PE 01

1. Trong Excel, mudn dt mat khau bao vé khi md trang tinh, ban sit dung lva chon nao? (Chon nhiéu tra &)
A File = Save as = Tools = General Options = Password to Open
B File = Info =Protect Workbook = Encrypt with Password
C File = Save as =» Tools = General Options = Encrypt with Password
D File = Info =Protect Workbook = Password to Open
2. Trong PowerPoint, mudn trinh chifu Slide hién hanh? (Chon nhiéu tra 1)
A Nhin td hop phim Ctrl + F5
B Slide Show =2 nhém Start Slide Show = From Current Slide
C Slide Show = nhém Start Slide Show = From Beginning
D Nhén té hop phim Shift + F5
3. Trong Excel, dé thue hién viéc thay 81t 1€ trén cac truc cha biéu dd, ban s dung hya chon nao?
A Right Click = Format Axis... = Primary Axis = Axis Option = Thay ddi Maximum
B Right Click = Format Axis... = Primary Axis = Axis Option = Thay ddi Minimum
C Right Click = Format Axis... = Primary Axis = Axis Option = Thay ddi Major unit

D Ca3lya chon trén déu ding



4. Trong Excel, dé tao bifu dd két hop dang ot va dang dwirng, ban s dung lwa chon nao? (Chon nhiéu tra 1i)

A :
Click chon bifu twong i‘E‘ {Save As Template) trén nhém Type cia Tab Design
; —
Click chon biéu trong {Change Chart Type) trén nhém Type cia Tab Design
: su nagng (D
Right Click chon biu twong {Change Series Chart Type)
D

Click chon biéu twong —?J {(Switch Row/Column) trén nhém Data ctia Tab Design
5. Trong PowerPoint, mudn dét mat khiu bao vé chi cho mé tap tin trinh chifu 4 xem va khing chinh siva néi dung ta thye hign?
A File = Save as = Tools = General Options = Password to Modify
B File = Info =Protect Presentation = Encrypt with Password
C File = Info —Protect Presentation = Password to Modify
D File = Save as = Tools = General Options = Encrypt with Password
6. Trong Word, mudn nhing dit ligu vao tai liéu nhw mét d6i twong, ban st dung hwa chon nao?
A Insert = nhém Links = Object. ..
B Home = nhém Editing = Object. ..
C Insert = nhém Text = Object = Ohject ...

D Tét ca cac lwa chon trén déu sai



7. Trong PowerPoint, dé thwe hién viéc chinh mau sic ciia mat déi twong Picture ban sit dung hva chon nao?

Click chon bifu twong L {Change Picture) trén nhém Adjust ciia Tab Format

B .l
Click chon biéu twong (Color) trén nhém Adjust cha Tab Format

C

Click chon bifu twong *° ‘ {Corrections) trén nhom Adjust cia Tab Format

Click chon biéu twong ; {Remove Background) trén nhém Adjust cha Tab Format
8. Mudn chon cac ving cd s dung dinh dang cd difu kién trong trang tinh, ban s@ dung lwa chon ndo?{Chon nhidu tra lerg)
A Viao Home, Find & Select, chon Go to Special, chon Conditional formats
B Vao Home, Find & Select, chon Conditional Formatting
C Vao Home, Find & Select, chon Select Objects
D Ca3lya chon trén déu sai
9. Trong Word, mudn ludn tao ra ban sao lwu dy phong khi hay, ta chon?
A File = Options = General = Always create backup copy
B File = Save as = Tools = General options = Always create backup copy
C File = Options = Advanced = Save = Always create backup copy

D File 2Options = Save = Always create backup copy



10. Troné qua trinh phéi thy (Mail Merge) ciia Wo-rd, rudn loc dit lifu theo 1 tiéu chi nao dd, ban s dung lwa chon nao?
A Mailings = nhom Start Mail Merge = Select Recipients = Filter. ..
B Mailings = nhém Start Mail Merge = Start Mail Merge = Filter. ..
C Mailings = nhém Start Mail Merge = Edit Recipient List = Filter. ..
D Mailings = nhém Start Mail Merge = Edit Recipient List = Sort. ..
11. BE tao danh muc kéo zudng (Drop-Down form field) trong bidu mAu vin ban (form) ciia Word, ban sit dung lwa chon nao?
A Thé Developer
B Thé References
C Thé Insert
D Ca3lya chon trén déu sai
12. Trong Excel, mudn thiét 1ap Font mic dinh khi tao méi 1 Workbook, ta chon?
A File = Options = Advanced = When creating new workbook = Use this font
B Tools = Options = General = When creating new workhook = Use this font
C File = Options = General = When creating new workhook = Use this font

D File = Options = Save = When creating new workbook = Use this font



13. Trong Excel, d& thuc hién vigc che déw, bd che du (hidefunhide) cac cing thie, ban s dung hya chon nan?
A Chon Format Cell = Protection = Locked => Rewiew = Protect Sheet
B Chon Format Cell = Protection = Hidden -> Review = Protect Sheet
C Chon Review = Allow Users to Edit Ranges
D Chon Review = Protect Workbook

14. Trong Word, dé thue hién viéc chén cac trérng difu kién trong Mail Merge, ban s dung lwa chon nao?

Click chon bifu twong 'S8 "% (¢ Then Else) trén nhém Maillings

B -
Click chon bifu twong d {4Address Book) trén nhom Maillings

C 1
Click chon hifu twong == (Inser Merge Field) trén nhém Maillings

Click chon hiéu trong & {Match Fields) trén nhém Maillings
15. Trong PowerPoint, dé thue hién vigc leu mat mau dang cé thanh miu ( potx) méi, ban sit dung hwa chon nao?
A File = Save As =2 Save As Type chon PowerPoint Template
B File = Save As =2 Save As Type chon Office Theme
C File = Save As =2 Save As Type chon PowerPoint Presentation

D File - Save As = Save As Type chon PDF



16. Trong Word, dé chuyén ddi chan trang (footnote) thanh chan ba (endnote), ban s dung lwa chon naot
A Note options
B Go to FootNote
C Convert to EndNote
D Ca 3 lya chon trén déu sal

17. Trong PowerPoint, dé khéi phuc hinh anh nhw ban daw, ban st dung hya chon nao?

4. Click chon bifu twong Xl Change Picture trén nhém Adjust cia Tab Format
. o ,
Click chon biéu twong # Picture Layout o) hém Picture Styles cia Tab Format
. .x «lﬂ Reset Picture - . i .
Click chon biéu twong trén nhom Adjust cia Tab Format
D j_{ Compress Pictures

Click chon hifu twong trén nhém Adjust cia Tab Format
18. Trong Word, mudn tao chi thich & cudi vin ban (end note), ban sit dung hva chon nao?
A Insert = nhém Footnotes = Insert Footnote
B Home =? nhdém Footnotes =2 Insert Footnote

C References = nhdm Footnotes = Insert Endnote

D References = nhém Footnotes = Insert Footnote



19. Trong PowerPoint, mudn thiét 13p Font chit cho todn bé bai trinh chifu ta thwe hién? (Chon nhiu tra 1o1)
A View — Slide Master — nhim Edit Themes — Font — Create New Theme Font. ..
B Design = nhom Themes —Fonts = Create New Theme Font. ..
C File = Options = General = Create New Font
D Home = nhém Font = Create New Font
20. Trong Word, dé thue hién vigc 13p lai tw ddng dong tiéu dé (tén cac cdt) cha bang & dau mdi trang, ban sit dung hwa chon nao?

A . (=
Click chon biéu tu’o‘ng {Repeat Header Row) trén nhéom Layout cia Table Tools

B Insert = Table = Draw Table
C Table Tools -> Design = Banded Row
D Table Tools -> Design = Header Row

21. Trong Excel, trong céng thitc mudn sit dung tén ving d4 dat trwée d6, ta nhin phim?

A F3
B Cirl+ F4
C Alt+F3

D F4



22. Trong Excel, dé thue hién viéc thay ddi tén cho cac ving 6, ban sit dung hya chon nao?
A Nhiap tén ving méi &  NameBox = Enter
B Chon Formulas = Name Manager = Edit = Nhap tén ving méi = OK
C Chon Formulas = Define Name = Nhép tén ving = OK
D Chon Formulas = Name Manager = New = Nhip tén wing = OK
23. Trong Excel, mudn chon tit ca céc 6 cd chiva céng thic, ban thue hién nhw thé nao?
A View = nhém Editing = Find & Select = Formulas
B Home = nhém Editing = Find & Select = Formulas
C Formulas = nhém Editing = Find & Select = Formulas

D Home = nhém Cells = Find & Select = Formulas

24. Trong PowerPoint, dé thiyc hién viéc tao mét trang thuyét trinh chi (master slide) méi cho bai trinh chiéu, ban st dung hya chon nao?

A =

Click chon bifu twong =4 {(From Beginning) trén nhém Start Shide Show cia Tab Silde Show

Click chon bifu tvong

[0

(Slide Master) trén nhom Master Views cha Tab View

Click chon bifu twong =~  (From Current Slide) trén nhém Start Side Show ciia Tab Silde Show

1]

Click chon bifu twong u {New Slide) trén nhom Slides cia Tab Home



25. Trong Word, d& thuc hién viéc chén mat siéu lién két trong vin ban, ban sit dung hva chon nao?

A
Click chon biéu twong @a {Hyperlink) trén nhom Links cia Tab Insert

,-,i'
Click chon biéu twong ;_QJ {Cross-refernce) trén nhém Links cia Tab Insert

Click chon biéu twong & {Bookmark) trén nhom Links cia Tab Insert

D C 3 lya chon trén déu sai
26. Trong Word, d& thuc hién lién két, ban st dung hya chon nao?
A Shift+Click trén ddi twong lién két
B Alt+Click trén déi twong lign két
C Ctrl+Click trén ddi twong lin két
D Ca 3 lya chon trén déu sai
27. Trong Word, d& thyc hién viéc ghép cac 6 trong mét bang, ban s dung hya chon nao? ? (Chon nhiéu tra li)

A
Click chon biéu twong lﬁ {Merge Cells) trén nhém Layout ciia Table Tools

B Right Click = Merge Cells
C Nhén td hop phim CTRL - M

D Right Click = Split Cells



28. Trong PowerPoint, mudn trinh chifu mét Custom Show?
A Slide Show = nhém Start Slide Show = From Beginning Custom Show
B Shde Show = nhém Set Up = Custom Slide Show = chon Custom Show mudn trinh chiu
C NhinF5
D Slide Show = nhém Start Slide Show = Custom Slide Show = chon Custom Show mudn trinh chifu
29. Trong Excel, d€ dinh dang kifu tién té cho mét ving, ban s dung lwa chon nao?
A Chon ving cin dinh dang, vao Home, mé& hép Format Cells, chon Currency tai thé Number, OK
B Chon ving cén dinh dang, vao Home, nhém Number, hp Number Format, chon Currency
C Ca 2 lya chon trén déu ding
D Ca 2 lya chon trén déu sai
30. Bé chia tich mit cira s Excel theo chifu ding, ban sit dung lwa chon nao?
A Chon 1 dong bt ky tir dong 2 triv di, vao View, chon Split
B Contrd tai vi tri bt ky, vao View, chon Split
C Chon 1 cdt bét kg tiv cdt B trér di, vao View, chon Split

D Ci 3 lya chon trén déu diing



