BAI
Bai 14: KN vé
Soan thao van
ban
S6 cau: 4
Bai 15: Lam
quen MS - Word

Sb cau: 8
Bai 16: Pinh
dang van ban

S6 cau: 10
Bai 17: Mt sb
chirc nang khac

S6 cau: 5
Bai 18: Cac cong
Ccu tro giup soan
thao
S6 cau: 3
Téng

MA TRAN KIEM TRA GITA HQC Ki 2 NAM HQC 2021-2022

NHAN BIET

- Nam céc chirc nang chinh cua hé
STVB
- Phén biét Cac don vi xit i trong vb.

2
-Biét cac thao tac co ban véi 1 tép vb
(Tao mai, Mé, Luu) véi ca 2 cach
dang nat Iénh + té hep phim.
-Biét c4c thao tac bién tap co ban véi
vb (Chon, Sao chép, Di chuyén- X6a)
Véi cd 2 cach dung ndt Iénh + t6 hop
phim.

3
- Nhan biét dugc cac thudc tinh co thé
thay doi trén mdi muc kha nang (ki tu
- doan - trang).
- Phan biét cAc nhom Iénh Font,
Paragraph trén Tab Home.
- Biét cac nat Iénh dé thuc hién dinh
dang Ki tu, doan vb
Blét ma hop thoai, tab dé dinh dang
trang vb.

4
-Biét cong cu Pinh dang kiéu danh
sach trong word (thudc tab, nhom
I1énh) nao?

1
Biét cach thyc hién tim kiém -thay thé
trén vb bang ca 2 cach dung nt lénh
+ t6 hop phim.

2

12 cau
4 diem

Mén: TIN HQC - LOP 10
Trac nghiém: 10 diem — 30 cau
Thoi gian lam bai: 45 phat

THONG HIEU
-Hiéu cac Kiéu gd trong vb
- Qui tic co ban trong g vin
ban

1

-Phén biét con tro VB vs con tro
chuot
- Hiéu chirc ning trang thai cac
ché do go van ban.

2
- Hiéu chirc nang cac thanh phan
trong cac hop thoai Font (Font
style, font size,..), Paragraph
(Indent, spacing, Special)
- Phan biét dugc cac trang thai
cua cac thudc tinh trong dinh
dang trang vb.

3
-Phan biét cach ngit trang-ngat
doan.
- Cach danh sb trang
2
Hiéu tinh ning Cac tuy chon
More trén hop thoai Find and
Replace.
1
9 cau
3 diém

VAN DUNG
- B6 m&-B6 phéng chit Viét

1
-Cach di chuyén nhanh con
tro vb bang phim hodgc to
hop phim.

2
-Céch dinh dang Ki tu, doan
str dung t6 hgp phim tuong
ung véi cac Nat 1énh

2
Thao tac xem vb truéc khi in

6 cau
2 diem

VAN DUNG CAO

- Céach chon chinh xac mot
don vi xir li trong vb.

1
- Str dung céc con truot trén
thudc ngang dé dinh dang
doan vb.

1
Hiéu chirc nang cac thanh
phan trong hop thoai Print

1

3cau
1 diem



DE CUONG ON TAP HOC KY Il - MON TIN HOC 10
A. PHAN TRAC NGHIEM:

Cau 1. Hé soanthdovan ban laphanmém . A.héthéng B.&ngdung C.tin hoc D. soan thdo
Cau 2. Bon vj xt li vdn ban nao 1a nho nhat? A. Ki ty B.Tw C.Ciu D.bPoan
Cau 3. S3p xép don vj x{ |i vin ban tir nhd dén 16n:
A.Kity - Tl - Cau - Poan B. Tl - Ki tw - Cau - Poan C.Dboan - Kitw - Cau - Twr D. Doan - Cau - T - Ki tw
Cau 4. Dong chi? “Trung taam Tin Hojc” dwgc nhap theo kiéugd .

A. TELEX B. TCVN3 C. VNI D. UNICODE
CAau 5. Chuyén sang tiéng Viét doan gd sau: "Chuwcs muwngf nawm mow"

A. Chic mirng ndm méi B. Chic mung ndm moi C. Chdc mirng nam moi D. Chirc mung nam mdi
CAu 6. P& xda ki tu bén phai con trd khi soan thdo van ban ta st dung phim

A. Shift B. End C. Delete D. Back Space
Cau 7. Khi soan thao van ban Word, phim Enter dugc dung khi:

A. Panh chit hoa B. Sao chép C. Cach khoang D. K&t thuc mot doan van
Cau 8. Cau nao dung trong cac cau sau?

A. Word la phan mém &ng dung B. Word I3 phan mém hé théng

C. Word la phdn mém tién ich D. Word la phan mém soan thao
C4au 9. Nhitrng phat bi€u nao sau day 1a dung déi véi viéc str dung t6 hop phim tat?
A. M4t nhiéu thoi gian B. Nhanh hon
C. Can phai m& bang chon twong &ng.  D. Chadm hon st dung Iénh
Cau 10. Trong Word, d& m& md&i mot van ban, ta cé thé nhan té hop phim:
A. Ctrl+N B. Ctrl+O C. Ctrl+Q D. Ctrl+P
Cau 11. Phim Insert trong soan thao van ban cé tac dung gi?
A. Bat ché& do gd dé van ban B. B4t ché dd gd chén van ban C. Dinh dang van ban D. Khdng cé tac dung gi
Cau 12. Cach khdi dong Word:

A. Nhéy dup chuét vao biéu tuong @ trén man hinh nén
B. Start = All Programs = Microsoft PowerPoint

C. Nhdy dup chudt vao biéu tuo‘ng trén man hinh D. Start - WordPad
Cau 13. Phim Home cé chirc nang:
A. Di chuyén con trd soan thdo vé dau dong  B. Di chuyén con trd chudt vé dau dong
C. Di chuyén con tré soan thdo vé cudidong  D. Di chuyén con tré soan thao vé dau van ban
Cau 14. Khi thoat khai MS Word, hdp thoai sau xuat hién khi:
Microsoft Office Word ] A.Van ban chua lwu lan nao
B. Van ban chua lwu [an cudi
g Do you wank to save the changes to Document2? C. Van ban chi méilwu 1 Ian
D. Ms Word khong ¢6 hop thoai nay

[ Ves ] [ Mo l [Cancel ]

Cau 15. Mudn lwu tép van ban dang ma vdi tén khéc ta thyc hién:

A. File = Save As B. File = Save C. Edit = Save As D. Edit = Save
Cau 16. D& chon mot ti, ta thuc hién thao tac nhap chudt __ 1an lién tuc. A.2 B.1 C.3 D.4
Cau 17. Biéu tuong L duoc sir dung khi thye hién thao tac
A.Sao chépvan ban  B. In nhanh tap tin C. Dichuyénvanbdn  D.D&n van ban
Cau 18. Trong word, dau 1a nhdm |énh Font dé dinh dang ki ty
L= L o, e=a3= A
‘Times NewRor'|12 -|A A Aa- A = - =2= Zl qT
BT U-aex, X A ¥-A- .EEEE'Q'_'
A. B.
¥ T "= Breaks -
=3 %Cut [
D B2 Copy E rlh‘j ID % :[ILine Numbers ~
Paste Margins Orientation Size Columns - .
C - ~ Format Painter D - - - - bc Hyphenation ~




Cau 19. P& thuc hién dinh dang ki tw, st dung nhém Iénh __

A. Font B. Page Layout C. Paragraph D.Home
Cau 20. Dé thyc hién dinh dang doan van ban, st dung nhédm lénh
A. Font B. Page Layout C. Paragraph D.Home
Cau 21. Dé thuc hién dinh dang trang in, sit dung hop thoai
A. Page Layout B. Paragraph C. Page Setup D. Font
Cau 22. D& ma hop thoai Font, ta dung t6 hop phim .
A. Ctrl+A B. Ctrl+B C. Ctrl+C D. Ctrl+D
C4u 23. Biéu tugng lénh A c6 chircnang .
A.T6 mau chit B. Thay ddi kich thuwéc chir C. Chon font chir D. T6 mau nén
Cau 24. P& dinh dang cum tlr “Kinh g&i” thanh “Kinh g&i”, sau khi chon cum tir d6, ta thyc hién cac thao tac nao?
A. Ctrl + B, Ctrl + L. B. Ctrl + D, Ctrl + 1. C. Ctrl + 1, Ctrl + B. D. Ctrl + A, Ctrl + 1.
C4u 25. Khi trinh bay van ban, khéng thé thuc hién viéc nao sau day?
A. Thay d6i khoang cach gitta cac doan B. Slra chinh t3
C. Chon ¢& chir D. Thay d&i hudng gidy
CAau 26. Trong hdp thoai Page Setup - trang Margins - Margins dung dé thuc hién .
A. chon khé gidy B. canh lé trang in C. chon dinh hudng trang in D. in van ban
Cau 27. Khi chon dinh hwéng trang in 1a khé doc, 1é nao thudng dwoc chira khoang cach nhiéu nhat?
A. |8 trdi B. [& phai C.létrén D. |é duwdi
Cau 28. Trong hdp thoai Page Setup - trang Margins — Orentation chon Portrait dung dé thuc hién:
A. chon khé gidy B. chon hudng gidy dirng C. chon huéng gidy ngang D. in van ban
Cau 29. Mudn dénh s6 trang van ban ta thyc hién:
A. Insert > Page Numbers... B. Insert 2 Symbol... C.Insert - Break... D. Insert > Picture

Cau 30. Khi thue hién [énh tim kiém nhu sau, nhitng tir ndo trong van ban s& dugc tim thay?

Find what: Thi
Options:  Match Case, Whole Words

Highlight all items found in:
A. Thi B. THIva Thi C. thi D. Thi, THI va thi

Main Document

Search Options

Searchy all |Z|

| Match case
| Find whole words only

C4au 31. Trong word, khi can in s6 trang chi dinh, chon mot trong bén tly chon nao sau day?

Page range A. A”

ol

O Current page 7 Seleckion B. Pages

o Pones: C. Current Page
Enter page numbers andjfor page ranges .
separaked by commas. For example, 1,5,5—12 D. SE'GCtIOI’]

Cau 32. Mudn xem van ban truwdc khi in, thyc hién l1énh:
A. File = Print Preview B. Edit = Print Preview C. View = Print Preview D. Format = Print Preview
C4au 33. Trong khi soan thao van ban, néu két thic 1 doan va mudén sang doan mdi

A. Nhan t6 hop phim Shift - Enter B. Word ty dong, khéng can bam phim
C. B4m phim Enter D. BAm t6 hop phim Ctrl - Enter
CAau 34. Phim t6 hop Ctrl — F c6 céng dung gi?
A.Timkiém  B. Thay thé C. Thyc hién tinh ning gd tat D. bat mat khdu bao vé van ban
Cau 35. Lénh nao sau day cé cdng dung thay thé?
A. Edit—Find B. Edit — Replace C. Tools — Find D. Tools - Replace
Cau 36. Trong hdp thoai Find and Replace, néu mudn tim kiém cé phan biét chit hoa hay chit thuwdng, ta chon:
A. Match case B. Find whole words only C. Caps lock D. Sounds like

Cau 37 : BO ma nao dang dugc st dung phé bién hién nay ?
A. TCVN3; B. VNI; C. UNICODE; D. VIQR;



Cau 38: Mudn cin thang hai & mdt doan vin ban da duoc chon thi ta phai chon cach nao trong cac cach sau day?
T & 2 10 11 1213 14

== W = = i i A.chonnut8. B.chonnut7. C.chonnut10. D.chonnut?9.
C4u 39 : Churc ndng chinh clia Microsoft Word la gi ?
A. Soan thao van ban. B. Chay cac chuong trinh &ng dung khac.

C. Tinh todn va 1ap bang biéu; D. Tao cac tép do hoa.
Cau 40 : DUng té hop phim nao sau day dé dinh dang ki tu kiéu dam ?
A.Ctrl+B; B.Ctrl+E; C.Ctrl+1; D.Ctrl+ U;
Cau 41 : Mudn chuyén tir ché do gd chén sang ché dé gd dé dung cach nao sau day?
A. Nhan phim Alt; B. Nhan phim window;
C. Nhan phim Insert; D. Nhan phim Ctrl;
Cau 42 : M6t s6 thudc tinh dinh dang ki ty co ban gébm cd: Hay chon phuong an dung?
A. Phdng chir. B. Kiéu chi, kiéu gach chan. C. C& chi* va mausidc. D. C3 3 phuong an trén déu dung.
Cau 43 : Phim tit dé md& hop thoai Find & Replace 13?
A. Ctrl+H. B. Ctrl+F. C. Shift+F+R.  D. Cau Ava B dung.
Cau 44: Trong Word, t6 hop phim tat d& dan 1 phan van ban sau khi d3 sao chép ta thuc hién ?
A. Shift+V B. Ctrl + Shift +V C.Alt+V D. Ctrl +V
Cau 45 : Trong Ms Word, dé dwa con tré vé dau dong hién hanh dung t6 hop phim nao?
A. Home B. End. C. Ctrl + Home. D. Ctrl + End.
Cau 46 : Trong cac cach sdp xé&p trinh tu cdng viéc dudi day, trinh tu nao |a hop Ii nhat khi soan thao mdt van ban ?
A. GB van ban -> Chinh stra -> Trinh bay -> In &n. B. Chinh stra -> Trinh bay -> G& van ban -> In an.
C. G van ban ->Trinh bay ->In &n -> Chinh stra. D. G6 vdn ban ->Trinh bay -> Chinh sira -> In an.
Cau 47 : Kiéu gb chit viét phé bién hién nay ?
A. Kiéu Unikey ; B.Kiéu VNI;  C.Kiéu TELEX; D.Kiéu Vietkey;
Cau 48 : Cdng viéc nao sau day khdng lién quan dén dinh dang ky tu ?
A. Dinh dang chi* cao hon dong ké. B. Thay d6i khoang céch giita céc dong.
C. binh dang mau sic. D. Thay d6i kiéu chir.
Cau 49 : Trong cac bo ma dudi day, bd ma nao khong ho tro Tieng Viét ?
A.VNI; B. TCVN3; C. ASCll; D. UNICODE;
Cau 50 : Khi dung Iénh File chon Print ta cd cac lya chon: Chon phuong an sai ?
A. In nhiéu hon mét ban. B. In ngay |ap tirc. C. In mét trang bat ki. D. In tir mot trang t&i mot trang nao d6
Cau 51 : P& ngat trang, ta thyc hién nhan ?
A. Ctrl + Home. B. Ctrl + Alt C.Ctrl + End.  D. Ctrl + Enter.
Cau 52 : Cac lénh dinh dang van ban duogc chia thanh cac loai sau:

A. Dinh dang ki ty. B. Binh dang doan van ban. C. binh dang trang. D.CaA,BvacC.
Cau 53 : P& in mot trang bat ki trong van ban ta thyc hién ?

A. Nhan t6 hop phim Ctrl + P;  B. File = Print; C. C3 A va B sai. D. Cad Ava B dung;
Cau 54 : Gia sir dang soan thao van ban mudn tim mét tir hodc cum tir ta thyc hién?

A. Home/Replace... B. File/Find C. File/Replace  D. Home/Find...
Cau 55 : D& gb dau huyeén, sic, hdi, nga, nang theo kiéu gd Telex twong (ng vdi cac phim nao?

A.S,fr,jx. B. F,s,r,%,]. C. R,f,5,x,]. D. X,s,f,j,r.

Gidi nghia cdc t6 hop phim sau

Ctrl+ N Ctrl+C Ctrl+B Ctrl + = Ctrl + Home
Ctrl+0O Ctrl + X Ctrl + 1 Ctrl + Shift + = Ctrl + End
Ctrl+S Ctrl+V Ctrl+ U Ctrl+E Ctrl+L
Ctrl+P Ctrl+F Ctrl + F4 Ctrl +J Ctrl+R
Ctrl+D Ctrl +H Alt + F4 Ctrl+ A Ctrl+2




