MOS POWERPOINT 2010 Skills Trung tam Tin hoc Thuc hanh VT

Exam 77-883
Power Point 2010

Skills measured (Ky ning yéu cau)

This exam measures your ability to accomplish the technical tasks listed below.

Bai thi nay do nang lyc cua ban dé hoan thanh cdc nhiém vu bén dudi.

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

ChU Y rang cac cau hai thi c6 thé roi vao bat ky cac chi dé dwoc md td boi cac dau chdm tron bén dudi,
nhung khong phdi chi gidi han trong cac chu dé nay.

Manage the PowerPoint environment — Qudn Iy méi truwong PowerPoint

 Adjust views — Piéu chinh hién thi to/nhé (%)
o Adjust views by using ribbon or status bar commands
v Adjust views by using ribbon or status bar commands: Piéu chinh
bang giao dién ribbon hodc tre tiép trén thanh trang thdi.

« Manipulate the PowerPoint window — Thao tdc véi cika s6 PowerPoint
o Work with multiple presentation windows simultaneously
v Work with multiple presentation windows simultaneously: Lam
viéc dong thoi véi nhiéu cira so.

« Configure the Quick Access Toolbar (QAT) — Céu hinh Quick Access Toolbar
o Show the QAT below the ribbon
v' Show the QAT below the ribbon: Hién thanh QAT bén dwdi ribbon.

« Configure PowerPoint file options — Cdu hinh cdc tity chon file PowerPoint
o Use PowerPoint, Proofing and Save options
v Use PowerPoint, Proofing and Save options: Sir dung cdc tuy chon
chung, vé hiéu dinh, va luu file.

Create a slide presentation — Tao mét slide trinh chiéu

o Construct and edit photo albums — Khai tao va bién tip album danh
o Add captions to pictures, insert text, insert images in black and white,
reorder pictures in an album and adjust image rotation, brightness and
contrast

v Add captions to pictures, insert text, insert images in black and
white, reorder pictures in an album and adjust image rotation,
brightness and contrast: Thém thuyét minh cho cdc tranh, chén ki
tu, chen tranh trd'ng den, dat lai thir tw cac tranh trong mot album

va chudn héa chiéu xoay hinh, dg sdang va dé nét ciia hinh.

« Apply slide size and orientation settings — Ap dung cdc thiét ldp vé kinh thudc va
hudng cac slide
o Set up a custom size, and change the orientation
v Set up a custom size, and change the orientation: Thiét lip mot
kich thude tity ¥, va thay doi hwéng cua slide.

e Add and remove slides — Thém va xda cac slide
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o Insert an outline, reuse slides from a saved presentation, reuse slides from
a slide library, duplicate selected slides, delete multiple slides
simultaneously and include non-contiguous slides in a presentation

v Insert an outline, reuse slides from a saved presentation, reuse
slides from a slide library, duplicate selected slides, delete multiple
slides simultaneously and include non-contiguous slides in a
presentation: Chén mét tai liéu bén ngoai lam ngi dung cua slide,
s dung lai cac slide tw mot trinh chiéu dd luu san, sir dung lai cac
slide tw thw vién, nhdn ban cac slide dwoc chon, xoa d&ng thoi
nhiéu slide mét liic va thém vao cac slider tiéng é.

o Format slides — Dinh dang cdc slide
o Format sections; modify themes; switch to a different slide layout; apply a
fill colour, gradient, picture, texture or pattern to a slide; and set up slide
footers
v Format sections: Dinh dang cdc section.
v Modify themes: Thay déi cac theme.
v Switch to a different slide layout: Chuyén giita cic ché dé layout
khac nhau.
v Apply a fill colour, gradient, picture, texture or pattern to a slide:
Ap dung cdc ché @6 mau fill colour, grandient, picture, texture
hodc pattern cho mot slide.
v Set up slide footers: Bé tri cdc chdn trang ciia slide.

o Enter and format text — Nhdp va dinh dang van ban
o Use text effects; change the indentation, alignment, line spacing and
direction of text; change the formatting of bulleted and numbered lists;
enter text in a placeholder text box; convert text to SmartArt; copy and
paste text; use Paste Special and use Format Painter
v Use text effects; change the indentation, alignment, line spacing
and direction of text: Sir dung cdc hiéu vmg chit, thay déi lii dau
dong, can 1é, khodng cdch giita cdc dong va hwdng xoay chit.
v Change the formatting of bulleted and numbered lists: Thay doi
dinh dang cua cac bulleted and numbered.
v' Enter text in a placeholder text box: Nhdp chit vao mot
placeholder text box.
v Convert text to SmartArt: Chuyén doi Text thanh SmartArt.
Copy and paste text: Sao chép va dan Text.
v Use Paste Special and use Format Painter: Sir dung chirc nang
Paste Special va Format Painter.

<\

o Format text boxes — DPinh dang cac text box
o Apply a fill colour, gradient, picture, texture or pattern to a text box;
change the outline colour, weight or style; change the shape of the text
box; apply effects; set the alignment; create columns in a text box; set
internal margins; set the current text box formatting as the default for new
text boxes; adjust text wrapping; size and position a text box and use
AutoFit

v Apply a fill colour, gradient, picture, texture or pattern to a text
box: Ap dung cdc ché dé fill colour, gradient, picture, texture hodc

pattern cho text box.
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v Change the outline colour, weight or style: Thay déi mau, dé dam

nhat hodc kiéu duong vién cia text box. '

Change the shape of the text box: Thay déi kiéu khung text box.

Apply effects: Ap dung cdc hiéu ing.

Set the alignment: Dt can lé.

Create columns in a text box: Tao cdc cét trong mot text box.

Set internal margins: Thiét Idp do réng Ié.

Set the current text box formatting as the default for new text

boxes: Dat dinh dang ciia text box hién hanh lam mdc dinh cho cac

text box dwoc tao moi tié}) theo.

Adjust text wrapping: Piéu chinh Wrapping.

v Size and position a text box and use AutoFit: Thay déi kich thudc
va vi tri, va su dung chirc nang AutoFit.

NN NN

<\

Work with graphical and multimedia elements — Lam viéc vdi cac yéu té dé hoa va da phwong tién

« Manipulate graphical elements — Thao tdc véi cic yéu t6 do hoa
o Arrange, position and resize graphical elements; apply effects, styles and
borders; and add hyperlinks
v Arrange, position and resize graphical elements: Sap xép, dinh vi
tri va kich thuéc cho céc yéu té do hoa.
v Apply effects, styles and borders: Ap dung cdc hiéu img, kiéu va
khung hinh.
v Add hyperlinks: Thém cdc siéu lién két.

o Manipulate images — Thao tdc vdi cac anh
o Apply colour adjustments and image corrections (sharpen, soften,
brightness, contrast), add artistic effects to an image, remove a
background, crop a picture, compress selected pictures or all pictures,
change a picture and reset a picture
v Apply colour adjustments and image corrections (sharpen, soften,
brightness, contrast), add artistic effects to an image, remove a
background, crop a picture, compress selected pictures or all
pictures, change a picture and reset a picture: Ap dung cdc chudn
mau va chuan héa anh (do sdc, dé min, dé sang, do nét), thém cac
hiéu itng nghé thudt cho mét anh, xéa nén dnh, cat anh, nén céc
anh dwoc chon hodc toan bo anh, thay doi va dat lai mét anh.

e Modify WordArt and shapes — Chinh sita WortArt va khung
o Set the formatting of the current shape as the default for future shapes,
change the fill colour or texture, change the WordArt, convert to SmartArt
v Set the formatting of the current shape as the default for future
shapes, change the fill colour or texture, change the WordArt,
convert to SmartArt: Pat dinh dang cua khung hién hanh lam mdc
dinh cho cac khung sau, that doi ché do fill coulour hodc texture,

thay d6i WordArt, chuyén doi sang SmartArt.

e Manipulate SmartArt — Thao tdc voi SmartArt
o Add and remove shapes, change SmartArt styles, change the SmartArt
layout, reorder shapes, convert a SmartArt graphic to text, convert
SmartArt to shapes, make shapes larger or smaller and promote or demote
bullet levels
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v Add and remove shapes, change SmartArt styles, change the
SmartArt layout, reorder shapes, convert a SmartArt graphic to
text, convert SmartArt to shapes, make shapes larger or smaller
and promote or demote bullet levels: Thém hodc g& bo cdc khung,
thay doi kiéu SmartArt, thay doi bé cuc SmartArt, sdp xép lai thir
tw cac khung, chuyén déi mot do hoa SmartArt sang Text, chuyén
doi SmartArt sang cdc hinh, thay déi kich ¢é cdc hinh, tang cdp
hodic Ui cdp cho céc bullet.

« Edit video and audio content — Bién tdp noi dung video va audio
o Apply a style to video or audio content; adjust, arrange and size video or
audio content; and adjust playback options

v Apply a style to video or audio content: Ap dung kiéu cho ndi dung
video hodc audio.

v Aadjust, arrange and size video or audio content: Piéu chinh, sap
xép va thay doi kich thude ndi dung video hodc audio.

v Adjust playback options: Diéu chinh cdc tiy chon playback.

Create charts and tables — Tao cdc do thi va bang

o Construct and modify tables — Khoi tao va chinh swa cdac bang
o Draw a table; insert an Excel spreadsheet; set table style options; add
shading, borders and effects; change the alignment; resize, merge or split
columns and rows; distribute and arrange columns and rows
v Draw atable: Ve bang
Insert an Excel spreadsheet: Chén mot bang tinh Excel.
Set table style options: Pdt cdc kiéu tiy chon cho bang.
Add shading, borders and effects: Thém bong, khung hinh va hiéu
ung cho bang.
Change the alignment: Thay doi can lé.
v Resize, merge or split columns and rows: Dat lai kich thudc, tron
hodc chia cac cot va cac dong.
v Distribute and arrange columns and rows: Phdn chia va sdp xép
cdc cot va cac dong.

AN NN

AN

o Insert and modify charts — Chén va chinh sira cic do thi
o Select a chart type, enter chart data, change the chart type, change the
chart layout, switch row and column, select and edit data
v Select a chart type, enter chart data, change the chart type, change
the chart layout, switch row and column, select and edit data:
Chon mét kiéu dé thi ¢é san, nhdp dir liéu cho do thi, thay doi kiéu
do thi, thay doi bé cuc do thi, chuyén vi hang va cgt, chon va sua
dir liéu.

« Apply chart elements — Ap dung cdc thanh phan cia do thi
o Use chart labels, axes, gridlines and backgrounds
v Use chart labels, axes, gridlines and backgrounds: Su dung cac
nhén cia do thi, cdc truc toa dj, cdc dwong ké hedi va nén.

« Manipulate chart layouts — Thao tdc véi cdc bé cuc ciia do thi
o Select chart elements, and format selections
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v Select chart elements, and format selections: Chon cac thanh
phan, va dinh dang cac thanh phan dwoc chon.

« Manipulate chart elements — Thao tdc véi cac phan tir ciia do thi
o Arrange chart elements, specify a precise position, apply effects, resize
chart elements, apply Quick Styles, apply a border and add hyperlinks
v Arrange chart elements, specify a precise position, apply effects,
resize chart elements, apply Quick Styles, apply a border and add
hyperlinks: Sap xép cdc phan tir cua do thi, dat mét vi tri chinh
xdc, dp dung cdc hiéu vmg, dét lai kich thude cho cdc phan tir cia
dé thi, dp dung cdc kiéu cé san, ap dung mét khung hinh va thém
vao cdc siéu lién keét.

Apply transitions and animations — Ap dung cac higu @#ng chuyén Slide va cac hiéu #ng hogt hinh
trong Slide

« Apply built-in and custom animations — Ap dung cdc hiéu itng c6 san Va ty chon
o Use More Entrance, More Emphasis and More Exit effects, and use More
Motion paths
v Use More Entrance, More Emphasis and More Exit effects, and
use More Motion paths: Sir dung cac hiéu wng mo rong thém cua
Entrance, Emphasis, Exit va Motion paths.

« Apply effect and path options — dp dung cdc tity chon hiéu iing va duong di
o Settiming and start options

v Set timing and start options: Pt cdc tity chon vé thoi gian va céch
thire chay.

« Apply and modify transitions between slides — Ap dung va chinh sita ché do
chuyén trang giita cdc slide
o Modify a transition effect, add a sound to a transition, modify transition
duration and set up manual or automatically timed advance options
v Modify a transition effect, add a sound to a transition, modify
transition duration and set up manual or automatically timed
advance options: Chinh sita mot hiéu iing chuyén trang, thém am
thanh khi chuyén, chinh sira thoi gian thuc hién chuyén doi va
cach dat ché dg thi cong hodc tw dong boi cdc tiry chon thoi gian
nang cao.

e Manipulate animations — Thao tdac voi cac animation
o Change the direction of an animation, attach a sound to an animation, use
Animation Painter, reorder animations and select text options

v' Change the direction of an animation, attach a sound to an
animation, use Animation Painter, reorder animations and select
text options: Thay doi huéng ciia mét animation, gdn thém tiéng
dong, sir dung chire ndang Animation Painter dé sao chép thiét ldp,

Xé}) lai thir ty cua cdc animation va chon cdc tiry chon cho text.

Collaborate on presentations - Lam vigc trén bai thuyét trinh

« Manage comments in presentations — Qudn Iy cdc chii gidi trong bai thuyét trinh
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o Insert and edit comments, show or hide markup, move to the previous or
next comment and delete comments
v Insert and edit comments, show or hide markup, move to the
previous or next comment and delete comments: Cheén va bién tdp
CAC chii gidi, an hién cdc danh ddu, di chuyén t6i lui cdc chi gidi
va xoa chu gidi.

« Apply proofing tools — Ap dung cdic cong cu hiéu dinh
o Use Spelling and Thesaurus features, compare and combine presentations
v Use Spelling and Thesaurus features, compare and combine
presentations: Sur dung tinh nang Spelling va Thesaurus, SO sanh
va két hop cdc bai thuyét trinh.

Prepare presentations for delivery — Chudn bi chuyén giao céc bai thuyét trinh

« Save presentations — Luu bai thuyét trinh
o Save the presentation as a picture presentation, Portable Document Format
(PDF) file, XML Paper Specification (XPS), outline or OpenDocument
presentation, save a slide or object as a picture file and save a presentation
as a show (.ppsx)

v Save the presentation as a picture presentation, Portable
Document Format (PDF) file, XML Paper Specification (XPS),
outline or OpenDocument presentation, save a slide or object as a
picture file and save a presentation as a show (.ppsx): Luu bai
thuyét trinh dwdi dang anh, tai liéu trinh chiéu Portable Document
Format (PDF) , XML Paper Specification (XPS), outline hay
OpenDocument, luu mot slide hoac mot doi twong nhw mot file anh

hodc mét trinh chiéu tu dong bai thuyét trinh.

« Share presentations — Chia sé bai thuyét trinh
o Package a presentation for CD delivery, create video, create handouts
(send to Word) and compress media
v Package a presentation for CD delivery, create video, create
handouts (send to Word) and compress media: Pong géi mot bai
thuyét trinh vao mét dia CD, tao mét video trinh chiéu, tao CAC
handout (gui toi Word) va nén cdac dinh dang da phuong tién.

o Print presentations — In bai thuyét trinh
o Adjust print settings 7
v Adjust print settings: Chuan hoa cdc thiét ldp in an.

« Protect presentations — Bdo mdt tdi liéu thuyét trinh
o Seta password, change a password and mark a presentation as final
v Set a password, change a password and mark a presentation as
final: Bat mot mat khau, thay déi mdt khdu va danh ddu la van ban
ban cudi cho bai thuyét trinh.

Deliver presentations - Trinh dién bai thuyét trinh
« Apply presentation tools — Ap dung cdc cong cu thuyét trinh

o Add pen and highlighter annotations, change the ink colour, erase an
annotation and discard or retain annotations upon closing
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v Add pen and highlighter annotations, change the ink colour, erase
an annotation and discard or retain annotations upon closing:
Thém buit viét va lam néi bét cdc ghi chii, thay déi mau mue, xéa
cac ghi cha va, bo hodc giir lai cdac ghi chu trude khi dong.

o Set up slide shows — Cai ddt ché do trinh chiéu
o Set up slide show, play narrations, set up Presenter view, use timings,
show media controls, broadcast presentations and create a Custom Slide

Show

v Set up slide show, play narrations, set up Presenter view, use
timings, show media controls, broadcast presentations and create
a Custom Slide Show: Bé tri trinh chiéu slide, chay narrations, cai
ddt cac ché dg trinh bay, sir dung thiét ldp thoi gian, dwa ra cdc
diéu khién da phwong tién, quang bd bai thuyét trinh, va tao mét

trinh chiéu véi mét so slide tuy y.

« Set presentation timing — Dt thoi gian thuyét trinh
o Rehearse and keep timings, adjust a slide's timing
v Rehearse and keep timings, adjust a slide's timing: Chay thu va
liew lai thoi gian chay, diéu chinh thoi gian chay ciia moi slide.

« Record presentations — Ghi lai qud trinh trinh chiéu
o Start recording from the beginning of a slide show, start recording from
the current slide of the slide show
v Start recording from the beginning of a slide show, start recording
from the current slide of the slide show: Pat trinh chiéu tir slide
ddu tién hodc trinh chiéu tie trang slide hién hanh.
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