DE 04

1. Trong Word, mudn ¢t mat khiu bao vé khi mé tip tin vin ban ban sit dung hya chon ndo? (Chon nhiu tra 1)
A File = Save as = Tools = General Options = Encrypt with Password
B File = Save as = Tools = General Options = Password to Open
C File = Info =Protect Document = Password to Open
D File = Info =Protect Document = Encrypt with Password
2. Trong Excel, gia sit 6 Al co gid tri 7.263 va 6 A2 co gid tri 5.326. Cong thivc =ROUND(A1,2)-INT(A2) cho két qua:
A 1.901

B 2.2

D 2.26
3. Trong Excel, dé thue hién viéc xda cac nhén xét (comment) tai mét dong hay mét cdt, ban si dung hwa chon nao?

A Right Click vao hién déng/cit cdn thiét = Delete Comment
—
Click chon bigu twgng (Previous) trén nhém Comment cia Tab Review
A
Click chon bifu twong —# (Next) trén nhém Comment ciia Tab Review

£ : "
Chon dong/cot cén thift = Chon biéu twong —“I (Delete) trén nhém Comment cia Tab Review



4. D¢ zac dinh phin kiéu mic dinh cia tdp tin Winword phién ban 2010, ban sit dung hya chon nao?
A Docx
B Dotx
C Daoc
D docm
5. Trong PowerPoint, mudn chuyén bai trinh chiu thanh dinh dang PDF ta c6 thé thye hign? (Chon nhiéu tra 1)
A File = Save as = Save as type = PDF(* pdf)
B File = Save & Send = Create PDF
C File = Save & Send = Create PDF/XPS Document
D Tét ca cac lya chon trén déu sai
6. Trong Word, dé thue hign viéc thay dii hwing trang, ban s dung hwa chon nao?
A Chon View = Print Layout
B Chon Page Layout = Orientation
C Chon Page Layout = Size

D Chon Page Layout = Text Direction



7. Trong Excel, mudn thigt [3p khdng ché o i nhdp cho mit ving, ban thue hién nh the nao?
A Home = shém Cells = Format... = Data validation
B Formulas = nhém Data Tools = Data validation
C Data = shim Data Tools = Whatf Analysis = Data validation
D Data = nhém Data Tools = Data validation
8. Trong Excel, dé thye hién viec nap vao trang tinh cac dif B bt t8p vin ban o6 dét cdc déu ngén cach dif Géw, ban i dung hra chon ndo? (Chon ol 3 1)

-

A
1 (PivoteTable) trén nhom Table clia Tab Insert

Click chon biéu twong

B @ @
Click chon bigu tugng (Text Bo) trén nhom Text clia Tab Insert

C Clck chon bifu twong @ (From Text) trén nhom Get External Data cia Tab Data

D 3
Click chon biéu twong 14 (Existing Connections) trén nhomn Get External Data ciia Tab Data

9, Trong Excel, ham Rank(Number Ref) cho gid tri [&:
A Lam tron gid tri Number v6i vi tei ldm tron [4 Ref
B (i tri cén béc Ref cha gd tri Number
C Thi hang cia @i tri Number so v cdc @d tri trong ving Ref

D Bém st 6 trong ving Ref thoa mén tiéw chudn Number



10. D thay d6i kiéu bifu 44, ban sir dung bya chon ndo?
A Chudt phai vao biéu 46, chon Change Chart Type
B Chon bifu dd, chon Change Chart Type tit Chart Tools
C Ca2lya chon trén déu ding
D Ca2lyachon trén déu sa

11. Trong Excel, dé thye hién viec dat, siva tiéu chi 4 kiém tra céc dit 2w nhdp vao mét ving 6, ban st dung hva chon ndo?
A e = o
Click chon biéu twong E (Data Validation) trén nhém Data Tools ciia Tab Data

B . " 5 . ,
Click chon biéu twgng 2 (What-If Analysis) trén nhom Sort & Filter cia Tab Data

€ Click chon biéu twong & (Consolidate) trén nhom Data Tools clia Tab Data
D C3lyachon trén déu sal
12. Trong Word, dé thue hién viéc battat ché d6 ldn vét, ban s dung hra chon néo? (Chon nhiéu tr 1)

A . -'-19
Click chon bifu twong = (Track Changes) trén nhém Tracking ciia Tab Review

B Nhin tf hop phim CTRL+SHIFT+E

C

. .. /4 .
Click chon biéu twgng “=  (Accept) trén nhom Changes ciia Tab Review

D Click chon biéu twong 3 Show Markup v ph Tracking ciia Tab Review



13, Trong PowerPait, mit i vomg o6 the bim chuoe?
A Nitéu Trigger
B Chimdt Trigger
C Chihai Tngger
D Tétcé cac bva chon trén dén ding
14, Trong Word, d tao thérn 1 dd phén doan (section) rong vin bin, ban si dung bya chon ndo?
A Vo Page Layout, chon Breaks, chon 1 1énh trong hom Page Breaks
B Vao Page Layout, chon Breaks, chon | 1énh trong shém Section Breaks
C C2hva chontrén déu ding
D C2Myachon tréndé sai
15, Trong Excel, d dinh dang i Géw ta o0t C 12 58 o6 o6 mdt chit 56 & phin thép phén ta chon cét o v =>Home = shom Cels = Format = chon ?
A Condtonal Formatting
B Format Colun. .
C AutoFormat...

D Format Cell. .



16. Trong Word, o€ tir chéi cac thay dfi trong vin ban, ban si dung hra chon ndo trong shém Changes?
A Accept
B Reject
C Restrict Editimg
D Ca3lyachon trén déu sa

17. Trong thao téc phdi thy ciia Winword, mudn chon | ing dung 2 tao danh muc ngut nhan, ban st dung hra chon ndo?

A (e
Ung dung l}L‘ Excel

B
Ung dung i——‘ Winword

c A+
Ung dung st A ccess

D Ca3hya chon trén déu ding
18, DF tit kifm tra chinh ta va gl phép tigng Anh trong Word, sau ki vao Options =Proofing ban si dung wa chon nao? (Chon nhiéu tré 16i)
A Bi chon Check grammar with spelling
B Bi chon Check spelling as you type
C Bd chon Replace text as you type

D Bd chon Mark grammar errors as you type



19. Mudn dt higu ing chuyén trang, ban si dung hya chon nao?
A Thé Animations
B Thé Design
C Thé View

D Thé Transitions

- Trong Word, chirc ning & (Restrict Editing) khéng ton tai trén thé ndo cia Ribbon?
A Thé File
B Thé Developer
C Thé Review
D Thé Insert
21. Trong Excel dé thuc hién viéc thém cac nhin xét (comment), ban st dung hva chon ndo? (Chon nhiéu tra lir)

A s g
Click chon bigu twong — (Previous) trén nhém Comment ciia Tab Review

’ &
Click chon bifu twong (Next) trén nhim Comment ciia Tab Review

Click chon bifu twong J (New Comment) trén nhém Comment ciia Tab Rewview

D Right Click = Insert Comment



22. Trong PowerPoint, mudn tao mat Album anh, ta chon?
A File = New
B Home = nhém Slide = New Photo Album
C Design =2 nhém Themes = Photo Album = New Photo Album
D Insert = nhém Images = Photo Album = New Photo Album
23. Trong PowerPoint, d& thye hién viéc cheén hinh anh, ban si¥ dung hwa chon nao?
=

A O]

Click chon hifu trong 9 (Video) trén nhom Media ca Tab Insert

B @

Click chon bifu twong (Audio) trén nhém Media cia Tab Insert
D - ! .

Click chon biéu twong \_I“"' (Picture) trén nhdém Images Tab Insert
D

Click chon bifu twong @—H' (Screenshot) trén nhém Images Tab Insert
24. BE khdi phuc kich thwére cia anh, ban s dung hwa chon nao? (Chon nhigu tra 1ii)
A Reset Picture tir Picture Tools
B Chudt phd vao anh, Size and Posttion, thé Size, chon Reset
C Chudt ph& vao anh, Format Picture, thé Picture Corrections, chon Reset

D Reset Picture & Size tiy Picture Tools



25. Trong Excel, déu hiéu ##### tal mot o6t the hign difu gi?
A Cong thic sal
B Két g tinh todn c6 Ifi
C  Chifu ring cdt khing i i the hién th dft hiéw o6
D Dif liéu trong cét cd 16
26. Trong Word, £ 4p dung cac ddu trang cufi trang khac nhaw cho méi phan doan (section), ban s dung hva chon nao tiy Header & Footer Tools?
A Chon Show Document Text trong nhém Options
B Chon Different Odd & Even Pages trong nhém Ogptions
C Bd chon Link to Previous trong nhom Navigation
D Chon Different First Page trong nhém Options
27. Dt twong sod6 td chitc (smart art) trong Winword khdng cung cép nhém sv dd ndo sau dy

A Nhérm ay Herarchy

B /
T i

© Nhom 2 Promd

D i SRS



28. Khi cén xac dinh ¥ nghia ciia lwa chon dan déc biét (paste special), ban sit dung hya chon nao?
A Ding Paste Special d€ sao chép gid tri
B Dung Paste Special d€ sao chép cing thirc
C Dung Paste Special d€ sao chép dinh dang
D Ca 3 hya chon trén déu ding
29. Trong PowerPoint, mudn tao mau nén cho trang trinh chiéu?
A Design = nhém Background = Background Styles
B Design = nhém Themes = Background Styles
C Insert = nhém Background = Background Styles
D View =2 nhém Background = Background Styles

30. Trong Excel, dé thwc hién viéc Lién két dit héu giita cac bang tinh, ban s dung hwa chon nao?

A Chon Hyperlink = Click chon hifu twong ‘:'] (E-mail Address)

B | =
Chon Hyperlink = Click chon hidu twong Le) (Existing File or Web Page)

Chon Hyperlink = Click chon hifu twong (&) {Create New Document)

Chon Hyperlink = Click chon hidu twong ¢ {Place in This Document)



