MOS WORD 2010 Skills Trung tam Tin hoc Thyc hanh MS

Exam 77-881
Word 2010

Skills measured (Ky ndng yéu cdu)

This exam measures your ability to accomplish the technical tasks listed below. The percentages
indicate the relative weight of each major topic area in the exam. The higher the percentage, the
more questions you are likely to see on that content area in the exam.

Bai thi nay do néng lyc ciia ban dé hoan thanh c&c nhiém vu bén dudi. Ty 1é phan tram ciia cdc
nhiém vu trong bai thi phu thudc vdo 1y trong ciia cdc chii dé chinh ¢6 trong bai thi. Ty l¢ phan
trdm ctia mét nhiém vu cang cao thi sé cé nhiéu cau héi ciia nhiém vu ddy trong bai thi.

Please note that the questions may test on, but will not be limited to, the topics described in the
bulleted text.

Chu y rdng cdc cdu héi thi cé thé roi vao bat ky cdc chu dé dwoc mé té bdi cdc ddu chdm tron bén duwdi,
nhwng khéng phdi chi gidi han trong cdc chu dé nay.

Sharing and maintaining documents - Chia sé& va bdo tri tai liéu

« Apply different views to a document — Ap dung cdc khung nhin khéc nhau cho tai
lieu
o Selecting zoom options; splitting and arranging windows (view side by
side, synchronous scrolling), document views (reorganising a document
outline, master documents, sub-documents, web layout, draft); switching
windows; opening a document in a new window
Selecting zoom options (tuy chon Zoom): xem tai li¢u co gian
100%, 75%,...XX%, ca trang, do rong trang...
Splitting and arranging windows (view side by side, synchronous
scrolling): chia tach tai liéu theo chiéu ngang, sdp xép cdc cira s6
tai lieu, xem 02 tai liéu doc trén man hinh cung luc, di chuyen tai
liéu dong b ..
Document views (reorganising a document outline, master
documents, sub-documents, web layout, draft): chuyén doi giita
cdc ché dé View nhw outline, master, web, draft..)
SWItChIng windows: chuyén doi giita cdc cira s6 tai liéu (2 hodc
nhiéu tai liéu)
Opening a document in a new window: mo tai lieu hién hanh trong
cira s6 méi, chii y: khéng phai Open.

« Apply protection to a document — Ap dung cdc ché dé bao vé cho tdi liéu
o Applying protection by using the Microsoft Office Backstage view

commands (applying controls and restrictions to document access,

password-protecting a document, marking as final); applying protection by

using ribbon commands
Applying protection by using the Microsoft Office Backstage view
commands (applying controls and restrictions to document access,
password-protecting a document, marking as final); Manage
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document versions: Backstage chinh la menu File, cac chirc nang
nay nam trong menu [File —> Info — Protect Document] (Cdc A
chire nang ¢ day thuong la: thiét lgp quyén truy cdp, dat mdt khau
bao vé, tao ban tai liéu phién ban cuoi.

Applying protection by using ribbon commands: su dung chirc
nang [Restrict Editing] trong ribbon [Review]

o Recovering draft versions; deleting all draft versions
Recovering draft versions: phuc hoi cdc phién ban trude day ciia
tai liéu
Deleting all draft versions: xoa cac phién ban truoc.

e Share documents — Chia sé tai liéu
o Sending documents via email, SkyDrive or Internet fax; changing file

types; creating PDF documents; creating and publishing a blog post;

registering a blog account
Sending documents via email, SkyDrive or Internet fax: gui tai liéu
ra mail, fax, skyDrive
Changing file types. ghi tai liéu cdc dinh dang khac nhw XML, doc,
HTML...
Creating PDF documents: Tao file DPF cho tai liéu
Creating and publishing a blog post; registering a blog account:
xudt ban tai liéu 1én Blog post...

e Save a document — Ghi tai liéu
o Using compatibility mode, protected mode and Save As options )
Cac tuy chon khi ghi tai liéu ra dang khac, ra version trudc day ...

« Apply a template to a document — Ap dung cdc mau tai liéu c6 san.
o Finding templates (locating a template on your disk, finding templates on
the web)
Cdach thirc tim mau tai liéu cé san trén may hodac tw trén Web

Formatting content — Dinh dang néi dung
e Apply font and paragraph attributes — Cdc thudc tinh cho Phong chir va Poan van

o Applying character attributes; applying styles; using Format Painter
Applying character attributes: cac thuoc tinh cho Font
Applying styles: cach sw dung cac styles
Using Format Painter: cdach s dung cong cu dinh dang nhanh
bang chéi son
o Navigate and search through a document — Duyét tai liéu va tim kiém
o Using the Navigation Pane (headings, pages, results), Go To, browse by
button, and Highlight features; setting Find and Replace options (format,
special)
Using the Navigation Pane (headings, pages, results) ), Go To,
browse by button, and Highlight features: cdach sir dung
Navigation dé xem (cdu tai liéu, theo trang, két qud tim kiém),
nhay trang, tinh nang Highlight tai liéu.
Setting Find and Replace options (format, special): cach tim kiém,
cach thay thé (ca dinh dang va ky tw déc biét)
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« Apply indentation and tab settings to paragraphs — Thut dau dong va dat TAB cho
doan van
o Applying indents (first line, hanging); setting tabs; using the Tabs
dialogue box; setting tabs on the ruler; clearing tabs; setting tab stops;
moving tab stops
Applying indents (first line, hanging): thut dau dong (dong dau,
cdc dong con lai)
setting tabs: Thiét lgp cdc TAB
using the Tabs dialogue box: swr dung hop hoi thoai Tabs
setting tabs on the ruler: sw dung thuot
clearing tabs: x6a céc Tabs
setting tab stops: dat vi tri Tab
moving tab stops: di chuyén Tab
o Apply spacing settings to text and paragraphs — Khodng cach dong va khodng
cach doan
o Line spacing, paragraph spacing
Line spacing: thiét ldp cdc khodng cdch giita cde dong van ban
Paragraph spacing: khodng cach giita cac doan van ban (trudc,
sau)
o Create tables — Tao bang
o Using the Insert Table dialogue box; using Draw Table; inserting a Quick
Table; converting text to tables; using a table to control page layout
Using the Insert Table dialogue box: chén bdng bang hép héi thoai
using Draw Table: vé bang
inserting a Quick Table: chén bang dwa trén mdu cé san
converting text to tables: chuyén doi van ban sang bang
using a table to control page layout:
« Manipulate tables in a document — Cdc thao tdc trén bang
o Sorting content; adding a row to a table; adding a column to a table;
splitting, merging, moving, resizing and deleting a row or column;
defining the header row; converting tables to text; viewing gridlines
Sorting content: sap xep noi dung trong bang
adding a row to a table: thém hang
adding a column to a table: thém cot
splitting, merging, moving, resizing and deleting a row or column:
chia 6, nhdp 6, di chuyén 6, thay doi kich thuét, xéa 6/hang/cét...
defining the header row: dinh nghia hang tiéu dé ciia bang
converting tables to text: chuyén bang sang van ban
viewing gridlines: xem ché d¢ cé dwong ké
e Apply bullets to a document — Sur dung bullets
o Applying bullets; selecting a symbol format; defining a picture to be used
as a bullet; using AutoFormat; promoting or demoting bullet levels
Applying bullets: si dung bullets
selecting a symbol format: chon ky tu lam bullets
defining a picture to be used as a bullet: chon anh lam bullets
using AutoFormat: su- dung dinh dang tw dong
promoting or demoting bullet levels: Tang cdp va giam cdp cho
bullets

Applying page layout and reusable content — Ddn trang in va cdc st dung cdc tinh néng vé trang cé
sdn
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o Apply and manipulate page setup settings — Pinh dang trang in
o Setting margins, non-breaking spaces, hyphenation and columns; working

with breaks; forcing a page break; inserting a section break (continuous,

next page, next odd, next even); inserting a blank page into a document
Setting margins, non-breaking spaces, hyphenation and columns:
thiét Idp 1é cho trang, thiét Idp cot bdo, thiét Idp ché dé xuong
hang giita tir hyphenation
working with breaks: sw dung cdac loai Break
forcing a page break: cdt trang thii céng bang tay
Inserting a section break (continuous, next page, next odd, next
even): chén Section (dang tiép tuc, cdt trang, trang chan trang lé)
inserting a blank page into a document: chén trang tring

o Apply themes — Ap dung themes
o Using a theme to apply formatting; customising a theme
Using a theme to apply formatting: sir dung theme dé ap dung dinh
dang
customising a theme: tao mot tuy chon theme

o Construct content in a document by using the Quick Parts tool — Su dung cac
cong cu c6 san
o Adding built-in building blocks (quotes, text boxes, headers, footers, cover
pages, watermarks, equations)
Sur dung cac khéi cé san (quotes, hop van ban, dau trang, cudi
trang, trang bia, dong dau mo, cong thirc todn hoc)

« Create and manipulate page backgrounds — Tao va cdc thao tdc cho nén cua trang
o Formatting a document’s background; setting a coloured background;
adding a watermark; placing page borders
Formatting a document’s background. dinh dang nén cho tai liéu
setting a coloured background. thay d6i mau nén
adding a watermark: thém ddu mo vao tdi liéu
placing page borders: dong khung cho trang

« Create and modify headers and footers — Tao va sira ddu trang va cudi trang
o Inserting and formatting page numbers; inserting the current date and
time; inserting a built-in header or footer; adding content to a header or
footer (custom dialogue box, manual entry); deleting a header or footer;
changing margins; applying a different first page attribute
Inserting and formatting page numbers: chén va dinh dang sé
trang
inserting the current date and time: chén ngay gio
inserting a built-in header or footer: cheén dau trang/cudi trang
theo mau 6 san.
adding content to a header or footer (custom dialogue box, manual
entry): nhdp néi dung cho dau trang/ cudi trang.
deleting a header or footer: xéa dau trang/cudi trang.
changing margins: thay déi 1é trang
applying a different first page attribute: thiét ldp dau trang/cudi
trang ciia trang ddu tién khdc véi cdc trang con lai

Including illustrations and graphics in a document — Bwa hinh dnh minh hoa va dé hoa vao tai liéu
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« Insert and format pictures in a document — Chén va dinh dang Anh
o Adding captions; applying artistic effects and picture styles; compressing
pictures; modifying a shape; adjusting position and size; inserting
screenshots
Adding captions: Thém nhan cho anh
applying artistic effects and picture styles: Ap dung cdc hiéu g
nghé thudt va kiéu dinh dang cho anh.
compressing pictures: nén anh
modifying a shape: sira doi cac hinh dang anh
adjusting position and size: can chinh vi tri va kich co cho anh
inserting screenshots. chén danh chup man hinh may tinh.

o Insert and format shapes, WordArt and SmartArt — Chen va dinh dang hinh veé,
chit nghé thudt, SmartArt
o Adding text to a shape; modifying text on a shape; adding captions; setting
shape styles (border, text); adjusting position and size
Adding text to a shape: thém van ban vao hinh vé
modifying text on a shape: sira ngi dung van ban trong hinh vé
adding captions: thém nhan cho hinh vé
setting shape styles (border, text): thiét ldp kiéu cho hinh vé
(khung, van ban)
adjusting position and size: thay doi vi tri va kich ¢ hinh vé.

e Insert and format Clip Art — Chén va dinh dang Clip Art
o Organising ClipArt, captions, artistic effects, compressing pictures,
corrections, modifying the shape, reset, picture styles, arranging options,
size
T6 chikc CIipAI:t, nhén,’ hiéy ing, nén anh, xu ly, thay doi hinh
dang, reset, kieu an, sap xép vi tri, kich thuot

« Apply and manipulate text boxes — Ap dung va thao tic hép vin ban
o Formatting, saving selection to text box gallery, text box styles, text
direction, shadow effects, 3-D effects, arranging options
Pinh dang, saving selection to text box gallery, kiéu, hwéng vin
ban, hiéu g bong mo, hiéu vmg 3-D, cdc tiry chon sdp xép.

Proofreading documents - Hiéu chinh tai liéu

« Validate content by using spelling and grammar checking options — Kiém tra
chinh ta va ngir phap
o Grammar and style options
Cdc tity chon cho ngit phdp va kiéu

o Configure AutoCorrect settings — Cdac tity chon AutoCorrect
o Adding, removing, exceptions, AutoCorrect dialogue
Thém, bot, ngoai trie cho AutoCorrect, hop hoi thoai AutoCorrect

e Insert and modify comments in a document — Thém/Swra cdac goi y cho tai liéu
o Inserting a comment; editing a comment; deleting a comment; viewing a
comment (viewing comments from another user, viewing comments
inline, viewing comments as balloons)
Inserting a comment: chen goi y
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editing a comment: sita goi y

deleting a comment: xoa goi y

viewing a comment (viewing comments from another user, viewing
comments inline, viewing comments as balloons): xem goi y theo
cac tuy chon (nguoi dung khac, inline, balloons...)

Applying references and hyperlinks - Ap dung tham chiéu va lién két

« Apply a hyperlink — Ap dung lién két
o Hyperlink using text; hyperlink using graphic, headings and bookmarks;
creating new document; email address

Hyperlink using text: lién két tir vin bdn
hyperlink using graphic, headings and bookmarks: lién két tir do
hoa, liene két cho heading va bookmarks.
creating new document: lién két tao ra tdi liéu méi
email address: lién két giri email

« Create endnotes and footnotes in a document — Tao chii thich cuéi trang va cudi
tai lieu
o Managing footnote and endnote location; configuring footnote and
endnote format, presentation and numbering

Managing footnote and endnote location: quan ly vi tri cua ghi chu
cudi trang/cudi tai liéu.
configuring footnote and endnote format, presentation and
numbering: dinh dang, trinh bay va ddanh so.

o Create a table of contents in a document — Tao bdang muc luc
o Default formats, showing levels, alignment, tab leader, formats, options;
modifying styles; updating table

Default formats, showing levels, alignment, tab leader, formats,
options: Tao muc luc voi mac dinh, chon so murc hién thi ra, can
lé, dwomg ké triede Tab, cdc dinh dang mau c6 san, cdc tiry chon
khac.
modifying styles: sira doi cdc kiéu diing cho muc luc
(headingl,2,3,4...)
updating table: cap nhdt lai muc luc

Performing mail merge operations - Thuc hién cdc thao tdc Trén thw

o Set up mail merge — Thiét ldp trén thu
o Performing a mail merge using the Mail Merge Wizard; performing a mail
merge manually; auto checking for errors
Performing a mail merge using the Mail Merge Wizard: thuc hién
trén bang tro givip tirng buede (Wizard)
performing a mail merge manually: thiee hién tron thir bang tay
auto checking for errors: kiém tra 16i khi tron thie

o Execute mail merge — Thuc hién trén thu
o Print, preview
In va Xem trueoc ket qua tron
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