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Néi dung 6n thi : Phan soan thio MSWORD
Trong tam : dinh dang van ban

Luu ¥: ¢4 2 phan thi : tric nghiém va thyc hanh

Phén tric nghiém va tu ludn chon ra 20 cau, mdi cau 0.5d

Phén thwe hanh: hoc sinh g0 van ban, dinh dang van ban, chen hinh anh (gido vién
tw ra d¢). Tuy theo tinh hinh thuc té mdi trudng c6 thé thém tao bang.

PHAN TRAC NGHIEM
Hay khoanh tron vao cau ding nhat:

1. Cac budc khoi dong phin mém soan thao vin ban Microsoft Word 1a:

a. Start --> Program --> Microsoft Office --> Microsoft Word

b. Program --> Start --> Microsoft Office --> Microsoft Word

c. Start --> Program --> Microsoft Word

d. Start --> Microsoft Word

2. Dé chon toan bd vian ban em dang soan thao, nhan t6 hop phim nao?

a. Ctrl + A

b. Alt + A

c. Shift + A

d. Esc + A

3.Dé thyc hién danh ddu khéi em sir dung phim nao két v&i cac phim mdii tén?
a. Ctrl

b. Alt

c. Shift

d. Esc

4. Sau khi khéi dong, Microsoft Word mé mot van ban mdi co tén tam thoi 1a gi?
a. Word

b. Doc

c. Document 1

d. Chua c6 tén
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. Dé x6a ki tu bén trai con tro soan thao thi nhin phim:
a. Delete



b. Backspace
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. Ta str dyng nhitng nut Iénh nao sau day dé sao chép va dan van ban?
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. Tén mo rong cua phan mém soan thao Microsoft Word 1a:
doc
txt
. exe
dot
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.Mudn chuyén ddi giira hai ché do g6 1a ché do gd chén va ché do gb d¢, ta dung phim nao?
CapsLock

. Tab

. Insert

Esc
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9. Tac dung lan luot cua cac nit 1énh: B, 7, U la:
a. In nghiéng, in dam, gach chan
b. In dam, in nghiéng, gach chan
c. In nghiéng, gach chan, in dam
d. In dam, gach chan, in nghiéng

10. Nit 1énh -2 cho phép ban lam gi?
a. Thay d6i kich thudc phong chir
b. Thay d6ikich thudc trang in
c. Phong to, thu nho tai liéu
d. Tt ca déu dung

11. Nt 1énh nao dudi day ding ¢é mé mot tap tin vin ban méi?

a.

b.

C.

d.
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12. Khi gd ndi dung van ban, két thuc 1 doan, mudén xudng dong, tanhan phim:

a. ¥



b. Esc
¢. End
d. Enter

13. Nut Iénh =] ding dé:
a. Sao chép van ban

b. Di chuyén vin ban

c. Luu ndi dung van ban
d. M¢ 6 dia

14. Dé sux dung hdp thoai Font em chon 1¢nh?
a. Insert -> Font

b. Format -> Font

c. File -> Font

d. Edit -> Font

15. Dé gb duoc van ban hién thi chir tiéng Viét ta ding:
a. Ding phan mém Unikey

b. Ding phian mém Vietkey

c. Khong can thiét

d. Cau a va B dung

16. Bé dinh dang doan van ban, ta chon:
a. Format -> Font

b. Format -> Paragraph

c. Edit -> Font

d. Edit -> Paragraph

17. Bé di chuyén vin ban em st dung phim tat nao?
a. Shift + X

b. Alt + X

c.Ctrl + X

d. Tab + X

18. Pé chén hinh anh vao van ban, ta chon:
a. Insert -> Picture

b. Insert -> Image

c. Insert -> WordArt

d. Insert -> Clip Art

19. T6 hop phim nao ding dé md 1 van ban di duoc luu trude d6 trén may tinh?
a. Alt +O
b. Ctrl + O

c. Shift + O
dFn+0O



20. Thanh c6ng cu la thanh chua:

a. Tén tap tin Word

b. Tén chuong trinh Microsoft Word
c. Cac mit 1é€nh

d. Cac nut dinh dang

21. Pé luu van ban v6i tén khac ta ding:
a. File/Save

b. File/Save As

c. Cau a va b déu ding

d. Cau a va b déu sai

22.Nhay duap chuft trén 1 tur 1a ta:
a. Xoa tu do

b. In dam tur do

c. Danh du khdi tir d6

d. Tat ca déu ding

23.Pé in van ban ta dung:
a. Ctrl + P

b. Nit 1énh &

c. Nut 1énh (&

d. Cau a va b dung

24. Pé tim kiém mot ph?m van ban ta chon 1é€nh:
a. File -> Find

b. Edit ->Find

c. Format -> Find

d. View -> Find

25. Phan mém Microsoft Word la:
a. Phan mém giai tri

b. Phan mém l4p trinh

c. Phan mém ung dung

d. Tit ca déu ding

26.bé phuc hdi trang thai trudc do ctia van ban ta thyc hi¢n:
a. Nut 1énh

b. Nat 1énh

c.Ctrl +Z

d. Cau b va c ding

27.Dé tao mot tap tin van ban mdi trong Microsoft Word ta vao menu File va chon:
a. File --> New
b. Edit --> New



c. Format --> New
d. Insert --> New

28. Pé luu van ban sau khi soan thao ta:

a. Vao File chon Save

b. Ctrl +S

c. Nhdy chudt vao nit 1¢nh Save trén thanh cong cu
d. Tit ca déu ding

29. Trong Microsoft Word, mudn di chuyén con tré soan thao vé dau dong hién hanh ta ding
phim:

a. Home

b. End

c. Page Up
d. Page Down

30. Muén dinh dang doan van ban trong Microsoft Word, trudc hét ta phai:

a. Di chuyén con tré vao vi tri bat ki trén doan van ban mudn dinh dang

b. Panh dau khdi doan vin ban

c. Nhay phai chudt tai vi tri cudi cting ctia doan vin ban

d. Panh diu khéi doan vin ban hodc di chuyén con trd soan thao vao vi tri bat ki trén doan van
ban mudn dinh dang

31. Trong Microsoft Word, dé thay doi phong chit, mau chit va kich thudc cia mot cum tir nao
do trong van ban, trudc ti€n ta phai thuc hién thao tac nao dudi day?

a. Panh diu khdi toan b cum tir do

b. Nhin t6 hgp phim Ctrl + Z

c. D1 chuyén con trd soan thao vao bén trong cum tur do

d. Chon ki tu cubi cung cua cum tu do.

32. Pé can thang (déu) hai 18 cho doan vin ban, ta ding t6 hop phim:
a. Ctrl + E
b. Ctrl +J
c.Ctrl + L
d Ctrl + T

33. Nhan t6 hop phim ndo sau day dé dinh dang cum tir dang chon sang kiéu chit in dam?
a. Ctrl + B

b. Ctrl +1

c.Ctrl +U

d. Ctrl + R

34. Trong Microsoft Word, mubn thut 18 trai cho doan vin ban dang chon, ta:
a. Vao bang chon File va chon 1énh Page Setup...

b. Nhay chon Print Preview trén thanh cong cu chuan

c. Vao bang chon Insert va chon Symbol...



d. Vao bang chon Format va chon 1énh Paragraph...

35. Trong Microsoft Word, mudn xudng dong nhung chwa két thuc doan vin ban ta dung phim
(t6 hop phim) ndo sau day?

a. Enter

b. Shift + Enter

c. Alt + Enter

d. Ctrl + Shift + =

36. Trong qua trinh soan thao vin ban v&i Microsoft Word, dé chén Table (Bang) ta:
a. Vao bang chon Table -> Insert -> Table...

b. Vao bang chon Table -> Delete -> Table

c. Vao bang chon Insert va chon Object...

d. Tét ca déu sai

37. Trong Microsoft Word, dé chén hinh tir may tinh vio vin ban ta:
a. Vao bang chon Insert -> Picture -> From File...

b. Vao bang chon Insert va chon Symbol...

c. Vao bang chon Insert va chon Page Numbers...

d. Vao bang chon Insert va chon Date and Time...

38. Trong Microsoft Word, dé tim va thay thé bang céc ky tu trong toan bd van ban, ta thuc
hién:

a. Vao bang chon Edit va chon Find...

b. Vao bang chon Edit va chon Replace...

c. Vao bang chon Insert va chon Symbols....

d. Vao bang chon Table -> Convert ->Table to text...

39. Bé dinh dang 18 cho cac trang trong van ban, ta:
a. Vao bang chon Format va chon Paragraph...

b. Vao bang chon Format va chon Page Setup...

c. Vao bang chon File va chon Paragraph...

d. Vao bang chon File va chon Page Setup...

40. Mudn in toan bd vin ban sau khi d3 soan thao trong Microsoft Word ta:
a. Nhan t6 hop phim Ctrl + Shift + P

b. Nhay nat 1énh Print trén thanh cong cu chudn

c. Nhay nuat 1énh Print Preview trén thanh cong cu chuan

d. Vao bang chon Edit va chon Print...

II. PHAN TU LUAN

1. Em dang soan thao van ban da dugc luu trudc d6. Em g6 thém dugc mot sb noi dung va bét
ngo nguén dién bi mat. Khi c¢6 dién va mo lai van ban do, noi dung em wira thém c6 trong van
ban khong? Vi sao?




2. Liét ké mot sb thanh phan co ban cé trén cira s6 ctia Microsoft Word.

3. Hay néu cac cach khoi dong phan mém soan thao vin ban Microsoft Word.

4. Hay néu su gidng nhau va khac nhau vé y nghia ctia con tro soan thao va con tré chudt. Khi
ta di chuyén chudt, con tré soan thao c6 di chuyén theo hay khong?

5. Khi soan thao va hién thi vin ban chir Viét trén may tinh ta can thém céc cong cu hd trg gi?
6. Em chi chon mot phan ciia doan van va thuc hién mot 1énh dinh dang doan vin. Lénh c6 tac
dung ddi v6i toan bo doan van ban khong?

7. Hay néu sy khac biét cua 1é trang van ban va 1é doan van ban.

8. C6 miy cach dé sao chép/di chuyén van ban? Trinh bay céc cach do.

9. Hay néu sy khac nhau cua File/Save va File/Save As. ’

10. Mot van ban co6 10 trang. Lam thé nao dé€ in tur trang 2 dén trang 8?



