BO CAU HOI TRAC NGHIEM
CHU PE E: UNG DUNG TIN HOC
BAI 1. TIM KIEM VA THAY THE TRONG SOAN THAO VAN BAN

Cau 1. Lénh Find dugc st dung khi nao?

A. Khi muén dinh dang chit in nghiéng cho doan van ban.

B. Khi mu6n tim kiém mot tir hoac cum ti* trong doan van ban.

C. Khi mudn thay thé mét tir hodc mot cum tir trong van ban.

D. Khi can thay d6i phong chit ciia van ban.

Cau 2. Dé st dung cong cu Tim kiém va Thay thé ta st dung hop thoai nao?

A. Find and Replace. B. Open.

C. Insert Picture. D.Clipboard.

Cau 3. Dé thay thé tir “Ty” thanh tit “ban Ty”, em go tit “Ty” vao 6 nao?

A. Twr trong go vao 0 Replace with.

B. Tw trong go vao 0 Find what.

C. May tinh ty phat hién ty chinh sita.

D. May tinh ti phat hién 16i chinh ta va ty stra.

Cau 4. Ban Ty dang viét vé dac san com Lang Vong & Ha Noi cho cac ban & Ninh
Binh. Tuy nhién ban muén stta lai van ban bang céach thay thé tit ca cac tit “mén ngon”
bang tir “dac san” . Ban Ty sé dung lénh nao trong hop thoai “Find and Replace”?

A. Replace All. B. Replace.

C. Find Next. D. Cancel.

Cau 5. Cong cu Thay thé va Tim kiém nam trong nhom lénh nao sau day?

A. Home. B. Insert. C. Design. D. View.

Cau 6. Lénh Replace dugc st dung khi nao?

A. Khi muén dinh dang chit in nghiéng cho doan van ban.

B. Khi muén tim kiém mot tir hodc cum tir trong doan van ban.

C. Khi muon thay thé mét tir hodc mot cum tir trong van ban.

D. Khi can thay déi phong chit ctia van ban.

BAI 2. TRINH BAY TRANG, PINH DANG VA IN VAN BAN

Cau 1. D€ can lé trai doan van, dat con tré soan thdo nam trong doan do roi

nhay chudt vao nit 1énh?



A. . B. . C. . D.

Cau 2. Trong cac cau sau, cau nao dung?
A. Dinh dang van ban gom dinh dang ki tv, dinh dang doan van va dinh dang
trang.
B. Binh dang trang chinh la can 1é trang.
C. D0 lénh ctia doan van ban so vdi 1é trai cua trang.
D. Binh dang ki tv va dinh dang doan c6 cac budc thie hién twong tw nhau.
Cau 3. Dé in trang van ban em chon 1énh gi?
A. Find. B. Print.
C. Replace. D. Find and Repalce.
Cau 4. Dé dinh dang trang van ban ta chon dai 1énh gi?
A. File. B. Home. C. Insert. D. Page Layout.
Cau 5. Dé tang, giam do dan dong doan van, dat con tré soan thdo nam trong
doan do6 r6i nhay chudt vao nit 1énh?
t=.
AT B. . c. N D.

Cau 6. Dé can lé gitra doan van, dat con tré soan thao nam trong doan dé roi

nhay chuot vao nut 1énh?

A. . B. . C. . D.

Cau 7. Dé can lé phai doan van, dat con troé soan thdo nam trong doan do r6i
nhay chuot vao nut 1énh?

A. : B. . C. : D. :
BAI 3. THUC HANH TiM KIEM, THAY THE VA PINH DANG VAN BAN

Cau 1. Dé chinh Ié cua trang in, ta chon Iénh nhom lénh nat 1énh nao trong dai lénh
Page Setup?

A. Margins. B. Orientation. C. Size. D. Columns.

Cau 2. D€ chon kho gidy trang van ban, ta chon 1énh nhém 1énh mit 1énh nao trong
dai 1énh Home?

A. Font. B. Paragraph. C. Size. D. Columns.

Cau 3. Khi mé hop thoai Find and Replace, muon thay thé tat ca cac ti “hay” trong
mot tai liéu bang cum tr “tuyét voi”, ta thue hién thao tac nao nao?



A. G0 “hay” trong 6 Find what, go tv “tuyét voi” trong 6 Replace with r6i bam ntt
Replace All.

B. GO “hay” trong 6 Replace with, go t&* “tuyét voi” trong 6 Find what, r6i bam ntit
Replace All.

C. GO “hay” trong 6 Replace All, go tir “tuyét voi” trong 6 Replace with, r6i bam
nut Find what.

D. Khong c6 cach nao thay thé hang loat ban phai xo4a va go lai tirng tr.

Cau 4. Trong hop thoai Find and Replace, 6 Find what nhap nhitng ndi dung gi?

A. Noi dung can tim kiém.

B. N6i dung can thay thé.

C. NGi dung ngoai 1é khong can thay thé.

D. Khong c6 tac dung trong viéc tim kiém.

Cau 5. Lénh Replace nam trong nhém lénh nao?

A. Find. B. Find and Replace.

C. Editing. D. Edit and Replace.

BAI 4. TRINH BAY THONG TIN O DANG BANG

Cau 1. Dé tao bang, ta thirc hién thao tac nao?

A. Chon nut 1énh Table trong dai 1énh Insert.

B. Chon ntit I1énh Table trong day 1énh Home.

C. Chon nut lénh Table trong day lénh View.

D. Chon nut lénh Table trong day lénh Design.

Cau 2. Dé chén mé6t hang trén hang dang chon, ta chon 1énh?

A. Chon dai 1énh Layout ctia Table Tool, trong nhom 1énh Rows & Columns chon
nut Insert Above.

B. Chon dai 1énh Layout cta Table Tool, trong nhém lénh Rows & Columns chon
nut Insert Below.

C. Chon dai 1énh Layout cta Table Tool, trong nhom lénh Rows & Columns chon
nut Insert Left.

D. Chon dai lénh Layout cua Table Tool, trong nhéom lénh Rows & Columns chon
nut Insert Right.

Cau 3. Dé chén m6t hang nam dwéi hang dang chon, ta chon 1énh?
A. Chon dai Iénh Layout cua Table Tool, trong nhom lénh Rows & Columns chon
nut Insert Above.

B. Chon dai 1énh Layout ctia Table Tool, trong nhém 1énh Rows & Columns chon
nut Insert Below.



C. Chon dai 1énh Layout cta Table Tool, trong nhém lénh Rows & Columns chon
nut Insert Left.

D. Chon dai 1énh Layout cua Table Tool, trong nhém 1énh Rows & Columns chon
nut Insert Right.

Cau 4. Dé thém 1 hang méi vao cudi bang, ta dat con tré soan thdo vao 6 cudi cung
cta bang r6i goé phim:

A. Tab. B. Delete. C. Shift. D. Ctrl.

Cau 5. Dé x6a hang dang chon, ta chon 1énh?

A. Chon dai 1énh Layout cua Table Tool, chon ntt Delete trong nhom 1énh Rows &
Columns va chon Delete Row.

B. Chon dai 1énh Layout ctia Table Tool, chon nut Delete trong nhom lénh Rows &
Columns va chon Delete Column.

C. Chon dai 1énh Layout ctia Table Tool, chon ntit Delete trong nhém 1énh Table va
chon Delete Row.

D. Chon dai l1énh Layout cua Table Tool, chon nit Delete trong nhém 1énh Table va
chon Delete Column.

Cau 6. Dé x6a cot dang chon, ta chon 1énh?

A. Chon dai 1énh Layout ctia Table Tool, chon nut Delete trong nhom Iénh Rows &
Columns va chon Delete Row.

B. Chon dai 1énh Layout ctia Table Tool, chon ntit Delete trong nhém lénh Table va
chon Delete Column.

C. Chon dai 1énh Layout ctia Table Tool, chon ntt Delete trong nhom 1énh Table va
chon Delete Row.

D. Chon dai 1énh Layout ctia Table Tool, chon ntit Delete trong nhom 1énh Rows &
Columns va chon Delete Column.

Cau 7. bé x6a bang dang chon, ta chon 1énh?
A. Chon dai 1énh Layout ctia Table Tool, chon nut Delete trong nhom lénh Rows &
Columns va chon Delete Row.

B. Chon dai lénh Layout cia Table Tool, chon nit Delete trong nhom 1énh Rows &
Columns va chon Delete Table.

C. Chon ddai lénh Layout ctaa Table Tool, chon ntt Delete trong nhém 1énh Table
va chon Delete Row.

D. Chon dai lénh Layout cua Table Tool, chon nut Delete trong nhom 1énh Table va
chon Delete Column.
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