiéng Viét
e Sa0 chép mot doan vin ban va thuc hién dan nhiéu lan dé tao ra nhiéu doan vin
ban ma khéng phai nhap lai

Cau56. Khi dang soan thao trong Microsoft Word, dé c6 thé chon mau chit va kiéu chit cho
ving vin ban da chon, ta thuc hién nhu thé nao?

Format / Font...

Format / Paragraph...

Format / Drop Caps...

Format / Chang Case...

Cau57. Khi dang soan thao vin ban trong Microsoft Word, chon bo gé Unicode theo kiéu
g6 Texlex, nhiing Font chit nao sau day c6 thé hién thi o tiéng Viét?
e VnTimes, . Vn Arial, .\Vn Courier
e \V/n Times, Times New Roman, Arial

VNI Times, Arial, .\VVn Avant

Tahoma, Verdana, Times New Roman

Cau58.  Khi soan thao van ban trong Word 2013 dé bo hiéu tmg Check Spelling c6 sin
trong phan mém soan thao vian ban ta chon?
e File — Options —Proofing, bo dau chon trong muc Check Spelling as you type.
e File — Options — Save, danh ddu chon muc Save AutoRecover information
every.
e File — Options - Display, d4anh dau chon muc Check Spelling as you type
e Khong c6 y nao dang

Cau59. Dang soan vin ban, gb bang bd gd Unicode, nhung céac chit cai ty dong cach nhau
mot ky tu trang. Dé giai quyét truang hop trén, ta chon chitc nang nao trén thanh
menu?

e Tools / chon Options

e Format/ chon Font

e Edit/ chon Office Clipboard
e View /chon Markup

Cau 60.  Luwa chon nao sau day dugc ding dé lam dam nét mot doan vin ban dugc chon?
e Citrl+B
o Citrl+L
o Ctrl+N
o Ctrl+P
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Cau 61.

Cau 62.

Cau 63.

Céu 64.

Cau 65.

Cau 66.

Céu 67.

Lya chon nao sau diy duoc dung dé gach chan mot doan vin ban duoc chon?
Ctrl+ U
e Ctrl+B
e Ctrl+N
o Ctrl+O

Lua chon nao sau ddy duoc dung dé 1am chit nghiéng mot doan vin ban dugc chon?
Ctri+ |

Ctrl+ B

Ctrl+ U

Ctrl+ P

Pé doi chir hoa sang chir thuong hay nguoc lai ta thyc hién?
e Shift+F3

o AIt+F3/

e Ctrl+Shift+ A

e Alt+F4.

Mudn chuyén ddi todn bo céc Ky tu trong khdi vin ban duoc chon sang chir hoa ta
dung 1énh:

Format /Drocap.

Format/Table.

Edit/ Table.

Format/ Change Case...

Trong Word 2013 dé tao mot hyperlink cho vin ban, ta thyuc hién?
Insert/ hyperlink

View/hyperlink

Edit/hyperlink

View/Break.

Trong Word 2013 dé chia vin ban thanh dang cot béo ta thyc hién ?
Home/ Columns.

Inser/ Columns

File/ Columns

Page Layout/ Columns

Khi dang soan thao vin ban trong Microsoft Word, muén dinh dang khoang céch
giita cac doan trong vin ban ta can thuc hién:

Format/Paragraph / Indents and spacing

Format/Bullets and Numbering/Bulleted

Insert/Paragraph / Indents and spacing

Format/Bullets and Numbering/Numbered

10
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Cau 68.

Cau 69.

Cau 70.

Cau 71.

Céau 72.

Céau 73.

Cau 74.

Khi soan thao van ban trong Microsoft Word, hdp thoai Format/Paragraph ngoai
viéc c6 thé hiéu chinh 1& cho doan, khoang cach cac doan, cac dong, con dung lam
chtric nang nao sau day?

e Dinh dang cot

e (Canh chinh Tab

e Thay doi font chir

e Tat ca déu sai

Trong soan thao van ban néu két thirc mot doan (Paragraph) va mudn sang mot
doan mai?

e Bam phim Enter.

Bén t6 hop phim Ctrl + Enter.

Ban t6 hop phim Shift+ Enter.

Ban t6 hop phim Alt + Enter.

Trong MS Word, phim nao sau day dua con tro vé dau dong hién hanh?
e Home.

Ctrl + Home.

Ctrl + Page Up.

End.

Trong MS Word 2003, cach nhanh nhat dé di dén mot trang bat ky?
e Chon tu menu Edit/ Go To

e Bim n(t Go To trén thanh cong cu

e Chon menu Edit/Jump To

e Chon menu Edit / Find

Trong MS Word, dé canh giira mot doan vin ban da chon anh chi 1am céch nao?
e Chon Edit / Center tir menu.

e Bam ndt Center trén thanh cong cu.

e Bam miii tén canh thang hang trén thanh cong cu rdi chon center

e Nhan t6 hogp phim Ctrl + C.

Khi dang soan thao van ban trong Microsoft Word, dé dan khoang cach giira cac
dong 1a 1.5 line nhan t6 hop phim nao?

Nhan t6 hop phim “Ctr]” va “5” tai dong do

Nhan t6 hop phim “Ctrl” va “1.5” tai dong d6

Nhan t6 hop phim “Ctr]” va “0.5” tai dong d6

Ca ba cach déu sai

Khi dang soan thao trong Microsoft Word, dé dan khoang cach gitta cac dong la
1.5 line, chon thao tac nao dé c6 thé giai quyét treong hop trén:

e Nhén Ctrl + 5 tai dong do

e Format/ Font/ Line spacing

e Khong cé y nao dang

11
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Céu 75.

Cau 76.

Céau 77.

Cau 78.

Céau 79.

Cau 80.

Cau 81.

Heading 1, heading 2, Normal |a nhiing vi du cta?
o Style.

o Attributtes

e Characteristics

e Properties.

Khi dang soan thao trong Microsoft Word, dé tao sé thir ty ty dong trong bang biéu,
ta thuc hién cac bude nhu thé nao?

e O dautién, nhap sé 1/ kéo ré chuot két hop phim Ctrl dén hét 6

e Chon cac & can danh s / Insert /Bullet and Numbering

e Nhap sb 1 va 2 vao hai 6 dau tién / kéo ré chudt dén hét 6

e Chon cac & can danh sb / Format / Bullet and Numbering /Numbered

Trong Microsoft Word, dé c6 thé danh s trang tu dong cho vin ban, ta thuc hién
nhu thé nao?

e Insert/Page Numbers...

e View /Page Numbers...

e Tools/ Page Numbers...

e Format/ Page Numbers...

Khi lam viéc vai bang biéu trong Microsoft Word, dé thay doi dudng vién cho bang
ta thuc hién nhu thé ndo?

e Format / Bullets and Numbering

e Tools/ Borders and Shading

e Format / Borders and Shading

e Format/ Theme

Trong soan thao word 2013 mudn dinh dang van ban theo kiéu danh sach c6 thir
tu, ta thuc hién?

Home/ Numbering.

Home / Bullets.

Format/ Bullets and Numbering.

Edit/ Bullets and Numbering.

Khi dang soan thao trong Microsoft Word, dé sao chép mot doan van ban vao
Clipboard, ta danh dau doan vin, sau d6 thuc hién nhu thé nao?

File / Copy

Nhén t6 hop phim Ctrl + C

Nhan t6 hop phim Ctrl + V

Insert / Copy

Trong chuong trinh soan thao van ban Microsoft Word, chirc nang cia nut ﬁ trén
thanh c¢6ng cu chuan (Standard) dung dé:

e Sao chép dinh dang van ban

e T6 nén cho doan van ban duogc chon

e T6 nén cho toan bo vian ban

e Xoba van ban

12
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Cau 82.

Cau 83.

Céu 84.

Cau 85.

Cau 86.

Cau 87.

Cau 88.

Khi 1am viéc véi bang biéu trong Microsoft Word, dé chon mot dong trong bang
biéu, ta thuc hién nhu thé nao?

e Nhan dup chudt vao vi tri bat ky cua bang do

Nhén chudt vao phia ngoai bén trai ciia dong dé

Nhan chuét 3 1an vao mét vi tri bat ky trong bang

Khong c6 dap an dung

Trong MS Word, dé tao bang biéu anh (chi) chon cach nao?
e Vao menu Insert / chon Insert Table

Vao menu Insert / chon Table.

Vao menu Table / chon Insert Table.

Vao menu Table / chon Insert / chon Table.

Cau Trong MS Word, dé ghép nhiéu 6 trong bang thanh mét 8, ta danh dau céc 6
dé va dung menu?

Table, Marge Cells

Table, Sum Cells.

Table, Split Table.

Table, Split Cells.

Trong MS Word, dé chén mét bang (Table)vao mot vin ban ta ding lénh?
e |Insert/Table.

e Format/ Table.

e Table/ Insert.

e View/Table.

Khi 1am viéc véi bang biéu trong Microsoft Word, dé lya chon toan bd mét 6 trong
bang, ta thuc hién nhu thé nao?

e Nhén dap chudt vao 6 do

Nhan chudt 3 lan vao 6 d6

Nhéan chudt ¢ bén trén 6 d6

Nhan chudt & vi tri goc trai dudi 6 d6

Trong Word 2013 dé sap xép dir liéu trong bang ta ding 1énh nao trong c4c 1énh
sau:

Table/ Sort

Data/Sort

Format/ Sort.

View/Sort

Mudn chon toan bd mot bang biéu ta chon td hop phim nao?
Ctrl+A;

Att +F5.

Att +F2.

Ctrl+F4.

13
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Cau 89. Trong word 2013 dé x6a mot cot va don cot trong bang ta ding 1énh hay t6 hop
phim gi?
e Chon Ctrl+V;
e Chon khdi cot va an Ctrl+P;
e Chon khéi cot va 4n phim Delete.
e Chon khéi cot va diing 1énh Home/ Cut (hoic biéu tuong hodc Ctrl+X)

Cau 90. Trong word 2013 dé x6a hang trong bang ta nhay chuét phai chon hang ?
Chon Ctrl+V;

Chon khdi hang va an Ctrl+P;

Chon khéi hang va an phim Delete.

Chon khéi hang va ding 1énh Home/ Cut (hodc biéu tugng hoic Ctrl+X)

Cau 91.  Khi soan thao vin ban trong Microsoft Word, sau khi boi den toan bo bang, néu
nhan phim Delete thi diéu gi xay ra?

Khéng c6 tac dung gi

X6a toan bo noi dung va bang biéu

Xoba bang, khdng xda ndi dung

Xba toan bo noi dung trong bang, khdng xda bang

Cau 92.  Trong word 2013 mudn t6 nén cho bang ta ding 1énh hay thao tac nao sau day?
e Design/Shading.
e Kich vao biéu tugng Fill Color.
e Kich vao biéu tugng Font Color.
e Kich vao biéu tuong Shadow.

Cau 93.  Trong word 2013 dé bang (Table), sau khi bdi den bang ta ding 1énh hozc to hop
phim nao sau day?

Ctrl+X.

File/Delete/Delete table.

Home/ Cut.

Tat ca cac y con lai

Cau 94. Khi dang soan thao trong Microsoft Word, dé chén biéu db ta di chuyén con tro
dén vi tri can chén, sau d6 chon:

Insert / Chart

Insert / Clip Art

Insert /Picture / Chart

Insert / Picture / Clip Art

Cau 95. Khi dang soan thao trong Microsoft Word, dé hinh anh ta di chuyén con tro dén vi
tri can chén, sau d6 chon:

Insert / Picture

Insert / Picture / Chart

Insert / Chart

Insert / Clip Art
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Cau 96.

Céu 97.

Cau 98.

Cau 99.

Cau 100.

Céau 101.

Céau 102.

Cau 103.

Trong Microsoft Word 2013, dé sao chép hop vin ban ta thao tac nhu sau:
e Bam vao dudng vién hop van ban / an té hop phim Ctrl +C.
e Bam vao dudng vién hop vin ban / an té hop phim Ctrl +U.
e Bim vao dudng vién hop vin ban / 4n té hop phim Ctrl +A.
e Bam vao dudng vién hop vin ban / 4n té hop phim Ctrl +P.

Trong Microsoft Word 2013, dé xoa hop van ban ta thao tac nhu sau:
e Bam vao dudng vién hop vin ban / an Delete;

e Bam vao dudng vién hop vin ban / an té hop phim Ctrl +U;

e Bim vao dudng vién hop van ban / an té hop phim Ctrl +A;

e Bim vao dudng vién hop vin ban / an té hop phim Ctrl +P;

Trong Microsoft Word, cong dung cua té hop phim Ctrl + S ¢6 nghia gi?
Xoa file van ban

Chen ki hiéu dac biét

Tao file van ban mai

Luu file van ban vao dia

Khi soan thao vin ban trong Microsoft Word, c6 thé chi thich cac thuat ngit cho 1
tir, 1 cdu bang Footnote. Nhu vay Footnote c6 nghia 1a:

e Chu thich dugc trinh bay & cudi trang

e Ch thich dugc trinh bay & cubi tir can cha thich

e Ch thich dugc trinh bay ¢ cudi vin ban

e Ch thich dugc trinh bay ¢ cudi toan bd

Trong MS Office 2013, dé tao chii thich (Footnote) cudi trang, ta goi 1énh ndo trong
cac lénh sau?

Tai thé Insert, chon Insert Footnote

Tai thé Layout, chon Insert Footnote

Tai thé References, chon Insert Footnote

Tai thé Page Layout, chon Insert Footnote

Trong MicroSoft Word , dé danh sé trang tu dong, ta thuc hién:
Insert / Page Number

View / Page Number

Tools / Page Number

Ca 3 y con lai déu sai.

Trong Word dé canh déu cho doan vin ban ta Iira chon t6 hop phim:
Ctrl + J;
o Ctrl+A;
o Ctrl+H;
e Ctrl+L;

Trong Word dé can 18 trai cho doan vin ban ta lya chon t6 hop phim:
o Ctrl+L;
o Ctrl +A;
e Ctrl +H;
o Ctrl+J;
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Cau 104.

Cau 105.

Cau 106.

Cau 107.

Cau 108.

Cau 109.

Céu 110.

Trong Word dé cin 18 phai cho doan vin ban ta lua chon t6 hop phim:
Ctrl + R;
o Citrl+A;
e Citrl +H;
o Ctrl+J;

Khi soan thao vin ban trong Word 2013, Dé ngit trang mot vin ban ta thuc hién?
Insert/ Breaks/ Page.

Insert/ Breaks/ Next

Page Layout/ Next page

Page Layout/ Breaks/ Next page

Trong soan thao van ban Microsoft Word dé chén tiéu dé trang (Header and
Footer), ta phai vao thuc don menu nao?

o View

o File

o Edit

e Tools

Trong MS Word, anh (chi) 1am thé nao dé tao tiéu dé dau va tiéu dé cudi cho trang
van ban?

Vao menu View / Header and Footer.

Vao menu Insert / Break.

Vao menu View / Break.

Vao menu Insert / Header and Footer,

Trong mé van ban Microsoft Word 2013 dé dat mat khau cho vin ban, ta phai vao
thuc don menu nao?

File/ Save as/ Tools/ General Options.

File/ Save Tools/ General Options.

Home/ Save as/ Tools/ General Options.

Insert/ Tools/ General Options.

Trong soan thao Word 2013 mudn dinh dang lai trang gidy in ta thuc hién?
e Page layout/ Margins.

File / Properties.

File / Print

File / Print Preview.

Trong Word 2013 khi soan thao vin ban xong dé in van ban ra gidy tao thuc hién:
e Bim t6 hop phim Ctrl+P;
e Bim t6 hop phim Ctrl+O;
e Bim t6 hop phim Ctrl+C;
e Bam t6 hop phim Ctrl+N;
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Cau 111.

Cau 112.

Cau 113.

Cau 114.

Cau 115.

Céu 116.

Cau 117.

Huéng trang in dugc thiét 1ap tir tab ndo trong hop thoai Page Setup?
e Margins

e Layout
e Paper
e Page

Hang doi danh cho cac process xép hang chd nhap xuit dugc goi 13?
Ready queue

Busy-Waitting buffer

Waitting queue.

Ca 3y con lai déu sai.

Khi dang soan thao trong Microsoft Word, dé xem van ban trudc khi in, ta thuc
hién nhu thé ndo?

e File/Print Preview

e Edit/ Print Preview

e Format/ Print Preview

e View/ Print Preview

Khi dang soan thao vin ban trong Microsoft Word, mudn xem néi dung truge khi
in (Preview), ta nhan t6 hop phim nao?

Ctrl + F2

Ctrl + F12

Ctrl + F10

Ctrl + PrintScreen

Trong MS Word 2013, anh (chi) 1am cach nao dé thuc hién lénh in 3 ban gidng
nhau nhanh nhat?

Chon File / Print tir menu va gd s6 3 vao hop Number of copies rdi 4n nit Print
Chon File / Print tr menu va gd sé 3 vao hop Copies roi 4n nat Print

Nhén t6 hop phim Ctrl + P + 3

Bam ndt Print trén thanh cong cu

Khi soan thao trong Microsoft Word 2013 dé luu vin ban dudi kiéu tép dang file
PDF, ta thuc hién nhu thé nao?

File / Save As

File / Save

File +. New

File / Save As / tai Save as type chon PDF

Trong chuong trinh soan thao Microsoft Word, khi dat mat khau bao vé cho vin
ban dé nguoi khac khéng xem va khéng sira dugc thi ta can nhap tat ca bao nhiéu
lan mat khau?

e CO4lan nhap

e CO1lannhap

e CO2Ilannhap

e CO63lannhap
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Cau 118.

Cau 1109.

Cau 120.

Viéc soan thao ndi dung théng diép can pahi quyét dinh 3 van dé do 1a?

B cuc thong diép nhu thé ndo va thé hién bang hinh thic gi.

Chon kich thudc chit, bd cuc thdng diépnhu thé nao.

Chon Font chit, bd cuc thdng diép gi

Chon ndi dung gi, bé cuc thdng diép nhu thé nao va thé hién bang hinh thirc gi.

Trong soan thao thdng diép dé truyén di, noi dung thdng diép phai nhu thé ndo dé

dam bao tinh hiéu qua ciia chuong trin truyén thong?

e Ngan gon.

e Luogng thdng tin cao, mang tinh nghé thuat.

e PhU hop véi dbi tuong nhan tin vé tam 1y, thi hiéu, vin hda, vé thoi gian khong
gian.

e Ngin gon lugng thdng tin cao, mang tinh nghé thuat phi hop voi dbi tuong nhan
tin vé tam ly, thi hiéu, van hoa, vé thoi gian khong gian ...

Soan thao va xtr Iy mot vin ban hanh chinh mau can tuan tha quy dinh vé thé
thire va ky thuat trinh bay van ban hanh chinh?

e Kho gidy, Pinh 1é trang van ban, kiéu trinh bay, phdng chir.

e Kho gidy, Pinh 1& trang van ban, phdng chir.

e Dung phong chir.

e Kho gidy, Pinh 1& trang vin ban
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