Trong Word, dé mé mot tai liéu da duoc soan théo tir trudce dung cach nao sau day:

1. Chon menu Edit - Open
2. Chon menu File - Open
3. Chon menu View - Open
4. Chon menu Insert - Open

Trong soan thao Word, mudn trinh bay vin ban dang cot (dang thudng thiy tén cac trang
bao va tap chi), ta thyc hién

1. Insert - Column

2. View - Column

3. Table - Column

4. Page Layout - Column

Trong soan thao Winword, cong dung ctia to hop phim Ctrl - O 1a:1. Mé mot hd so moi
2. Péng hd so dang mé

3. Mé mot hé so da co

4. Luu hd so vao dia

Khi dang soan thao van ban Word, mudn phuc hoi thao tac vira thuc hién thi bAm to hop
phim:

1.Ctrl-Z
2.Ctrl - X
3.Ctrl -V
4.Ctrl-Y

Trong khi 1am viéc véi Word, t6 hop phim tit ndo cho phép chon tit ca vin ban dang
soan thao

1.Ctrl+ A
2.Ctrl + F
3.AIt+F

4. Alt+ A
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1. Tao t€p van ban mai

2. Chirc ning tim va thay thé trong soan thao
3. Pinh dang chir hoa

4. Luu tép van ban vao dia

Trong ché do tao bang (Table) cua phén mém Word, mudn tach mot 6 thanh nhiéu 6, ta
bam chon 6 can tach ro1 thuc hién



1. Table - Cells

2. Table - Merge Cells
3. Layout - Split Cells
4. Table - Split Cells

Trong soan thao Winword, mubn dinh dang van ban theo kiéu danh séach, ta thuc hién:

1. Home - Bullets and Numbering
2. Insert - Bullets and Numbering
3. Format - Bullets and Numbering
4. Edit - Bullets and Numbering

Trong ché do tao bang (Table) cia phan mém Winword, dé gop nhiéu 6 thanh mét 6, ta
thuc hién: Chon céc 6 can gop, r6i chon menu 1€nh

1. Table - Merge Cells
2. Tools - Split Cells

3. Layout - Merge Cells
4. Home - Merge Cells

Trong soan thao Winword, cong dung cta td hop phim Ctrl - S 1a

1. Xoa tép van ban

2. Chén ki hiéu dac biét

3. Luu tép van ban vao dia
4. Tao tép van ban mai

Trong khi dang soan thao vin ban Word, t hop phim Ctrl + V thudng dugc st dung dé

1. Cit mét doan van ban

2. Déan mot doan van ban tr Clipboard
3. Sao chép mot doan van ban

4. Cit va sao chép mot doan van ban

Khi 1am viéc v6i Word xong, mudn thoat khoi, ta thyc hién

1. View - Exit
2. Home — Exit
3. File - Exit
4. Start - Exit

Trong soan thdo van ban Word, muén loai bé danh dau chon khéi van ban (quét chon to
den), ta thuc hién:

1. B{im phim Enter
2. Bam phim Space



3. Baflm phim miii tén di chuyén
4. Bam phim Tab

Trong soan thao Word, dé chén tiéu dé trang (dau trang va cudi trang), ta thuc hién

1. Insert - Header and Footer
2. Tools - Header and Footer
3. View - Header and Footer
4. Format - Header and Footer

Trong Word, dé soan thao mét cong thirc toan hoc phirc tap, ta thudng ding cong cuy :

1. Equation

2. Ogranization Art
3. Ogranization Chart
4. Word Art

Trong Word, dé sao chép mot doan van ban vao Clipboard, ta quét chon doan van ; sau
do :

1. Chon menu View - Copy

2. Bam t6 hop phim Ctrl - C

3. Bam t6 hop phim Ctrl — Shift - C
4. Bam t6 hop phim Ctrl — V

Trong Word, don vi do kich thudc trén man hinh van ban la

1. Inches

2. Centimet

3. Points

4. Tty theo thiét 1ap ctia nguoi ding

Trong soan thao Word, dé tao mot bang (Table), ta thuc hién

1. Home - Table

2. Insert - Table

3. Format - Table

4. Page Layout - Table

Trong soan thdo van ban Word, mudn tao ky tu to dau dong ctia doan van, ta thyc hi¢n

1. Format - Drop Cap
2. Insert - Drop Cap
3. Edit - Drop Cap

4. View - Drop Cap
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1. Tao t€p van ban mai

2. Luu tép van ban vao dia

3. Chirc ning tim kiém trong soan thao
4. Dinh dang trang

Trong so?n th?0 Word, mu?n ??nh d?ng 1?i trang gi?y in, ta th?c hi?n:

1. File - Properties

2. File - Print Preview

3. Page Layout - Margins

4. References - Manager Source

Trong soan thao Word, muén dinh dang tab da dat ta chon thuc hién:

1. Home/Paragraph/Tabs

2. Page Layout/Paragraph/Tabs

3. Double click 1én vi tri dat tab

4. TAt ca cac phuong an trén déu dugc

Trong soan thao Word ¢ chén cac bang, dé di chuyén mot khoang tab trong mot 6 ta nhan nat

1. Tab

2. Két hop Ctrl - Tab
3. Két hop Shift — Tab
4. Két hop Alt - Tab

Trong soan thao Winword, muon chuyén doi gitra hai ché dé go : ché do go cheén va ché
do go dé; ta bam phim:

1. Insert

2. Tab

3. Delete

4. CapsLock

Khi dang soan thao van ban Word, muén luu thanh file word véi mot tén khéc, ta thuc hién
1. File - Save

2. File - Save As

3. File - Save & Send

4. File - New

Trong Word, t6 hop phim nao cho phép ngay 1ap tirc dwa con tré vé dau van ban ?



1. Shift - Home

2. Ctrol - Home

3. Alt - Home

4. Ctrl - Shift - Home

Trong soan thao Word, mudn trinh bay vin ban trong kho gidy theo huéng ngang ta chon
menu Page Layout - Orientation roi chon

1. Landscape
2. Portrait

3. Left

4. Horizontain

Trong soan thdo van ban Word, dé dong mot ho so dang mo, ta thuc hién

1. File - Save
2. File - Close
3. File - End
4. B&m ESC

Trong soan thdo Word, muon chén cac ki tu dac biét vao van ban, ta thyuc hién

1. View - Symbol

2. Format - Symbol

3. Insert - Symbol

4. References - Symbol

Trong Word, mudn thay d6i chirc ning kiém tra ngir phap, ta chon

1. File - Options - Proofing - Mark gramma error ...

2. Reference - Check Spelling and Grammar - Mark gramma error ...
3. View - Check Spelling and Grammar - Mark gramma error ...

4. Insert - Check Spelling and Grammar - Mark gramma error ...

Trong Word, Paragraph 1a mot doan vin ban tao ra sau khi nhin phim

1. T6 hop phim Shift - Enter
2. T6 hop phim Ctrl - Enter
3. Phim Enter

4. T6 hop phim Alt - Enter

Khi soan thao van ban word, mudn xuéng dong tai mot vi tri ndo d6 nhung van dang
trong paragrah hién tai ta nhan

1. T6 hop phim Shift _ Enter
2. TO hgp phim Ctrl _ Enter



3. T6 hop phim Alt _ Enter
4. Phim Enter

Trong soan thdo Winword, muon danh so trang cho van ban, ta thyc hi¢n:

1. Insert - Page Numbers

2. Page Layout - Page Numbers
3. View - Page Numbers

4. Format - Page Numbers

Dé cian chinh mot dbi twong Shapes vé bén phai mét trang, ban 1am theo cach nao sau

day?

1. Bam chon d6i twong rdi bAm Format /Align /Align Right

2. Bam chon d6i tugng rdi bAm Home /Paragraph chon Alignment: Right
3. Bam chon d6i tugng roi bAm Format /Align Text /Right

4. Ca 3 cach trén déu duoc

Trong WinWord, t6 hop phim ndo cho phép ngay 1ap tirc dua con tré vé cudi vin ban?

1. Shift+End

2. Alt+End

3. Ctrl+End

4., Ctrl+shift+End

Trong Word 2010, dé v& mot hinh chit nhat ban chon

1. Insert /Picture /Rectangle
2. File /Shapes /Rectangle

3. Insert /Shapes /Rectangle
4. Insert /text Box/ Rectangle

Dé vé mot vong tron trong word 2010, ban thuc hién?

1. Bam Insert /Shapes /Oval rdi bAm giit Shift va vé&
2. Bam Insert /Shapes /Circle

3. Bam Insert /Picture /Circle

4. Ca ba cach trén déu duoc

Trong Word 2010, tao Header cho van ban c¢6 nghia 1a?

1. Tao tiéu dé bén 18 trai cua vin ban
2. Tao tiéu dé trén ddu vin ban

3. Tao tiéu dé bén 1& phai cta vin ban
4. Tao tiéu dé dudi chan van ban



Trong Word 2010, trong hdp thoai Font, chirc nang Superscript c6 tac dung gi?

1. Gach chan

2. Tao chi sb dudi
3. Tao chi sb trén
4. Giam c0 chir

Trong Word 2010, muc Underline Style trong hop thoai Font cho phép?

1. Chon kiéu gach chan
2. Chon kiéu chit

3. Chon mau chir

4. Chon kiéu v& dudng ké

Trong Word 2010, chirc nang Page Layout\Size c6 tac dung gi?

1. Thay d6i kich thu6c vin ban
2. Chon ¢& trang gidy (kho giy)
3. Chon hudng cia trang gidy

4. Thiét 1ap 1& van ban

Tromg MS Word 2010, dé chon toan bd ndi dung thi nhan t6 hop phim nao

1. Shift- Ctrl- A
2. Ctrl -A

3. Ctrl - Alt -A
4. Shift— A

Trong MS Word 2010, dé x6a bo toan bg dinh dang kiéu chit ciia doan van ban dang
dugc chon ta nhan t6 hop phim gi?

1. Ctrl + Space
2. Ctrl + Delete
3. Ctrl + Enter
4. Shift + Space

Trong MS Word 2010, trong khi soan thao van ban, néu nhan phim s6 1 khi c6 mot khoi van ban
dang dugc chon thi

1. Khéi van ban d6 bién mat

2. Khéi vin ban d6 bién mat va thay vao d6 1a s6 1
3. S6 1 s& chén vao trude khdi dang chon

4.6 1 s& chén vao sau khdi dang chon



Trong soan thdo van ban Word, muén tao ky tu to dau dong cua doan van, ta thuc hién:

1. Format - Drop Cap
2. Insert - Drop Cap
3. Edit - Drop Cap

4. View - Drop Cap



