PE 03

1. Trong Word, dé bio vé ndi dung vin ban chi cho xem, ban sit dung hwa chon ndo trong muc Editing restrictions?
A Tracked changes
B No Changes (Read only)
C Filling in forms
D Comments
2. Trong Word, dé sao chép dinh dang cho nhiéu wing dit iéu khac nhau, ban si dung hva chon nio?

J Format Painter

5 Double Click vao biéu twong trong nhém Clipboard
B Nhén t hop phim CTRL+ SHIFT +C
C Nhén té hop phim CTRL+C

Chon bifu twong J Format Painter 401 vihém Clipboard

3. Trong Excel, dé mic dinh chi hién thi céng thie (thay vi hién két qua tinh dwoc) ban si dung hra chon nao?
A Ca2lvya chon trén déu ding
B File=>Options=>Advanced = chon Show formulas in cells instead of their calculated results
C Bédiddu bing (=) trwdc méi cing thic

D Ca2lva chon trén déu sai



4. Phat bigu ndo 14 DUNG cho ham Match? (Chon nhiy tré [if)
A Ham o6 4 tham s
B Him thugc nhom Do tim va Tham chidu (Lookup & Reference)
C Hém trd vé vitrf cia gid trl db tim trong ving db tim
D Ham 6 2 cach xéc dinh kifu di fim
5. Khi tao mdt sv dd (SmartArt) trong PowerPoint, dé thém | nhénh con, ban s dung bva chon ndo?
A Design=Add Shape
B Forrmat=>Add Shape
C Layout=Add Shape
D Ca23lyachon trén déy sai
6. Trong PowerPoint, san kb o thiét ké xong b trinh dién, o€ trinh chifu ngay ti slide cfdu tién, ban siv dung hra chon ndo? (Chon nhiéy tré o)
A Nhén phim F5
B Vio Slide Show =From Beginning
C Vo Slide Show =View Current Slide

D (43 ha chon trén déu sai



7. Microsoft Word cé céc ché dé trinh bay man hinh ndo sau déay?

A

D

Ché dd thay lof tw (Overtype) va ché dd cheén ki tw (Insert)
Print Layout, Web Layout, Outline
Ca 2 lwa chon trén déu ding

C4a 2 hya chon trén déu sat

8. Trong Excel d& lam 4n mét s cdt cia trang tinh, ban sit dung hwa chon ndo? (Chon nhiéu tra i)

A Chon cac cft cdn lam dn, vao Home=>Format = chon Hide & Unhide

B

C

D

Chon céc cét cén lam 4n vao View=>Hide
Chudt phat vao bién cét = chon Hide

Ca 3 wa chon trén déu ding

9. Trong Word, thanh thyc don View cé chirc ning gi?

A Cac ing dung hé tro

Chita céc lénh lign quan céc ché d6 xem man hinh vin ban
Thanh céng cy trén thw

Ding cho thiét ké va mé ring



10. Trong Excel, mudn chén dit liéu tir tap tin co kifu TXT, ban st dung lya chon nao?
A Tab Data=?Get External Data = From Text
B File—>GCet External Data = From Text
C Tab Insert—>Get External Data = From Text
D Ca3lwa chon trén déu sai
11. Trong Excel, mudn sdp xép danh sach dit litu theo thi tw ting (giam), ban sit dung hya chon nao?
A Tab Data=>Sort & Filter = Sort
B Tab Review=>Sort & Filter = Sort
C Tab View—>Sort & Filter = Sort
D Tab Home=>Sort & Filter = Sort
12. Trong Word, d€ tim va thay thé chudi vin ban, ban sit dung hwa chon nao?
A Cul+Z
B Cult+G
c Cul+H

D C3lva chon déu sai



13. Trong bang tinh Excel dé xéc dinh ving dif iéu mudn in, ban st dung hva chon ndo?
A Tab Page Layout=>Page Setup=>Print Titles=> Sheet = Print area = Chon ving dff kiéu
B Chon ving di¥ liéu, Tab Page Layout=>Page Setup=>Print Area = Set Print Area
C Tab Page Layout = mé hp thoat Page Setup = Sheet = Print area = Chon ving dif iéu
D Ca3hrachon trén déu ding
14. Trong Excel gid sit 6 A4 chiva két qua mét cong thike, dé sao chép két qua (chi 1y gid trr) trén vao & A8, ban st dung ya chon nao?
A Taid A4 = Copy, tai 6 A3 = Paste Special, chon Value
B Taid A4 = Copy, tai § AS = Paste
C Taid A8 = Copy, tai 6 A4 = Paste Special, chon Formula
D Taid A4 = Copy, tai 6 A3 = Paste Special, chon Formula
15. Trong PowerPoint, dé chi trinh chifu cac slide 18, ban st dung lva chon ndo?
A Tao Custom Show
B Tao Section
C C2lya chon trén déu ding

D Ca?2lya chon trén déu sa



16. Bifu i trong Excel 2010, dwoe phén thanh shifng loai nao?
A Colun, Bar, Pie, Line
B XV Scatter, Radar
C Stock
D a3 ha chon trén déu ding

17, Trong Word, d bao vE vin bin & ché d cho phép thay d6i ndi dung nhung c6 hnw vét, sau ki chon Review, chon Restrict Editing ruc Editing Restrictions, ban st dung bra chon
nao?

A No changes
B Comment
C Tracked Changes
D C&3lvachondéusai
18. DE xudt két qua phdi th ra may in, ban st dung hva chon ndo?
A Preview Results
B Print Documents ...
C  Edt Indwidual Documents ...

D Insert Merge field



19 Trong Word, i tao trang bia, ban chon nit Iénh L) Corer Page ™ e g
A Chon Insert
B Chon View
C Chon Page Layout
D Chon Review
20. Trong bing tinh Exce], énh thing k& ndo ding dé két hop thong tin fr nhifu ngudn khac nhay?
A Thé Data=Consolidate
B Thé Data=>What-If Analysis = Data Table
C Thé Data=Subtotal
D Thé DataData Validation
21, Trong PowerPoint, dé thiét ké mdt shide chil (Master slide) chiba céc dinh dang chung cia toan b cac slide trong b trinh cin, ban si dung hra chon ndo?
A Tah Review=Master Slide
B Tab Insert=>Skde Master
C Tab View=5kde Master

D (43 lya chon trén déu sai



22. Trong Excel, dé thiét 1dp ché d6 lou tw ddng phong khi cé sw cf xy ra, ban si dung hya chon nao?
A Vao File=>Save dé oy
B Vio Tools=Option=>Save = chon vao Save AutoRecover information every ... dién s6 phit tw ding hw
C Vao File=Options=>Save = muc Save AutoRecover information every .., dién sé phut ty ddng luu
D (Ca3lvyachon trén déu sai
23. Trong Word, dé chon danh sach dit héu khi phéi thw, sau khi chon the Mailings ban sit dung hya chon néo?

A =1=]
Chon @ Insert Merge Field

Chon a Select Recipients

C

Chon L= Edit Recipients List
D Ca3lyachon déu sai

24, Trong PowerPoint, mudn &n di mt s6 slide khéng cho trinh chifu, ban sit dung lwa chon nao?
A Tah Home=>Set Up—>Hide Shde
B Tab Slide Show=>Set Up—>Hide Shide

C Tab Design=?Set Up=2Hide Shde

D Ca 3 lya chon trén déu sai



25. Trong PowerPoint, dié khing xudt hién man hinh den cudi bai trinh chid, ban si dung ya chon ndo?
A Slide Show=Set Up=>Set Up Slide Show = bd chon End with black slide
B File=Options =>Slide Show = b chon End with black slide
C Ca2lya chon trén déu ding
D (a2 lya chon trén déu sai
26. Trong PowerPoint, khi can ché d6 view tot nhét dé duyét qua mét ban trinh dién, ban sit dung hva chon ndo? (Chon nhigu trd 1)
A Slide Sorter View
B Shde Master View
C Normal View
D Outline View
27. Trong PowerPomt, chita ndng Duration: 02,00 trong hiéu Gng cd ¥ nghia gi?
A Quy dinh thit gian ket thic hitu ing
B Quidinh tic dd nhanh / chim cho higu vng
C Quy dinh thin gian chir

D Quy dinh thi gian bt ddu higu ing



28. Trong Word, dé chen chif nghé thudt vao vin bén, vao the Insert, ban s cung va chon ndo?
A Symbol
B Drop Cap
C Quick Parts
D WordArt
29, Cho bigw d6 dang cdt. Muén thay i bifu dd o ket hop dang ot v dang dutmg, sau khi chon thinh phan cdn chuyén sang dang dwimg, ban sit dung hva chon ndo sau ddy?
A Thé Design= Switch Row=Column
B Thé Design= Change Chart Type=> Line
C Thé Format= Format Selection
D Thé Design = Chart Layouts = Line
30. Trong thao tac trdn thw (MaiMerge), dé ch in ra nhitng dong 6 vitef 2 trong danh sdch, ban si dung hwa chon ndo?
A Rules=1If.. Then .. Ele..
B Rules = Skip Record If
C Rules = Next Record If

D Rules = Next Record



