PE 05

1. Trong Excel, dté thire hién vige 3t siva tiéu oh dté ki tra cac dif héu thdp véo mdt ving 8, ban si dung bva chon néo?

A . i 4 S
Click chon biéu tugng £ (Data Validation) trén nhém Data Tools ciia Tab Data

1

B . % ) ; ;
Click chon biéu twgng = (What-If Analysis) trén nhom Sort & Filter cia Tab Data

C Click chon biku g ™ (Consolidate) trén nhém Data Tacls ciia Tab Data
D C3lva chon trén déu sal

2. Trong Excel, df thuc hién viéc nap vao trang tinh cdc dif hiéu b tép vin bén cd 3t cdc ddu ngin cch dif héw, ban siv dung hva chon ndo? (Chon nhi tré [6d)

A

Click chon bié teong =< (PivoteTable) trén nhim Table ciia Tab Insert

B 3
Click chon bifu twong ¥ (Existing Connections) trén hom Get External Data cia Tab Data

cC ; E
Click chon biéu twong (Text Box) trén nhom Text clia Tab Insert

D ek chon biéu twong 3 (From Text) trén nhom Get External Data clia Tab Data
3.Dé chic chén font chit trong vén ban cla ban van duor hitn thi ding trén bt ky may tinh khac, sau khi vao Options=>Save, ban st dung hra chon ndo?
A Embed True Type Fonts
B Save True Type Fonts
C Save Fonts

D Embed fonts i the file



4. Khi cén xdc dinh  nghifa clia bva chon dan déc biét (paste special), ban st dung hya chon néo?
A Ding Paste Special dé sao chép gid i
B Ding Paste Special dé sao chép dinh dang
C Ding Paste Special dé sao chép cing thic
D C3hya chon trén déu ding
5. Trong Word, d€ dp dung céc déu trang, cudi trang khac nhau cho trang chén, trang I£, ban si dung hva chon ndo bt Header & Footer Tools?
A Chon Show Document Text trong nhdm Options
B Bi chon Link to Previous trong nhim Navigation
C Chon Different First Page trong nhém Options
D Chon Different Odd & Even Pages trong nhom Options
6. Trong Word, dé the hign viéc d3t 18 cho doan vin bin, ban i dung hra chon nao?

A Chon View = Ruler

B - i
Click chon biéw tugng = (Distributed) trén nhém Paragraph cta Tab Home

C

v

=
Click chon bigu twong '~ (Line and Paragraph Spacing) trén shém Paragraph cia Tab Home

D (3 hya chon trén déu sai



7. Trong Word, d hién thi déu phan doan (section) trong vin ban, ban st dung lva chon ndo? (Chon nhiéu tr3 1)
A Td hop phitm <Ctrl+Enter>
B Td hop phitm <Ctel+*>
C Vao Home, chon Show/Hide
D Ca 3 lya chon trén déu sai

8. Trong PowerPoint, cd ché dd hién thi ndo?
A Normal Shde Sorter, Notes Page, Print Layout
B Normal Shde Sorter, Notes Page, Reading View
C Normal Shde Sorter, Web Layout, Reading View
D Tétca cc lva chon trén déu sal

9. Trong Excel, ddu hidu #HHH tai mit cdt thé hién difu gi?
A Cong thic sa

Chitu ring cot khing di dé thé hién thi dif liéu s

o

Dit igu trong cit ¢ 161

D Két qua tinh todn cé 161



10.bé c}-lén doan phim (vidzo clip) vao PowerPoint, ban si; tung ra chon nao?
A Ding chitc néng Developer
B Ding chic ning Insert
C C32hva chon trén déu ding
D 42 hya chontrén déy sai
11, Trong Word, d &p dung cdc déu trang cuditrang khac shay cho trang cén, ban si dung hra chon ndo b Header & Footer Tocls?
A Chon Different First Page trong nhom Options
B Chon Show Document Text trong shém Options
C Chon Different Odd & Even Pages trong nhm
D Bd chon Link to Previous trong nhm Navigation
12, Trong Excel, d dinh dang dff iéw taf et C 14 ié o6 cd mat chi 56 & phn thp phd, ta chon o6t i Géw Home = nhém Cells = Format = chon ?
A Conditional Formatting
B Format Cohmy...
C AutoFormat...

D Format Cells ..



13. Trong Excel, dé thie hién viée x6a céc nhan xét (comment) tai mét dong hay mét ct, ban si dung hya chon néo?
A Right Click vao bién dong/cdt cén thiét = Delete Comment

B 5 s : ~
Chon dong/cét can thiet =Chon bigu twong —"J (Delete) trén nhém Comment cia Tab Review

‘ £ g
Click chon biéu twong (Previous) trén nhém Comment ciia Tab Review

D

B

Click chon bifu twong (Next) trén nhom Comment ciia Tab Review
14. Trong Word, d€ xem méu tin cufi trong két qua phdi thw, ban st dung lwa chon nao?
A Nut First Record
B Nut Next Record
C Nt Previous Record
D Nut Last Record
15. Dé chuyén d6i sv d6 (SmartArt) thanh d6i twong v&, ban sit dung hya chon ndo?
A Chudt phai vao so d6, chon Convert to Shapes
B Chon Reset Graphic tir SmartArt Tools

C Ca2lya chon trén déu ding

D Ca2lva chon trén déu sa



16. Trong Excel, mudn thiét lap khing ché dit liéu nhap cho mét wing, ban thue hién nhy thé nao?
A Formulas = nhém Data Tools = Data validation
B Data = nhém Data Tools = Data validation
C Data = nhém Data Tools = What-if Analysis = Data validation
D Home =? nhom Cells = Format... = Data validation

17. Trong PowerPoint, dé thwe hién wiéc chén doan phim (video clip), ban sit dung hya chon nao?

A o®
Click chon hiéu twong 6""3 {Video) trén nhom Media ca Tab Insert

......

B i
Click chon hiéu twong (e {Screenshot) trén nhom Images Tab Insert

C @
Click chon hifu twong {Audio) trén nhom Media cia Tab Insert

D Ca3lya chon trén déu sai

18. Céc 18nh nao sau day cing thudc mat the trén Ribbon: (Chon nhidu tra 1a1)

A

— -
=

Lénh Quick Parts

=]

Lénh Watermarl

0
(=]

Lénh Margins

[w
&

Lénh Track Changes




19. Trong vin ban co bat ché dd 1dn vét, dé chdp nhan cic thay d6i trong vin ban, ban s dung hya chon nao?

A e '_"'\‘i‘
Click chon bifu twong = (Track Changes) trén nhom Tracking cia Tab Review

B W9
Click chon biéu twong 2 ’? (Reject) trén nhom Changes ciia Tab Review

c : Y4
Click chon biéu twong A (Accept) trén nhém Changes ciia Tab Review

D Ca3lyachon trén déu sa
20. Bé chinh siva 46 séng téi va dd twong phan cia anh, ban sit dung hya chon ndo trong Picture Tools?
A Corrections=?Brightness/Contrast
B Corrections = Compress Pictures
C Corrections = Sharpen/Soften
D Ca3lyachon trén déu sal
21. Trong Word, mudn chén ngay thang ndm hién hanh vio vin ban, ban thwe hién thé nao?
A Home = nhém Editing = Field... = Date
B Insert = nhém Text = Quick Parts = Field... = Date
C Insert = nhém Text = Quick Parts = Date

D Insert = nhém Text = Field. .. = Date



22. Trong Excel, gid s 6 A1 cd gid tri 7.263 va 6 A2 c6 gid tri 5.326. Cong thitc =ROUND(ALZ)-INT(A2) cho két qui:
A 2
B 1901
C 22
D 226
23. Trong PowerPoint, 6 thé xudt bai trinh chifu qua?
A Video
B Microsoft Word
C PDF
D Tétca cac hwa chon trén déu diing
24, Trong Excel, ham Rank(Number, Ref) cho gid tn &
A Dém sf o trong ving Ref thda man tiéu chudn Number
B (Cud tri cdn bic Ref cla gid tr Number
C Léam tron gid try Number véi vi tri [am tron 14 Ref

D Thv hang cia gid try Number so vé1 céc gid trt trong viing Ref



25. Trong Excel dé thye hign vic thém céc nhan xét (comment), ban sit dung lwa chon nao? (Chon nhiéu tra 1)

g v
Click chon bifu twong (Next) trén nhém Comment ciia Tab Rewview

' st
Click chon biéu twong (Previous) trén nhém Comment cia Tab Review

Click chon biéu twong J (New Comment) trén nhém Comment cliia Tab Review
D Right Click = Insert Comment
26. Trong Word, d€ the hign viéc ngdt cit trong vin ban, ban sit dung hwa chon nao? (Chon nhiéu tra 1)
A Chon Page Layout = Breaks = Column
B Chon Page Layout =Columns
C Nhén t6 hop phim CTRL+ SHIFT+ Enter
D Chon Page Layout = Text Direction

27. Trong Excel, dé thuc hién viéc lién két dit héu giita cac bang tinh, ban st dung lwa chon ndo?
A Chon Hyperlink = Click chon biéu twong ¥ (Place in This Docutment)

Chon Hyperlink = Click chon biéu twong (i (Create New Document)

C l
Chon Hyperlink = Click chon bifu twong Ls) (Ezsting File or Web Page)

D Chon Hyperlink = Click chon biéu twong 4 (E-mail Address)



28. Trong PowerPoint, mudn tao mét tap tin trinh chifu tir Sample Template dung san?
A Nhén td hop phim Ctel+ N = Sample Template

Nhén té hop phitn Ctel + M

C File = New = Sample Template
D Tét ca céc lva chon trén déu ding

29. Nhém cing cy ndo sau day cho phép dinh dang hinh anh trong Word?
A Picture Tools

Table Tools

=)

o

Drawing Tools
D SmartArt Tools
30. Trong PowerPoint, mudn ding 1 hiéw ing cé ¥ nhén manh, 1am néi bat ddi tvong, ban si dung hya chon nao?
A Chon nhim Esxt
B Chon nhim Motion Paths
C Chon nhém Entrance

D Chon nhim Emphasis



