Tai liéu 6n luyén IC3 GS4 — Key Applications

Trac Nghiém

1.

Tly chon nao dwéi diy dwoc sir dung dé minh hea y nghia ciia vin ban va lam cho tai li¢u hip din hon?
(Chen 1)
a) Diagrams
b) Clip Art
c) Graphics
d) Charts
Tly chon nao dwéi day 1a cac b dinh dang dwoc thiét lap, dit tén va luu lai? (Chon 1)
a) Format
b) Style
c) View
d) Toolbar
Phim chire niing nao dwéi diy c6 thé dwgc chon dé thuc hién viéc kiém tra 16i chinh ta (Spelling)? (Chon
1)
a) F3
b) F5
c) F7
d F9
Tly chon nao dwéi diy 1a qua trinh chén (inserting) thay thé (replacing) va x6a bé (deleting) trong mét
van ban? (Chon 1).
a) Editing
b) Finalizing
c) Revision
d) Proofing
Cac tinh nang nao duwdi day la tinh ning méi trong Word 2010? (Chon 2)
a) Backstage view
b) File Tab
¢) binh dang .docx
d) Word Option
Tly chon nao dudi diy dwoc sir dung dé thiét 1ap khoang cach giira cac ky tu? (Chon 1)
a) Toolbar
b) Character Spacing
c) Drawing toolbar
d) Options Spacing
Khu vurc nao trong cira sé Excel cho phép nhap cac gia tri va cong thic?
a) Title Bar
b) Formula Bar
c) Standard Tool Bar
d) Menu Bar
Viéc nhén dik liéu tir c4c 6 ndm trong mét Worksheet khac nhau dwoc goi la gi? (Chon 1)
a) Referencing
b) Updating
c) Accessing
d) Functioning
Kiéu di liéu nao duwéi day khong phai |a kiéu dix liéu hop 1é trong Excel? (Chen 1)
a) Number
b) Date/Time
c) Character
d) Label
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10. TUy chon nao sau diy khong la chire ning chon tat ca cac 6 trong mat trang tinh? (Chen 1).
a) Nhap chuot phai 3 Ian trong trang tinh
b) Nhap chudt vao nat Select All
¢) St dung phim tit Ctrl+A

11. Khu vire dwoc t6 mau chon trén trang word nhw bén duéi, dwoc goi 13 gi trong cac dé nghi

On the Insert tab, the galleries
include

items that are designed to coordinate
with the overall look of your
document.

You can use these galleries to insert
tables, headers, footers, lists, cover
pages, and other document building
blocks ...

a) Page Break
b) Gutter
c) Margin
d) Border
12. Ty chon nao dwéi diy cho phép thiét 1ap thai gian cho méi déi tweng trong PowerPoint Presentation?
(Chen 1)
a) Slide show, custom transition
b) Slide show, custom animation
c) Slide show, Slide transition
d) View, slide sorter
13. TUy chon nao dwéi day c6 thé duwgc chon dé thiét lap trinh chiéu lap di 13p lai lién tuc? (Chen 1)
a) Loop more
b) Loop continuously until Esc
c) Repeat Continuously
d) None
14. M&i dong dir liéu trong mot bang dir li¢u (Datasheet) dwoc goi la gi? (Chon 1)
a) Table
b) Field
¢) Record
d) Database
15. M@i cét trong bang dir li¢u (Datasheet) dwoc goi la gi? (Chon 1)
a) Record
b) Table
c) Database
d) Field
16. Trong Microsoft Access, trudng dit liéu ndo cé thé ting gia tri mét cach tw dong? (Chon 1)
a) Auto Evaluate
b) Auto Increment
c) Auto Value
d) Auto Number
17. Trong Microsoft Access, kiéu dir liéu nao 1a tét nhat dé sir dung cho trwong chira dir liéu theo dinh dang
(84-8) 3990 58887 (Chon 1)
a) Currency
b) Text
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c) Number
d) Autonumber
18. Trong Microsoft Access, cac ddi twong nao dwoc sir dung dé tao mét Report? (Chon 1)
a) Tables va Forms
b) Queries va Forms
c) Tables
d) Tables va Queries

Thwc hanh

1. M@ tép tin 02_Tour Prices.xlsx va thyc hién cac yéu ciu sau trén trang tinh 2011-New:
a. Tai 6 C4 (Tour) thém New Comment vdi ngi dung Including Discount
b. Sao chép Comment nay sang 6 E4 (Hotel).
2. M tap tin Balance Sheet.xIsx va sir dung email trong Excel d€ glri tap tin dudi dang .XPS dinh kém vé dia chi
acolby@tolano.com
3. Mé tap tin Haunted Tours Reference.docx va sir dung email trong Word dé giri tip tin dwdi dang .docx dinh
kém vé dia chi taylor@tolano.com vdindi dung:

Dear Mr.Taylor,
1'd like to send you the Haunted Tours Reference.
Best regards,
4. Mé tap tin Sales Figures 2011.docx va thyc hién yéu cau sau:
e Tirchdi tét cd nhitng thay déi trong tai liéu chi véi mét thao tdc duy nhét.
5. Mé tap tin Haunted Tours Reference.docx va thuc hién céc yéu cau sau:
e M3 Header & ché dé hiéu chinh (Edit mode) (thao tdc ndy khéng cho diung chuét phdi)
e Hiéu chinh tiéu dé thanh Haunted Advanture Tours 2016
6. M& tap tin TA Corporate Profile.docx va thuc hién céc yéu cau sau: Tir doan Tolano.....for participation
e Thiét lap Space Before thanh 12 pt.
7. Mé tap tin TEC Employee List.docx va thyc hién cic yéu cau sau:
e Ddnh sétrang & dau trang ndm bén phdi theo mdu Plain Number 3
8. Mé tap tin Haunted Tours Reference.docx va s dung email trong Word dé giri tip tin dwdi dang .docx dinh
kém vé dia chi iigvietham@outlook.com
9. Mé tap tin Haunted Tours Reference.docx va st dung email trong Word dé giri tap tin dudi dang .PDF dinh
kém vé dia chi iigvietham@outlook.com

10.M@ tap tin Tolano New Event Brochure.docx va cho hién thi Show Paragraph Mark.

11.M& tap tin Sales Figures 2011.docx va thuc hién cac thao tac sau:
e Chuyén cdc dong vin ban text tir Popular Tours dén dong cudi cting cla cét dif liéu 2008 thanh bdng
Table.
e Thuec hién Merge cell dong 1 va dong 2 & tat cd cdc cét tiéu dé.
e Chén 1dong mdivao bdng vdivi tri gitta dong Haunted Sites va dong ____ (dong Haunted Sites dang
duoc chon)
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12.Mé& tép tin Sales Figures 2011.docx va thuc hién céc thao tac sau:

e Chuyén cdc dong vin ban text tir Popular Tours dén dong cudi cting cla cét dif liéu 2008 thanh bdng

Table.

e Thurc hién Merge cdc cell dong 1 ttr 2011 dén 2008 thanh mét cell duy nhét va nhép vén bén vdi ndi

dung "Over Years"
e Thurc hién Split cell cho cdt Popular Tours thanh 2 cét.
e Canh I cdc tiéu dé thanh Align Center

13.M& tap tin Balance Sheet.xlsx va sir dung email trong Excel dé gri tap tin dudi dang .XPS dinh kém vé dia chi

iigvietnam@outlook.com.

14.M@ tép tin Tour Prices.xIsx va thuc hién cac yéu ciu sau:
e Ap dung dinh dang Currency cho cdc cét Tour, Flight, Hotel, Misc va Total Cost.
e Dijnh lgi d6 réng cdc cét theo chiéu dai ndi dung
e Tinh téng Total Cost cho cdc cét Tour, Flight, Hotel, Misc va Total Cost bdng AutoSum

15.M@& tap tin Personal Movie Inventory List.xlsx va thyc hién cac yéu cau sau:
e Merge cdc 6 trong ving A1:C1
e Canh Ié Align Bottom cho 1 6

16.M& tap tin Flights.docx, in 7 ban, thiét 1ap ché dd in khdng theo thi ty Uncollated , sit dung may in A Printer.

17.M& tap tin Exploring Seatle.pptx va thyc hién thao tac sau;
e Hién thi Slide Master.

18.M& tap tin Tolano New Employee Orientation.pptx va thuc hién cac yéu cu sau:
e Chen Picture TA Logo dudi dong Tolano Incorporated trong Slide 1
e Ap dung Picture Styles Rounded Diagonal Corner, White cho Picture
e Ap dung hiéu irng Animation Emphasis Spin cho Picture

19.M@ tap tin Tolano New Employee Orientation.pptx va thuc hién cac yéu ciu sau:
e Trong Slide 4, dp dung Animation Fly In, From Top-Left Effect Options

20.M& tap tin Green Soles 2013 Getting There is Half the Fun.pptx va thuc hién cic yéu ciu sau:
e Trong Slide 1, dp dung Spin Emphasis Animation cho hinh Green Soles.
e Thém Grow/Shrink Emphasis Animation cho hinh Green Soles.

21.M& tép tin Introducing Camel Tour.pptx va thuc hién cac yéu ciu sau:
e Chen 1 slide méi Two Content Layout.
e Djnh dang vidn ban trong cét déu tién Times New Roman, 26, Red Accent 2.

e Thém dnh Map of Taba vao Place Holder thi hai va dp dung Drop Shadow Rectangle Picture Styles
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22.M& tap tin Introducing Camel Tours.pptx va thyc hién cac theo tic theo yéu ciu sau:
e Tgo Comment mdivdindi dung This comment is just for trial test...

23.M& tap tin Tolano Inc.accdb va thyc hién cac yéu cau sau:
e MG Customers_by Country Report
e Thuec hién Print Preview

24.M& tap tin Tolano Inc.accdb va thyc hién cac yéu cau sau:
e MG& tép tin Customers_by_Country Report
e Chuyén Customers_by_Country Report vé dang Design View

e Thay déi dinh dang cta trudng Country thanh in dé@m Bold vé mdu chi¥ (Font Color) la Red Standard
Color

e Chuyén vé dang Print Preview

25.M& tap tin Tolano Inc.accdb va thyc hién cac yéu cau sau:
e MGE Customer List Report dudi dang Layout View
e Djnhdang cdc tiéu dé cét thanh in dém va gach chén (Bold va Underline)
e Chuyén vé dang Print Preview
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