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����� ��������� ��������� ��������� ����[Microsoft Word]        

1� ���� �	
� ���� ���� ���� �� ����� ����  

1(������	���Alt+F����Alt+N                  2( �!"#$New  ��!���Office  

3(������ 	���Ctrl+N                                  4('�� (�)* +���� ,��-�  

2� ���� ���� ������ �� �� ! "# ����� $��% &�' $(���� �� �� $(����  

1( �!"#$100٪ ���$ ��Zoom                       2( �!"#$  One Page���$ ��Zoom  

3(�!"#$ Text Width���$ ��Zoom              4( �!"#$ Page Width ���$ ��Zoom  

3� �* # � �+,�- �� .�# (� "�/0* "1� ����Clipdoard  (��� 2	# $��3��� ��( 456 ����  

1(Ctrl+C            2(Alt+C             3(Shift+C          4(Ctrl+Shift+C   

4 �8��� ��0��� ���� ���� (� .�#..........� ! "# $��3���.  

1(Emboss        2(              Superscript3(Engrave                   4(Strikethrough  

5� ���� 6� ��� ! "# <��= �> 8 �� 5 �?� ���@= A5�� B�6 ���� 456  

1(Insert Table     2(Quick Tables           3(Draw Table                   4(Row And Column  

6 � �B	D	# $��3��� ���� ���� (� A5�� �� 8 �� E� 8�5�,� ����  

1(Insert Rows                            2(Insert Columns  

3(Insert Cells                            4( +����2�3 '�� (�)*  
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7�   G���� (� 8�#(�� E� H=��# �I0I� B�6 ����Insert  $5�� 5Lllustrations  ���� ������5Smart 

Art  �� 2	# $��3��� �� ���� �J (�  

1(Hierarchy              2(Organization Chart               3(Matrix                             4(List  

8� ���� �	
� ���� � ! B	+= "L,� M6 � �� NO�� �P� �D�� ����  

1(Page Layout->Page Setup->Size                                           2(Page Layout->Page Setup->Paper  

3(Page Layout->Page Setup->Orientation->Landscape          4(Page Layout->Orientation-

>Portrait  

9� � $(���� B	+= ����  # ��( $5��5 G���� ���� $(��	!���	R	# 6��* $��3��� �6  

1(Page Layout->Page Setup->Paper->Gutter         2(Page Layout->Page Setup->Size->Gutter  

3(Page Layout->Page Setup->Margins->Gutter 4(Page Layout->Page Setup->Orientation->Gutter  

10�   $65�
# 6��� T�� ���� (� U����6�% ������ "R�,6 = T>�� �� T���,� ����Paragraph�B	� $��3���  

1(Indentation         2(Alignment          3(Spacing          4(Line Spacing  

 ���� ���� ���� ����������������������������[Microsoft Excel] 

11� �/��� �+ 0�1� 2"�3 4+��+ 5�� �6  

1(XFD              2(ZZZ               3(Lv               4(AZZ  

12� "V	��= ��> �	I� (� �'�� W6� ����.......��>�	I� (� X�6�= W6� ���� 5 ="V	��....... $��3���

� ! "#).���6 �� <J (�(  

1(            Ctrl+D_Ctrl+; 2 (Alt+D _ Ctrl+T     3(         Ctrl+;_Ctrl+Shift+;4(Ctrl+;Ctrl+Shift+; _  
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13� ���� �	
� ���� ���� ���� G��6�� 8�5�,� ����  

1(�!"#$Inset   7�
��� 8��� '��� ��!���   2(�!"#$ Insert Sheet ��#
� ��Insert  

3( 	��� 0+�9:Shift+F11                                 4('�� (�)* +���� ,��-�  

14�  G���� ZL, �> A I� ��� H[�* $��% 8�! (�� ��R> �\��JFont��0	J ���2� �!�� A�@,  

1(            /��� �����
 0+�� ��
 �+ /;9�                   2(�< =��� 0+�;� >�?1��  

3(              =��� 0��+ �-� 0�;� 0+� 8-96             4(�	!
 @A�B ���C� 5	D  

15- 5 8 �� "V0� ^6�� �� "V	��= _��6� (� A #�, ���� 6�`^6� ���� $�! $��3��� �?� aI?#  

1(=$AE1                  2(=R1                       3(=HE18                  4(A1:A3  

16�  ���� ���� (� � ! $��� T��/� �	� 8` 8� ' 6�� /� ��� �> �56 �� B	>� �� �\��J

�B	� "# $��3���  

1(Chart Title         2(Axis Title            3(Data Label            4(Data Table  

17-  ��> G�� �� "=6 � �J 6� 6�� /� B�6 (� �@�Design5Layout ���0> $�>�2# b��*  

1(7�
 ��� ,A�3 ��G: �+ 8���                        2(��+�-� ��� �
 8���  

3(7�
 �� ��� �
 8���Insert                          4(�!"#$ ��� �
 8���Chart  

18- ���� ���� �
3� �% 5 �
3� �� ����� �� c ��# G�� ��  

1(Home                                         2(Page Layout 

3(Page Setup                                   4(Sheet  
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19-  d��= A��@#Average ��0	J  

1(H
���Sum ,Count          2(H
���Sum ,Average      3(H
���Max ,Count     4(H
���Autosum ,Max  

20- �B	� $��3��� ��( �	0# ���� (� "e�! ��� H[�* A�/'� �P�  

1(Home->Conditional Formatting               2(Home->Cell Styles 

3(Insert->Conditional Formatting               4(Home->Format  

����� ���������� ���������� ���������� �����[Microsoft Power Point] 

21- �� ! "# $��3��� �> ��f�� �� �
# ��� H[�* 6� d��0= ���� 6���� 6� � ���� (�  

1(Ribbon                                2(Standard Buttons 

3(Mini Toolbar                       4(Status Bar  

22-6� $�! �	P= H[�?# ���6� ���� ��( ��> 456 (� E� ����Power Point  ���� H��#  

1(IJ�� ��� �
 K�6 � L"�-� �)M*                  2( >� N�)M*� ��1�O�P �"	"�  

3( ��< 	"Q��35 ��1� ,���                              4( '�� (�)* +���� ,��-�.  

23- �� ! "# $��3��� ���� ���� (� "IV* ��> ��f�� �#��� 6� ���� ��f�� ����� ����  

1( �!"#$ >�?1��New  7�
 �� ��Home              2( ��< 	��� 0+�9:Ctrl +N 

3( >�?1��New Slide  7�
 �� ��Home              4( >�?1��New Slide H"�� ,��1�+ ��#
� ���� ��  

24-���� (� �6 T�� ���� �> ��f�� 6� "=�	I/' ��> �/�� ����� ����Shapes �B	� $��3���  

1(Basic Shapes                       2(Block Arrow             3(Stars                4(Action Buttons  
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25- �� ! "# $��3��� ��( �	0# ���� (� 6��� g �6�N� $6�/! ��2	� M�/	+= ����  

1(Home->Paragraph->Bullets And Numbering   2(Design->Bullets And Numbering 

3(Home->Auto Number                                4(Insert->Bullets And Numbering  

26- ����Format Plot Area  ��6�� ����6�� �J  

1(��+�-� ��< ��� ��)� �	!
 @A�B ���C�              2(��+�-� ����"+ T�� ���C�  

3(��+�-� �� �UVB �< T�� ���C�                            4(�-!<�� W�V3 �	!
 @A�B ���C�  

27-  ���� "��#(�� ��> 6�� /� E� ��> T�� 8��� �,�h� �P����	� "# 6��* $��3��� �6 # ��( ����  

1(Add Shapes            2(Add Bullets           3(Add Text                4(Add Smart Art  

28- �B	� "# b/' "=6 � �J �� ��f�� E� 6�N� UN- ����  

1(	"Q�� XI                                             2( �!"#$ >�?1�� � ��I$ >�?1��Remove 

3( �!"#$ >�?1��No Transition                         4( 	��� 0+�9: � ��I$ >�?1��Delete  

29-  "# i�3=� ��( b/' ���� B	� �	
j= �6 8` 6��� g M6 � �� 5 �!�� ��!�� "�f#� ZIO �� �/I� ���

���,�  

1(+�� ,� �	�9� #�� Y3 0� �"�.             2(+�� ,� �	�9� #��B Y3 0� �"�.  

3(+�� ,� �	�9� ,
� Y3 0� �"�.              4( +�� ,� �	�9� ,
� Y3 0� �"� Z�<	�� ���B �� [���.  

30-��0	� ��N% 8�D#� ��f�� "������ 5 "1� �/� ���� 6�  

1(        Normal2(             Slide Sorter3 (                 Note Page4 (Outline  
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���� �� ������� �� ������� �� ������� �� ���[Microsoft Access]        

31- ��0	J $��� $�R��% 6� ���'� ���� &�, T	% $��� _ �  

1(            Long Integer2(                Integer3(                      Number4 (Single  

32-  ����� 6��,� ��� ���� �� $��� $�R��% 6� "0� � �#������ 2	#  

1(            isual Basic2 (                  Foxpro3 (                        Delphi4(C++  

33-���� �	
� "3# ���'� 8�! �6�5 ���� ���� ����  

1(                <.2 (                    <> -13(>.                                4(> -1  

34-E� ����� ����Query) � 5 ^�% (���� �	
� ���� 5 G�� �� ����  

1(Home->Query Design                       2(Insert->Query Design 

3(Create->Query Design                      4(Data Base Tools->Query Design  

35-  .	� 8` 6� $�/� �I	, ��  "� � 5 ^�% ����� ����15  �=20  �� 8` ��� �I	, 5 �!��S  � ! _5�!

 �?�Criteria �B	0� � "# �6 c�! ����  

1(Like "S*" – Between 85 AND 100       2( Like "S" – Between 85 AND 100  

3(Like "S*" - >=85 AND <=100             4( +����1 �3  (�)*'��.  

36-��0	� �	
� ��( ���� ����  

1(	��
 �1��+ 	��� 	��: 	!6 	���1�� =�	^ 8".2( 0�;�� 	���	��: �+++��	� +�^� ����;��"+�_� `�.  

3(Primary Key'�� 	��� 	��: ��"+ 5��                   4(+��+ ,�*� 	��� 	��: 8" Y_: =�	^ �<.  
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37-  ���� ��, 6� ��5�j= W6� ��R> ��g j��>� "# 8�2� 8�! "@*�5 $(���� �� �6 ��5�j= �	�  

1(Clip                                2(Zoom                     3(Stretch                           4(Tiles  

38-  �� �J (� B	� ��� H[�* �		k= �6 "! E� B	>� �� 46��� E� �	P= 6� �\��J "I� 6 ?�

 $��3��� "����B	� "#  

1(Design                            2(Arrange                3(Page Setup                         4(Home  

39- ��0	� �	
� ���� ���� l�J �6 # 6�  

1(+��	� +�^� 5�: N�)M* K�6 0�;��.  2(+��+ +�^� =�	^ 8" ��< +���� �� �+�	U� K�6 0�;��  

3( 8" ��< +���� �� �+�	U� K�6 0�;��Query +��+ +�^�         4 (+��+ +�^� �< ���� Z�b!� 0�;��  

40- �� ! "# $��� T��/� �J6�1D� M6 � �� 46��� b� �/� .�� 6�  

1(Print Pre View                      2(Report View               3(Layout View                   4(Design View  
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 "�0= Mm� � �	I��6�PJ ���  

  

c"+�  (�)* �!"#$  c"+�  (�)* �!"#$  c"+�  (�)* �!"#$  c"+�  (�)* �!"#$  

1  4  11  1  21  3  31  1  

2  4  12  4  22  4  32  1  

3  1  13  4  23  3  33  1  

4  1  14  3  24  4  34  3  

5  1  15  3  25  1  35  4  

6  4  16  3  26  2  36  1  

7  1  17  2  27  1  37  1  

8  3  18  4  28  3  38  1  

9  3  19  1  29  4  39  1  

10  1  20  1  30  3  40  2  

  




