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I. TRAC NGHIEM (5,0 diém)

Chon cu trd loi diing nhdt truéc chit cdi dau tién va ghi vao giay lam bai.
Cau 1. Trong cac cau lénh & bang chon File (cia phan mém Word) sau day, 1énh nao cho phép
ching ta ghi noi dung tép dang soan thao vao mét tép cé tén mai?

A. Save As. B. Save. C. New. D. Print.
Cau 2. Bé m¢ tép van ban c6 san, ta thuc hién:

A. Nhin t6 hop phim Ctrl + N. B. Chon View — Open.

C. Chon File — Open. D. Chon File — New.
Cau 3. Pé mé tép vin ban di co, ta nhan to hop phim nao dudi day?

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

Céu 4. Chon cau dung trong cac cau sau:

A. Hé soan thao van ban tuy a0 dong phan cach cac tir trong mot cau.

B. Cac hé soan thao déu c6 phan mém xir i chir Viét nén ta co thé soan thao vin ban chu Viét.

C. Trang man hinh va trang in ra giay luén c6 cung kich thuéc.

D. Hé soan thao van ban quan li tu dong viéc Xuéng dong trong khi ta gd van ban.
Cau 5. Bé x6a phan vin ban duoc chon, ta thuc hién:

A. Chon lénh Edit — Paste. B. Nhan t6 hop phim Ctrl + X.

C. Chon Iénh File — Cut. D. Nhan t6 hop phim Ctrl + C.
Cau 6. Mudn luu van ban vao dia, ta lam gi?

A. Nhén t6 hop phim Ctrl + S.

B. Nhay chudt vao nit Ienh & trén thanh cong cu.

C. Nhan t6 hop phim Atl + S.

D.CaAvaC.

Cau 7. Trong soan thao van ban Word dé luu hd so da co trén dia, thuc hién:
A. Nhay File - Print. B. Nhay File - Save.
C. Nhay File Open. D. Nhay File Summary Info.

Cau 8. Gia sir ta c6 mot tap tin gém 10 trang, dé in van ban tir trang 4, ta thuc hién nhu thé nao?
A. Insert/Print ... — hop thoai Print — tai muc Pages ta gd vao 4 — OK.
B. File/Print ... — xuét hién hop thoai Print — tai muc Pages ta gd vao 4 — OK.
C. Edit/Print ... — xuat hién hop thoai Print — tai muc Pages ta gd vao 4 — OK.
D. View/Print ... — hop thoai Print — tai muc Pages ta gd vao 4 — OK.
Cau 9. Trong soan thao vin ban Word, dé in mot tai liéu dang soan thao ra gidy (may vi tinh
dwoc két noi véi may in va trong tinh trgng san sang) ta phai:
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A. Nhay Edit/Print. B. Nhay File/Print (Ctrl + P).
C. Nhay Tool/Print. D. Nhay Format/Print.

Cau 10. Khi soan thao van ban Word, mudn in ddm doan vin ban ta chon doan vin ban, thuc
hién:

A.B. Ctrl + U. B. Ctrl + L. C.Ctrl + 1. D. Ctrl + B.
Cau 11. Dé tao thém mot dong vao bang da co, ta thuc hién nhu thé nao?
A. Table/Insert/Rows. B. Insert/Rows.
C. Insert/Columns. D. Edit/Insert/Rows.
Cau 12. Khi 1am viéc vai bang trong Word, dé gop nhiéu 6 thanh 1 6 ta thuc hién:
A. Table/Insert. B. Table/Split cells.
C. Table/Merge cells. D. Table/Delete cells.
Cau 13. Trong Word dé canh giita mot dong vin ban, ta ding to hop phim nao?
A. Ctrl + L. B. Ctrl + R. C.Ctrl + E. D. Ctrl + G.
Cau 14. Két thac phién 1am viéc véi Word, ta lam nhu thé nao?
A. Ca AvaB. B. Chon File — Close.
C. Chon File — Exit. D. Chon Format — Exit.
Cau 15. Bé chon toan bd van ban ta ding to hop phim nao dudi day?
A. Ctrl + C. B. Ctrl + A.
C. Ctrl + B. D. Ctrl + X.

CAu 16. Hay chon phuong an dung. Gia st khi ta soan thao mot van ban va mubn tim kiém maot
tr hoac mot cum tur thi ta thuc hién:

A. Edit/Replace. B. Edit/Go to.

C. Edit/Find. D. Edit/Undo Typing.
Cau 17. Bé x6a phan van ban dugc chon va ghi vao bo nhé Clipboard, ta thuc hién:

A. Chon Edit Paste. B. Click vao Copy trén thanh céng cu.

C. Chon lénh Edit Copy. D. Nhan t6 hop phim Ctrl + X.
Cau 18. Mubn luu van ban vao dia, ta thyuc hién:

A. File — Save. B. Insert — Save. C. Edit — Save. D. Edit — Save as.
Cau 19. Tén tép do Word tao ra c6 phan mo rong la gi?

A. TXT. B. .EXE. C..COM. D. .DOC.

Cau 20. Trong cac bo phdng chix cho hé diéu hanh Windows dudi ddy, phong chir nao khong
dung md@ TCVN3?
A. Arial. B. VnTime. C.CaAvacC. D. VnArial.
I1. TU LUAN (5,0 diém)
Cau 1 (1,5 diém)
Hay trinh bay cac cach tao ra mot tép van ban méi?
Cau 2 (1,5 diém)
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Hay viét day ki tu can gb theo kiéu TELEX va VNI dé nhap cau sau: Hoc gioi chim
ngoan.
Cau 3 (1,0 diém)

Néu céac budc can thuc hién dé tao danh séach liét ké.

(Thi sinh khong diwroc phép si dung tai liéu)
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