PE 02

1. Trong Word, dé xda cac muc vin ban tw déng (autotext), ban si dung hwa chon nao?
A Phim F3
B Lénh Remove AutoText
C Phim ALT+F3

Ca 3 Iya chon trén déu sai

o

2. Trong Word, dé thue hién viéc thém céc diém déanh ddu vin ban (hookmark), ban s dung hwa chon nao?

A
|
Click chon bifu twong & (Bookmark) trén nhém Links ctia Tab Insert

B Chon Option = Advance = Show Bookmarks

C !
: v ,
Click chon biéu twong (Cross-reference) trén nhom Links cia Tab Insert

D C3lya chon trén déu sal
3. Trong Word, dé thue hién viec dat cac ché d6 kiém tra chinh t3 theo yéu cdu, ban si dung hwa chon ndo trong Option?
A Suggest from maimn dictionary only
B Show all formatting marks
C Ignore word m UPPERCASE

D Check spelling as you type



4. Trong Word, dé thwe hién wiéc trinh bay van ban thanh nhidu cdt, ban st dung lwa chon nao?
A Insert = Column
B View =2 Column
C Insert = Table
D Page Layout = Columns
5. Trong Excel, O A6 chiva chudi “6789X”. Lap cing thivc =VALUE(AS) cho két qua nao?

A Khing xuit hién gi ca

6. Trong Excel, mudn xéa dinh dang ciia 1 6, ta chon?
A Home = nhém Editing = Clear = Clear Formats
B Nhin phim Delete
C Home =? nhém Editing = Clear = Clear Formats

D Formulas = nhém Editing = Clear = Clear Formats



7. Mudn xéa cac quy lét dinh dang co diéu kién theo ndi dung cho 1 wing, ban si dung lva chon nao?
A Chon wing cin thiét, vio Home, Conditional Formatting, Clear Rules, chon Clear Rules from Selected Cells
B Chudt phi vio wing cén thiét, chon Clear Contents
C Chon wing cin thiét, vio Home, Conditional Formatting, Clear Rules, chon Clear Rules from Entire Sheet
D Ca3lya chon trén déu sal

8. Trong Excel, dé thwe hién viéc thém truc thi 2 vao bifu dd, ban st dung hra chon ndo?
A Right Click = Format Data Series = Primary Axis
B Right Click = Format Data Series = Secondary Axis

C
Click chon bifu twong “ (Change Chart Type) trén nhom Type cia Tab Design

D Ca3lva chon trén déu sai
9. Trong Excel, dé thue hign vide dinh dang cd diéu kién theo ndi dung 8, ban st dung hya chon ndo?

A H
Chon bifu twong E-ﬁ (Conditional Formating) trén nhom Styles ciia Tab Home

B 7
Chon biéu twong = (Cell Styles) trén nhom Styles cia Tab Home

C 3
Chon bifu twong e+ (Format as Table) trén nhim Styles cia Tab Home

ua ) Format +
Chon bigu twong [B3 Forma trén nhém Cells cia Tab Home



10. Trong Word, rudn két hop néi dung hai vin ban véi nhau, ban thwe hién thé nao?
A Insert = nhém Text = Compare = Combine
B Review = nhém Compare = Compare = Combine. ..
C Rewview = nhém Compare = Compare = Compare. ..
D Home = nhém Editing = Compare = Combine. ..
11. Trong Word, dé thue hién viéc chuyén déi bang thanh vin ban, ban si dung hwa chon néo?

A i
Click chon hifu twong == (Convert To Text) trén nhom Layout ciia Table Tools

B <A
Click chon bifu twong = (Properties) trén nhom Layout ciia Table Tools

C &=
Click chon hifu twong == (Split Table) trén nhém Layout ciia Table Tools

D A=
Click chon biéu twong = (Text Direction) trén nhém Layout ciia Table Tools

12. Trong Excel, mudn dit tén cho mét wing trong bang tinh, ta chon ving va thwe hién? (Chon nhigu tra 1)
A Fomulas = nhém Defined Names = Name Manager = New
B Nhén phim F3
C File = nhém Defined Names = Define Name

D Fomulas = nhém Defined Names = Define Name



13. Trong PowerPoint, mudn dt mat khiu bo vé khi mi tap tin trinh chifu ta thye hién? (Chon nhiu tr i)
A File = Info -Protect Presentation = Encrypt with Password
B File = Save as = Tools = General Options = Encrypt with Password
C File = Info -Protect Presentation = Password to Open
D File = Save as = Tools = General Options = Password to Open
14. Trong PowerPoint, mudn tao thém trang trinh chifu ta thue hién? (Chon nhigu trd 1)
A Nhin 6 hop phim Ctel + N
B Home = nhim Skides = New Slide
C Fie = New =New Slide
D Nhén td hop phitn Ctrl + M

15. Trong PowerPoint, d thue hién viéc thay d6i mau nén ciia mét d6i twong Shape, ban si dung hwa chon néo?
: A .
A Click chon biéu twong = (Shape Fill) trén nhém Shape Styles cia Tab Format

B Click chon bify twong a (Text Fill) trén nhém WordArt Styles cha Tab Format

€ Click chon bifu twong £ (Edit Shape) trén nhém Insert Shapes clia Tab Format

D Click chon bigu teong = (Shape Effects) trén nhém Shape Styles ciia Tab Format



16. Trong PowerPoint, cho biét cach hiénfdn thanh thwéc ngang, ban sit dung hva chon nao?

A

D

Chon View = Ruler
Chon View = Gridlines
Chon View = Guides

Ca 3 hya chon trén déu ding

17. Trong Word, mudn tao chi thich & chan trang (footnote), ban sit dung lwa chon nao?

A Home = nhém Footnotes = Insert Footnote

C

D

References = nhdm Footnotes = Insert Footnote

References = nhdm Footnotes = Insert Endnote

Insert = nhom Footnotes = Insert Footnote

18. Trong Word, dé thuc hién wic tach cac 6 trong mdt bang, ban st dung lwa chon nao?

A Nhén td hop phim Shift+S

Nhén td hop phim Ctrl +8

C Right Click = Split Cells

D C3lva chon trén déu sai



19. Trong Excel, dé thue hién viéc sit dung méng trong ham, ban si dung hra chon néo?
A Kétthic cing thic bing phim Enter
B Két thic cing thitc bing phim Ctri+Shift+Enter
C Kétthic cong thitc bing phim Alt+Shift+Enter
D Keétthic cing thirc bing phim Shift+Enter
20. Trong Excel, mudn dét mét khdu bao vé ciu tric bang tinh ban thue hign nhw th nao? (Chon nhigu tra i)
A File = Info = Protect Workbook = Protect Workbaok Structure
B File = Info = Protect Workbook = Protect Current Sheet
C File = Save as = Toals = General Options = Protect Workbook Structure
D Review = nhom Changes = Protect Workbook
21. Trong PowerPoint, & thue hign viéc si dung miu (template) dang c6 dé tao trinh chifu méi ban st dung bva chon nao?
A File = New-> My Template

B s
Click chon bifu twong ‘J (New Slide) trén nhom Slides ciia Tab Home

C File -» New = Blank Shide

D (a3 lva chon trén déu sai



22. Trong Word, dé tao mdt siéu lién két trong win ban, ban sit dung hwa chon nao? (Chon nhiéu tra 1é)
A Chon ddi twong cén tao siéu lién két, vao Insert chon Links
B Chon déi twong cén tao siéu lién két , vao References, chon Insert Hyperlink
C Chon ddi twong can tao siéu lién két, vao Insert chon Hyperlink
D Chudt phii vao ddi twong cén tao siéu lién két, chon Hyperlink. .
23. PE xda tén mit ving, ban sit dung hya chon nao?
A Chon ving, vao Review, chon Delete
B Chon ving, vao Home, Clear, chon Clear Al
C Vao Formulas, chon Name Manager, chon tén ving, chon Delete
D Chudt phai vao ving chon, chon Delete
24. Trong PowerPoint, mét ddi twong cd thé c6? (Chon nhidu tra 1o1)
A Nhiéu higuing
B Khing cd hiéu ing
C Chi cd mdt hiéu ing

D Chiduoc hat hiéu ing



25. Trong Word, mudn bao v vin ban chi cho xem khing cho sao chép va chinh siva ndi dung, trong Restrict Formatting and Editing ta chon?
A No changes (Read only)
B Filling i forms
C Comments
D Tracked changes

26. Trong Winword, lénh ndo sau day khing tén tai khi vao the Insert chon Header & Footer?

A
Lénh I% Page Number

B (=2
Lénh = Footer

c -
Lénh Q Header

¢ Lénh B Page Borders
27. Trong PowerPoint, mudn dwa phirm minh hoa véo bai trinh chifw, ta cd thé dwa? (Chon nhigu tra 1)
A Developer = Windows Media Player
B <<TL_DUNG>Insert=>Video
C Insert=>Trigger

D Insert= Audio



28. Trong Excel, dé luu bang tinh nhw mit mau khang chita Macro, ban st dung lya chon nao?
A Excel Macro-Enabled Template
B Excel Workbook
C Excel Template
D Ca3lwa chon trén déu sai
29. Trong PowerPoint, mudn trinh chifu tir Slide dau tién? (Chon nhiéu tra i)
A NhanF5
B Slide Show = nhém Start Slide Show = From Current Slide
C Slde Show = nhém Start Slide Show = From Beginning
D Nhén td hop phim Shift + F5
30. Trong Excel, mudn luén tao ra ban sao leu dy phong khi heu, ban sit dung hya chon nao?
A File = Options = Advanced = Save = Always create backup
B File = Save as = Tools = General options = Always create backup

File = Options = General = Always create backup

0

D File =Options = Save = Always create backup



