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 ��� ����� ��� ����� ��� ����� ��� �����	
�	
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�    ICDL1111 

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

1-  ���� �	 
�� ��� ���� ��
��2007 ����� �	�� � !  

Dot(1                2(Docx           3(Rtf   4(Dotx 

2- �	
" #$ �	�%&' #��� ��() �� *�)�+ � ,�-��� ��.&� �/ �0� 1�2$ 3�4&� ��/  

1(Page Up          2(Home              3(Ctrl+Home           4(Ctrl +   

3- �	
" #$ �	�%&' �6�7- 8�) � 9&$ �	 #+��:; <�=	 �
>&�? ��/  

1(Match Case                      2(Use Wildcards 

3(Find All Word Forms                 4(Find Whole Words Only 

4-  � �"�/ �.��-��� A� ! ���&)��) ��6/ *��= �$�" A� �) ��6/ *��= B� C��D+ ��/

�� &/ �) A�6) �	�%&' #"!��A�6) 3�0; � 1E 7�� ����	 9&$ �!� �/ A��
  

1(����  � ���!" #�$ � ���%&' ��( �	)
 *&�+ ,��-�  

2(��&� .��� �
 ����  � ���!" #�$ � ���%&' ��( �	)
 *&�+ ,��-�  

3(�	� �/$��! �	)
 *&�+ �
 01$ 02 3!�$  

4(4�5/6� �( 36�7 �8�9:� �� �	)
 *&�+  

5- �' 8�) � 3!�? A'� ��/�	
" #$ �	�%&' G��  

1(Table    2(Insert    3(Home    4(View 
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6- �	
" #$ �	�%&' � �6�7- �� � 3!�? ��� ���I 8�J	 ��/  

1(Cell Margins      2(Merge Cells        3(Split Cells                4(Auto Fit 

7- ��' K�LM �6�7- ! �!�- NG���' 8�) ��6� 9&$ B� O�	 ��/  

1(Insert-Text-Text Box                                2(Insert-Text-Word Art 

3(Format-Text-Word Art                            4(Page Layout-Text-Word Art 

8- �A�6) #$ Q��&� � �6�7- 8�) O!� �L%M ���0" �/ �6' B� ��6/ R�/ ��/  

1(Next Page                 2(Next Page-Odd Page 

3(Even Page                   4(Next Page-Even Page 

9 - �L%M�� ! �L%M�' 	�>� ��/ ��' K�LM �6�7- 8�)  

1(Footnote      2(Header                3(Footer        4(Header And Footer 

10- T(J ���U� 7:' �	 O
$ TI..........T(J ���U� 7$�= �	 O
$ TI !...........�'.  

1(;2<��-�����>            2(�����>-;�2��      3 (�����>-;2<��    4(;2<��-;2<��  

 ������ ���� ������ ���� ������ ���� ������ ����[Microsoft Excel 2007200720072007] 

11-����� K�LM ��� 3
(' W�	E 8�)  

1(H2000            2(Acd2045              3(15cd          4(Xfd100000 

12- �6�7- 8�) �6"�/ 1
&' ! �X' 1
6; ��	 Y�;Z[N���' *+�$ 8��6� �\��6�

�	
" #$ Q��&�  

1(Add Level        2(Sort By                          3(Order         4(My Data Has Headers 
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13- / �:�� 1
&' ]�; ���^+ ��/��' K�LM �6�7- 8�) 3
(' �	 ��" �&"
� 9&$ �  

1(Column Width    2(       Row Height3(Autofit Column Width               4(Default Width 

14-  � ��!�L$ �	�) � � �6�7- 8�) 3
� �_! Y�
M �/ 	�; ��6/ *��= ��/Format 

Cells �A�6) #$ Q��&�  

1(Fraction           2(Percentage       3(Currency                                   4(Number 

15- ����� �/�4$ `/�+ #?!�I �>�&�  

=Round(3.5674;2) 

1(3      2(3.2           3(3.57                      4(3.5  

16-  ��XI#Value ���	 #$ a� #��$� ��  

1(3��6 ;7�� 4���7 ��	5� D2�96 ���
 4�E$ F�8.  

2(3$� �	� '��� ,/� '	8 ��G �
 ;H�2� 4���7 �'.  

3(	��
 �/��	6 '�G� �	� I�G�� 4�E$.  

4(3$� �	� �'��/$� 4���7 � J
��� �' 3$�'�6 �/����K.  

17- ��' *'�6$ �	
0� 8�) #�
&$ 3�' �6� �/ b
/�$ ��� �		 R��0� ��/  

1(Pie      2(Bar                3(Doughnut                              4(Radar  

18- ��' *'�6$ �6�7- ! G�/�' 8�) ��D/ �' �	
0� ��!� ���^+ ��/  

1(Layout-3d Rotation      2(Chart-3d Rotation 

3(Design-3d Rotation      4(Format-3d Rotation 
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19- #$ Q��&� � �6�7- 8�) ��
" c�� 7�� �� 1
&' ! �X' 9�!�6; c�� 8��6� �26� ��/ 

�A�6)  

1(Page Setup-Sheet-Row And Column Heading        2(Page Setup-Page-Row And Column Heading  

3(Page Setup-Sheet-Gridlines                                    4(Page Setup-Margins 

20-G�/�' � �6�7- 8�) T'
+View�	
" ����U$ c�� �/�= dJ�) Y�
M �/ ���? G�/��)  

1(Normal                   2(Page Break Preview  

3(Page Layout                             4( '����2  �3 3$� L���.  

 ����� � �!� ����� � �!� ����� � �!� ����� � �!�[Microsoft Powerpoint] 

21-...........�MN9&$ ��:= � C(&�$ Y�;Z[ �!�_�"�/ #$ B���-N.  

1(	2<$�               2(*&�M� �2��� N2�7  

3(�( 3��''�2              4( '����1 �2 3$� L���  

22-��' K�LM �6�7- 8�) �62�$ �	�%&' *��X$ ��� �7� 8�� � �) ��/��) 8�� ���^+ ��/  

1(Office Button-Power Point Option-Proofing 

2(Office Button-Power Point Option-Popular 

3(Office Button-Power Point Option-Save 

4(Office Button-Power Point Option-Advanced 

23-�	
" #$ �	�%&' ����Z' #��>/�? ! ����Z' 9&$ #��>/�? �.? �0�= 9� �  

1(Slide Tab      2(Slide Pan               3(Outline Tab                4(Slide Sorter 
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24-  � ����e2� � �;
0>$ �/ ! #��'E �/ �) f
6&$ B���- �/ ��" C��D+ �:= � �M�6;

�	�) �	�%&' �� 1E � 1
+ #$ �;�'  

1(Slide            2(Slide Design            3(Themes                  4(Slide Wizard 

25-..........G�/�' �	 ��" Q��&� 9&$Outline  ! �+g�/ KX' �/ �......... �+ 9���� KX' �/

�6) #$ �4&6$). i� ��'� �/(  

1(Demote-Promote      2(Promote-Demote     3(Move Up-Move Down     4(Move Down-Move Up 

26- ��' K�LM �!�- ! G�/�' 8�) �	
0� 1
6; 9&��- ��= �L$ Q��&� ��/  

1(Design-Chart Layout    2( Format-Chart Layout 3(       Layout-Chart Title4(Format-Cahrt Title 

27- �/G�/�' �	 �6�7- 8�) � ����Z' �d- A�k6+ �Animation  �A�62�$ �	�%&'  

1(Transition To This Slide  2(Animation              3(Advanced Slide       4(Custom Animation 

28-........... ! ���)�+ ���' l�L&$ ��/.......... #$ 	!�! 8��6� ���' l�L&$ ��/

�"�/).i� �/ �'� �(  

1(Exit-Motion Paths            2(Emphasis-Entrance     3(Entrance-Emphasis        4(Emphasis-Exit 

29-�	
" #$ �	�%&' �:���$ ��() 8�) � �.&� �+ ���? ��Z' R��0� ��/  

1(Ctrl+F5      2(F5      3(Shift+F5      4(Alt+F5 

30- � �
6$ �	 �6�7- 8�) � R��0� ���_ �	 �� R�/ #I�/ �!� ��)�+ �.? R��0

�A�6) �	�%&' ����Z'  

1(Pointer Option    2(Arrow Option               3(Go To Slide    4(Screen  
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���� ��" ������ ��" ������ ��" ������ ��" ��[Microsoft Access]        

31-��' �		 ������ ��� �7� 8�� 8�)  

1(Access                 2(                     Oracle3(Sql Server             4( '���� ;��9�  

32- B� 3!�? 9�/ Y�[�:+� �/ �		 ������..........�6�
- #$.  

1(Macro             2(Relationship           3(Analyze Table           4 (Module 

33-��6) #$ m�U$ � Y�;Z[ 	!�! �LM 1
��= ��� ��M�I 8�)  

1(Field Size          2(Caption                  3 (Validation Rule         4(Required 

34-  �0�= 8�) �	 �� b�" 
? ! W�� B� 	�>� 8��6� �	���
" #$ �&"
�  

1(Show        2(Sort            3(Field                             4(Criteria 

35-  ��? ��/Query �..........� 1E R���! ��/ !..........A�6) #$ �	�%&'.  

1( �9�'RunO�
�$ ��Design - �9�'Design View O�
�$ ��Home 

2( �9�'RunO�
�$ ��Create - �9�'Design View O�
�$ ��Design 

3( �9�'Run�$ ��O�
Design - �9�'Query DesignO�
�$ ��Create 

4( �9�'RunO�
�$ ��Home - �9�'Query DesignO�
�$ ��Create 

36-  �	�) �	 Y�L�n
+ 9&"
�Description  ��>6� �Table �	�	 #&�7$ ��  

1('��	6 �'�
��� � 	��
 ;� 	E�7 '��� �' D2�96 N
�+��P ;����H��.  

2( ;� 4�	G �
 �	-
 .�-G��� �'	��
 ;� ;8�H�� �Q ���	R�6 ���
 	E�7 ,2� 	�9R7  ���.  

3('�� ;� �'�' D2�96 3�-H� ���6 �' L�H��  �9( S4�	G �
 �( �'�' '��� T��)( �'.  

4( '����2  �3 3$� L���.  
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37- ���	 #$ a� #=�%+ �� 	
" ,d_ 8�� B� �\��6�  

1('�� ;� UV W�6  � �' '�G�� ��( '���� � �(	E�7 T�9�.  

2(7'�� ;� UV  � �' '�G�� ��( 	E�7 X5.  

3('�� ;� UV T�7 X57 � 	6�� ;96 UV �( �'�'.  

4('�� ;� UV T�7 �
 X1��� 4�	G ��( '���� T�9�.  

38- �	
" #$ �	�%&' �6�7- ! G�/�' 8�) � �� o�7- �	 `/
+ � �	�%&' ��/  

1(Home-Function          2(Design-Function 

3(Design-Totals          4(Arrange-Totals 

39- ��' K�LM �6�7- 8�) ���	 ��� �$�� �/ o�7- ���:+ ��/  

1( ��:)K �'Print Preview  ��W
� �� �'��/$�Function 

2(O�
�$ �'Print Preview  ���> �� �'��/$�Data  

3(���%&' 3��7 �
  � N2	1� #�$ � �Y6 '��� ��( ���6�
 �
 Z��W>  '�
  

4( D%
 �� �'��/$�Save As Type  �� ������ �'�� �'Save As 

40-  � ��" Q��&� �(�� ���	�
)� T4� A��
�/ �\��6� �� 	�
)� R��0� 8��6� �	

�	
" #$ �	�%&' � �6�7- �� � ��
" #%�$ ��	�
)� ��4/ !  A�6) ����U$  

1(Search          2(Query             3 (Go To                 4(Filter  
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#&�+ Yg
' ��()ICDL1  ��'8!	  

 

[2'�  L��� �)2W>  [2'�   �)2W>�L��  [2'�  L��� �)2W>  [2'�  L��� �)2W>  

1  4  11  3  21  4  31  4  

2  4  12  4  22  2  32  2  

3  4  13  3  23  3  33  3  

4  3  14  3  24  3  34  4  

5  2  15  3  25  2  35  1  

6  2  16  2  26  1  36  4  

7  2  17  3  27  1  37  3  

8  4  18  1  28  3  38  3  

9  4  19  1  29  3  39  2  

10  3  20  4  30  1  40  4  

      

  




