Word7 )< T4 F(Office365 H KT Office 2019)

SER-XE F2)FRT—2avEKRE
1&#RIT: https://certiport filecamp.com/uniq/yxSi1VrP7Ap6yHHH.pdf

HEERX ZER

The Microsoft Certified Word Associate Certification demonstrates
competency in the correct application of the principle features of Word by
creating and editing documents for a variety of purposes and situations. The
exam covers the ability to create and maintain professional looking reports,
multi-column newsletters, résumés, and business correspondence. RV SET 5o nTEET,

An individual earning this certification has approximately 150 hours of A ey o - . e L NS
instruction and hands—on experience with the product, has proven competency E?;tif\%i‘ég%{fﬁﬁé(%ﬁﬂ%cn'%%;gﬁggfﬁgéﬁh%’?;mﬁ%ii@'ﬁgvgoiigljk/m

at an industry associate—level and is ready to enter into the job market. They #r - — LS iy s@eE L — LI
can demonstrate the correct application of the principle features of Word and SHREEELCERT SO TE UL TREER T et Ted .

can complete tasks independently.
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Microsoft Office Specialist Program certification exams use a performance—
based format testing a candidate’ s knowledge, skills and abilities using the
Microsoft Office 365 and Office 2019 programs:

Microsoft Office Specialist Program exam task instructions generally do not

Microsoft Office XX !) AT DY 5 LFBEFER TIE. Microsoft Office 36535 LU Office
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include the command name. For example, function names are avoided, and are FNTOEVA, =Lz I1E. EMAILERSN. DhcESHzohEd, OFY. DBRE

replaced with descriptors. This means candidates must understand the purpose E. B TOCTINDARIEEEICE T B0, TO5 S LSRN B B — A% B0

and common usage of the program functionality in order to successfully
complete the tasks in each of the projects.

The Microsoft Office Specialist Program exam format incorporates multiple
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projects as in the previous version, while using enhanced tools, functions, and HRAALTNEST

features from the latest programs.

Objective Domains

Manage Documents

1.1 Navigate within documents
1.1.1 Search for text
1.1.2 Link to locations within documents

1.1.3 Move to specific locations and objects in documents
1.1.4 Show and hide formatting symbols and hidden text

1.2 Format documents

1.2.1 Set up document pages

1.2.2 Apply style sets

1.2.3 Insert and modify headers and footers
1.2.4 Configure page background elements
1.3 Save and share documents

1.3.1 Save documents in alternative file formats
1.3.2 Modify basic document properties
1.3.3 Modify print settings

1.3.4 Share documents electronically

1.4 Inspect documents for issues

1.4.1 Locate and remove hidden properties and personal

information
1.4.2 Locate and correct accessibility issues
1.4.3 Locate and correct compatibility issues

Insert and Format Text, Paragraphs, and Sections

2.1 Insert text and paragraphs

2.1.1 Find and replace text

2.1.2 Insert symbols and special characters
2.2 Format text and paragraphs

2.2.1 Apply text effects

2.2.2 Apply formatting by using Format Painter
2.2.3 Set line and paragraph spacing and indentation
2.2.4 Apply built=in styles to text

2.2.5 Clear formatting

2.3 Create and configure document sections
2.3.1 Format text in multiple columns

2.3.2 Insert page, section, and column breaks
2.3.3 Change page setup options for a section

Manage Tables and Lists

H RE 6B

XEEEHETD

LIXERNERBRETS
11X FHEHERT S
112X ERDGEFR~AD) Y
LISXERNDEEDEFHREIUVA T IMNIBHTS
1LIMRETL S EEBLXFEDRREERT

12 XEZEAKKRTETS
12IR—J%EHRETS
122234 )Lt ybhzE&ERT5
1.23AYE—ET93—DIEALEIE
12AR—CEZEZDHRTE

13X EF*REFELTHEETS
13IXEZRHDI7AIIVERTRETS
132R XAV D ERNLETONT(EEETS
1.33MNRIHREEEET D
134X EFBEFHICHETS

1TARF AV DB EERARS

LAREEN =T ORTAEANERER DT THIBRT 2

14279 E)FADREEEZRDHTEBIET S
1A3E M OMEERDITTIBIET S

XF5, &%, vO a v DREALERRTE

2IXEINERFEEBEATS
21IXFHERREL. EE]RZ D
2125 L HRNFEREATS

22X FHERFEDEXRTE
221X FH|IZshBE&ERT S
222K aF—%FERALTCEL%*EHTS
223 1TEEREDREIREET F2RETS
224 FH| A AHARIAL I EERT 5
2.2 5BARER TA—< v

23RF AN AV EERLTHRET S
231 AFRTET D
232R—T EH Ay BLUBERYY
233923 DR—CHEA T aVEERTT D

REVALDERE



3.1 Create tables 3AKREERT S

3.1.1 Convert text to tables BNIXFHNERICEMT S

3.1.2 Convert tables to text 312RENFICEH

3.1.3 Create tables by specifying rows and columns 313 T7EHEHRELTREERLT S

3.2 Modify tables 32RZEEBET D

3.2.1 Sort table data B2ARFMAREZD

3.2.2 Configure cell margins and spacing 322V ILDRBLHEIRERET D

3.2.3 Merge and split cells 323ILDIEEENE

3.2.4 Resize tables, rows, and columns 324R 1T IO AXER

3.2.5 Split tables 325RENEITS

3.2.6 Configure a repeating row header 326%RYRLEBRINDITAVEIZHRTET S

3.3 Create and modify lists 33YRDIEREIEIE

3.3.1 Format paragraphs as numbered and bulleted lists BN ELEBEMESIAMNEEFETYRMNLTERRETS
3.3.2 Change bullet characters and number formats 3I2TEANFEHMFORAREEET D

3.3.3 Define custom bullet characters and number 333NREALDITEXFEHFNEXETEETD
3.3.4 Increase and decrease list levels 334YRFDLARILDIER

3.3.5 Restart and continue list numbering 335URNDBESTITEER/ KT 5

3.3.6 Set starting number values 3.3.6GIRBEEDERTE

Create and Manage References SEEHOEREEE

4.1 Create and manage reference elements AIBEEHDIEREERE

4.1.1 Insert footnotes and endnotes ATARGEEKBEEEA TS

4.1.2 Modify footnote and endnote properties A1 2BEEERBED TONTAEZLEET S
4.1.3 Create and modify bibliography citation sources 41 3B R XEDIEREIEE

4.1.4 Insert citations for bibliographies A1A5|AXEREIBEAT S

4.2 Create and manage reference tables 425BROEHEEE

4.2.1 Insert tables of contents 421BX%=HEAT S

4.2.2 Customize tables of contents 422BREHABTART B

4.2.3 Insert bibliographies 423BEXFM—EZHATD

Insert and Format Graphic elements T57490BZRDIEALERRTE

5.1 Insert illustrations and text boxes S5A4SRAMNOTXRMRYIREIEAT S

5.1.1 Insert shapes S5.1EEERAT S

5.1.2 Insert pictures 512BEE#EAT S

5.1.3 Insert 3D models 513 ADETILEHEATD

5.1.4 Insert SmartArt graphics 5.1.4 SmartArty' 574y %EAT S

5.1.5 Insert screenshots and screen clippings 5159 —2iaubERTY =20 )yEV T DiEA
5.1.6 Insert text boxes 51.6TF A RYIREHRATS

5.2 Format illustrations and text boxes 5245 AMOTXRMRYIREEREZET S

5.2.1 Apply artistic effects 521 =TSN REERT S

5.2.2 Apply picture effects and picture styles 522BEEN B LEBERAMIILEBAT S

5.2.3 Remove picture backgrounds 523EBNE=XHIRT S

5.2.4 Format graphic elements 524757490 BFRDEXKTE

5.2.5 Format SmartArt graphics 5.2.5 SmartArty 574y EEXBRTET S

5.2.6 Format 3D models 526 BDETILEERBRTET D

5.3 Add text to graphic elements 539 5749V BRICNFEIEEBMTS

5.3.1 Add and modify text in text boxes 531 T F RAMRYIANDXFEINEEMBIVEET S
5.3.2 Add and modify text in shapes 532 AN XFINFEMBIMMEETS

5.3.3 Add and modify SmartArt graphic content 5.3.3 SmartArt7 S 74y ICNBEEBM-EIET S
5.4 Modify graphic elements 54957490 BREBETS

5.4.1 Position objects 5414 Tz EEAT S

5.4.2 Wrap text around objects 5424 T OMIXFESEEYRAFEED

5.4.3 Add alternative text to objects for accessibility 54379 ETADIE=OIZA T IR ETXANEEMNT S
Manage Document Collaboration NEDHREXEZEET S

6.1 Add and manage comments 6.1OAVNEEBMLTERT S

6.1.1 Add comments 6.1. 1A EIBINT S

6.1.2 Review and reply to comments 6.1.20A U EHEZELTRIET S

6.1.3 Resolve comments 6.1.3TAEfRIRT B

6.1.4 Delete comments 6.1.4T A EHIRT S

6.2 Manage change tracking 2 REREAEIET S

6.2.1 Track changes 621 ERDEREIIZT S

6.2.2 Review tracked changes 622 R EREDHER

6.2.3 Accept and reject tracked changes 623 EERDAELEAT



6.2.4 Lock and unlock change tracking 624FHEFEOOY EOYIEERF



