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TIN NGHE PHO THONG

Cau 1. Hay chon phat biéu SAI trong cac phét biéu sau day
A. May tinh ra doi da tao ra mot cach thirc hoan toan mai trong hoat dong van
phong gilp cho cbng viéc cua van phong trd nén don gian va hiéu qua
B. May tinh néi mang cho phép st dung chung tai nguyén, mé ra kha niang hop tac
va truy cap vao kho thong tin khéng 16 cua nhan loai.
C. Trudc day cong viéc van phong lam mot cach thu cong do d6 phai 1am viéc vt
va, mat nhiéu thoi gian va hiéu qua khéng cao.
D. Cbng viéc van phong lam mot cach thu cong sé cd hiéu qua cao hon khi ung
dung Tin hoc vao hd tro cong tac vin phong.
Cau 2. Hay chon phat biéu ding nhit trong cac phét biéu sau
A. May vi tinh chi hd tro cong tac in an.
B. May vi tinh chi dung dé soan thao vin ban.
C. Ngay nay hau hét cac hoat dong trong vin phong déu lién quan dén may vi tinh.
D. May vi tinh chi phuc vu cho giai tri nhu: nghe nhac, xem phim, choi game.
Cau 3. Pé dam bao an toan sirc khoe trong hoc tap va lao dong khi lam viéc voi may vi
tinh. Hay chon phat biéu SAI trong cac phat biéu sau day
A. Tu thé ngdi thoai mai sao cho khéng phai ngang c6, ngudc mét nhin man hinh
B. Vi tri dit may tinh sao cho anh sang khong chiéu thang vao man hinh
C. Hé théng day dién, cac cap ndi may tinh phai gon gang va dam bao cach dién tét
D. Tu thé ngdi hay dtng dé sir dung may tinh khéng quan trong, mién sao thay dé
chiu la duoc.
Cau 4. Thao tac vai chudt may tinh, chon thao tac sai:
A. An giir chudt trong sudt qua trinh 1am viéc.
B. Di chudt (Mouse move).
C. Nhay nat phai chudt (Right click): Nhay nat phai chudt mot lan rdi tha tay.
D. Nhay dup chudt (Double click): Nhay nhanh lién tiép nat trai chuot 2 1an
Cau 5. Trong Word dé xuat hién hop thoai bat tinh niang gd tat ta thuc hién lénh
A. Table = Auto Correct Options...
B. Tools = Auto Correct Options...
C. Format - Font...
D. Insert > Auto Correct Options...

Céau 6. Trong Word chtrc nang cta nat 1énh =l tuong ng véi t6 hop phim
A Alt+P
B. Shift + P
C. Print
D.Ctrl +P
Cau 7. Trong Word dé danh chi s6 trén ta an té hop phim
A. Ctrl + Shift + +
B. Ctrl + Shift + -
C. Shift ++
D. Ctrl + -



Cau 8. Cac thong sb 1280 x 1024, 1280 x 720, 1152 x 864 Ia nhirng thdng s6 dung dé
thiét lap:
A. Nhirng bai toan nhan
B. Kich thudc anh
C. b6 phéan giai man hinh (Screen Resolution)
D. Dung lugng tap tin
Cau 9. Cho biét cach x6a mot tap tin hay thu muc ma khéng di chuyén vao Recycle
Bin?
A. Chon thu muyc hay tap tin can x6a—> Delete> chon Yes
B. Chon thu muyc hay tap tin can x6a—> Ctrl + Delete >chon Yes
C. Chon thu muc hay tap tin can x6a = Alt + Delete >chon Yes
D. Chon thu muc hay tap tin can x6a > Shift + Delete>chon Yes
Cau 10. Cho biét cach hiéu chinh ngay thang nam trén Hé diéu hanh Windows?
A. Vao Control panel - Fonts.
B. Vao Control panel — Region and Language.
C. Vao Control panel - Date and Time.
D. Vao Control panel - Display.
Cau 11. Chuc niang nao dung dé dong va thoat mot ing dung dang chay trén Windows?
A. Close
B. Cut
C. Remove
D. Exit
Cau 12. Chuong trinh ndo cua Windows dung dé quan ly cac tap tin va thu muc:
A. Microsoft Office
B. Accessories
C. Control Panel
D. Windows Explorer
Cau 13. Trong Windows dé khoi dong mot chwong trinh ¢6 san trong man hinh
Desktop ta thuc hién
A. nhay chuét phai vao biéu tugng cia chuong trinh ¢ trén man hinh.
B. nhay dtip chudt vao biéu tugng cua chuong trinh ¢6 trén man hinh.
C. nhay chuét trai vao biéu twong cua chuong trinh ¢6 trén man hinh.
D. nhay chut trai vao nut Start.
Céau 14. Danh sach cac muc chon trong mot chuong trinh goi la:
A. Menu pad
B. Menu options
C. Menu bar
D. Menu status
Cau 15. Hé diéu hanh l1a gi ?
A. Phan mém tién ich
B. Phian mém tmg dung.
C. Phan mém cong cu.
D. Phan mém hé thong.
Cau 16. Chuyén ddi cira s6 lam viéc ta dung to hop phim
A. Alt+ Tab
B.Alt+F
C. Ctrl + Alt
D. Shift + Tab



Cau 17. Dé tao thu muc méi trong thu muc c6 cd cira sd dang lam viéc ta thuc hién
A. New g4 tén thu muc méi > Enter.
B. File > Folder > New g0 tén thu muc mai - Enter,
C. Folder > New —> g6 tén thu muc méi - Enter.
D. File > New - Folder - go tén thu muc mai - Enter.
Cau 18. DPémé hop thoai thuc hién tim kiém tép hodc thu muyc ta thuc hién
A. vao file chon Find
B. Start = Search...
C. Start 2 Run
D. kich chuét vao thu muyc chira tép can tim.
Cau 19. Trong Excel md mot bang tinh méi, tai O A2 trong bang tinh Excel néu ta nhap
1INGHE thi két qua s& & vi tri nao trong 6?
A. Bén phai.
B. Bén trai.
C. Gitra.
D. Khéng biét truéc
Cau 20. Trong Excel dé luu mot tap tin da c6 voi tén khac. Ta dung?
A. Menu Iénh File/ Save As
B. Menu Iénh File/ Save.
C. T hop phim Ctrl+S.
D. T6 hop phim Ctrl +A
Cau 21. Trong Excel Dé lay lai noi dung vira bi xoa thuc hién to hop phim?
A. Ctrl+T
B. Ctrl+X
C. Ctrl+Z
D. Ctrl+B
Cau 22. Trong Excel dé dan mot khéi ta dung?
A. Menu lénh Edit/Paste
B. Nt lenh db
C. Nut Iénh
D. Menu Iénh Insert/Paste
Cau 23. Trong Excel khi can so sanh khac nhau thi str dung ki hiéu nao:
&A. #
B. ><
C.<>
D. &
Céu 24. Khi nhap dir liéu trén Excel thi dap an nao sau day dung?
A. Dt liéu kiéu thoi gian s& mac dinh canh Ié tréi
B. Dit liéu kiéu ky tu s& mic dinh can 18 tréi
C. Dit liéu kiéu s6 s& mac dinh can & trai
D. Dit liéu kiéu ngay thang s& mic dinh cin 18 tréi
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Cau 25. Trong Excel dé cin chinh ndi dung trong 6 dix liéu ta dung lénh Format >
Format Cells dé mo hop thoai Format Cells va chon trang
A. Number
B. Font
C. Alignment
D. Border
Cau 26. Trong Excel néu trong mot 6 tinh c6 Ki hiéu ####, diéu d6 c6 nghia 1a gi?
A. Cot chtra 6 d6 c6 do rong qua hep nén khong hién thi hét chit sb.
B. Nhap dit liéu bj 16i.
C. Cong thuc sai.
D. Dt liéu khong phu hop véi dinh dang

Cau 27. Trong ctra s6 quan Iy tép va thu muc, quan sat
.V 2019_Nghe_lo.p_Ten hoc sinh
~ Giai tri
Hinh anh
Nhac
Video
o WP Hoc tap
Excel
LAN
Hay cho biét dau 1a phat biéu dung trong cac phat biéu sau
A. thu myuc Nhac va thu muc Excel 1a 02 thu muyc cung cap.
B. Thu myc Giai tri 13 thu muc gdc.
C. Thu muc LAN 1la thu muc con cua thu muc Giai tri
D. Thu muc Hoc tap la thu muc con ctua thu muc Giai tri
Céau 28. Trong Microsoft Word, trong van ban c¢6 bang nhu sau

+
. Ngay sinh
S5TT Ho va ten NG Nam
1 Lé Thi Tao 20/12/2006
2 | Dinh Binh 11/02/2005 |
3 Vi Nhw Can 10/09/2006

Dé chén bang, trudc hét xac dinh bang trén co:

A. 04 hang, 04 cot

B. 04 hang, 05 cot

C. 05 hang, 04 cot

D. 05 hang, 05 cot
Cau 29. Trong Microsoft Word, khi 1am viéc v6i bang, dé gop nhiéu 6 lién tuc nhau ta
thuc hién: Chon cac 6 lién tuc can gop,..
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A. kich chuot trai vao vung da chon, chon Merge Cells..
B. chon Merge Cells..

C. kich chudt trai vao vung da chon, chon Delete Cells..
D. kich chudt phai vao vung da chon, chon Merge Cells..

Cau 30. Trong Microsoft Word, chling ta c6 thé tao chit nhu mau sau khéng, néu duoc
thi sit dung chirc nang nao?

2022

A. C6 thé, chung ta chon chirc nang tao chir ngh¢ thuat véi 1énh Word Art

B. Khong thé tao mau chit nhu vay trong word.

C. C6 thé, chung ta stt dung 1énh Chart.

D. Co thé, chiing ta st dung lénh Drop Cap.
Cau 31. Trong Microsoft Word, ching ta mudn tim kiém tat ca cac tir VN va thay thé
bang tir Viét Nam, trong ctra s6 sau:

Find and Replace ? *
Find Replace  GoTo
Find what: &
Replace with: ~
Mare == Replace Replace All Find Mext Cancel
A
Ta thuc hién

A. Go tir VN vao 6 Find what, G0 tir Viét Nam vao 6 Replace with, chon nat 1énh Replace.
B. Go tir Viét Nam vao 6 Find what, Go tir VN vao 6 Replace with, chon ntt 1énh Replace
All.

C. GO tu VN vao 0 Find what, G6 tr Viét Nam vao 6 Replace with, chon nut 1énh Replace
All.
D. G6 tir VN vao 6 Find what, Go tir Viét Nam vao 6 Replace with, chon ntt 1énh Cancel.
Cau 32. Trong Microsoft Word, D¢ chia doan vin ban thanh 03 cot, ta thyc hién
Columns ﬂﬂ
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G& vin ban xong, chon phan vin ban can chia cot, vao Format. ..
A. chon Columns, chon Three.
B. chon Columns, chon Three, chon oK.
C. chon Columns, chon Two, chon ok.
D. chon Columns, chon Three, chon Cancel.
Céu 33. Trong Microsoft Word, ¢ hop thoai Columns

Columns o ﬂﬁ

—

EE |EE |E EE =

One Two  Three  Left Right 5
Number of columns: e [l El:
Width and spacng Preview

Col #  wWidth: Spacing:
L 16.51cm E': E|: =—

I¥ Equal column width

Apply to: |Wha|e document ej [ start new columi

Hép thogi Columns

Tai muc []Line between (5), néu tich chon thi:
A. xuat hién dudng ké ngang.
B. xuat hién hinh trong doan vin ban da chia cot
C. chia cot cac doan van ban da chon.

D. xuat hién duong ké gitra cac doan van ban da chia cot.

Céu 34. Trong Microsoft Word, & hop thoai Columns

Columns

21
Presets
AEEE =
One Two  Three  Left Right 5
MNumber of columns: e m
Width and spacng Preview

Col #  wWidth: Spacing:

© I =

==

I¥ Equal column width

Apply to: |Wha|e document ej [ start new columi

Hép thoai Columns

Thong s6 4 trong myuc Number of columns ¢6 ¥ nghia 1a
A. chia doan van ban da chon thanh 04 cot.
B. chia doan van ban da chon thanh 04 hang.
C. chia doan van ban da chon thanh 04 doan.
D. chia doan van ban da chon thanh 04 dong.
Cau 35. Trong Microsoft Word, dé c6 duoc chit cai 16n dau doan nhu hinh
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ué hwong la gi ha me

Ma co6 gido day hay yéu?

Qué huong la gi ha me
Al di xa cling nhé nhiéu?

Ta thuc hién, gd doan van ban trén,...
A. vio tab Insert — Drop Cap - Chon kiéu c6 san.

B. Chon chir Q du doan, vao tab Insert — Drop Cap - Chon kiéu c6 sin.
C. Chon chit Q dau doan, vao tab Format — Drop Cap - Chon kiéu c6 sén.

D. chon c& chir 16n cho chir Q.
Cau 36. Trong Mic[osoft Word, cho céc thao tac sau
(1) Chon kiéu thich hop.
(2) Nhay chudt ma hop Kiéu.
(3) Pt con tré vao doan vin can dinh dang.
Dé ap dung kiéu dé dinh dang ta thuc hién cac budc sau:
A (1D)=>2 >3
B.2)2>(1)~> (@)
C.2=>03)~>(1)
D.3)2> (2 ~>(1)
Cau 37. Trong Microsoft Word, cho cac thao tac sau
(1) Di chuyén con tré dén vi tri can dan;
(2) An t6 hop phim Ctrl + V;
(3) Chon doan vin ban can sao chép;
(4) An t6 hop phim Ctrl + C;
Hay sip xép ding thao tac sao chép doan vin ban.
A.(4)->0)~>@~>03)
B3> ~>1~>(?
C.1)>@~>03)~>@1“
D.(4)> @3 ~=>2~>Q1)
Cau 38. Cho cac thao tac sau
(1) Chon tép do hoa can cheén. ‘ o
(2) Budc 2: Chon thu muyc chtra tép do hoa (néu can).
(3) Budc 1: Chon Insert — Picture— From file...
(4) Budc 4: Nhay Insert.

Trong Microsoft Word 2003, dé chén anh c6 san trén may tinh vao vin ban, ta thyc hién

cac budc sau

A.(1)=>2)>0R3)~>@4)
B.(2) >(1)~>(3)>@14)
C.(3) 2(2)>(4)~>(1)
D.(3)>(12)~>(1)~>(@4)
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Cau 39. Trong Microsoft Word, dé cai dit ché d6 tw dong luu van ban sau 05 phat, Hay

liét ké cac budc thuc hién:

Cau 40. Trong Microsoft Word, khi soan vin ban ta g& tir hp , 4n phim cach thi xuét hién
tir hanh phic. Hiy liét ké (bang cach dién vao chd tréng...) cic thao tac 1énh dé cai dat

duoc viée gd tat trén.
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