MOS EXCEL 2010 Skills Trung tam Tin hoc Thuc hanh VT

Exam 77-882
Excel 2010

Skills measured (Ky néng 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 nang luc cua ban dé hoan thanh cdac nhiém vu bén dudi. T y le phd‘n tram cua cdc
nhiém vu trongbai thi phu thudc vao ty trong cua cac chu dé chinh co trong bai thi. Ty lé phan
tram cua mot nhiém vu cang cao thi sé co nhiéu cau hoi cia nhiém vu day 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 rang cdc cau hoi thi co thé roi vao bat ky cdc chu dé dwoc mo ta boi cac dau cham tron
bén duoi, nhung khong phai chi gioi han trong cac chu dé nay.

Managing the worksheet environment - Qudn ly moi trwong bdng tinh

« Navigate through a worksheet — Cach di chuyén trong bang tinh
o Hot keys, name box ’
v Hot keys, name hox: cac phim tat, cach diing hop tén.

« Print a worksheet or workbook — In mét bang tinh hodc mét sé lam viéc
o Printing only selected worksheets; printing an entire workbook;
constructing headers and footers; applying printing options (scale, print
titles, page setup, print area, gridlines)
v Printing only selected worksheets: Chi in mot bang tinh dang
chon.
v Printing an entire workbook: In todn bé sé lam viéc.
v _Constructing headers and footers: Tao dau trang va chan trang.
v" Applying printing options (scale, print titles, page setup, print
area, gridlines): Ap dung cdc tity chon vé in (co gian kich thuée
khi in, in lap lai tiéu dé cho cdc bdang dai nhiéu trang, thiét lip
trang in,cach thiét ldp viing can in dé in mét phan bdng tinh, hién
thi cac vach lwoi khi in).

« Personalise environment by using Backstage — Ca nhdan hoa moi truong lam viéc
bang Backstage
o Manipulating the Quick Access toolbar; manipulating the ribbon tabs and
groups; manipulating Excel default settings; importing data to Excel,
importing data from Excel; demonstrating how to manipulate workbook
properties; manipulating workbook files and folders; applying different
name and file formats for different uses by using Save and Save As
features
v Manipulating the Quick Access toolbar: Thao tac voi thanh cong
cu Quick Acces.
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v Manipulating the ribbon tabs and groups: Thao tac voi cac ribbon
tab va cac group.

v Manipulating Excel default settings: Thao tdc véi cdc thiét lip méc
dinh cho Excel.

v Importing data to Excel: Nhdp dit liéu c6 san vao file Excel.

v Importing data from Excel: Nhdp dir liéu tir file Excel vao file
khac.

v Demonstrating how to manipulate workbook properties: cach thiét
ldp cdc thugce tinh cho mét sé lam.

v' Manipulating workbook files and folders: Thao tac véi cac file va
thw muc chira sé lam viée.

v Applying different name and file formats for different uses by using
Save and Save As features: Ap dung tén va dinh dang file khdc
nhau bang chirc ning Save va Save As.

Creating cell data — Tgo dir ligu cho 6

e Construct cell data — Tao dir liéu cho o
o Using paste special (formats, formulas, values, preview icons, transpose
rows and columns, operations, comments, validation, paste as a link);
cutting, moving and selecting cell data
v Using paste special (formats, formulas, values, preview icons,
transpose rows and columns, operations, comments, validation,
paste as a |mk) Stk dung cdc ché dg dan ddc biét (chi ldy dinh
dang, chi ldy cong thiec, chi ldy gid tri, c6 thé xem triede két qua
théng qua cdc biéu twong khi Right Click, ddo bang giita hang va
cot, ldy cdc phép todn, cdc goi y, cdc thiét Ip kiém tra div liéu, dan
c6 lién két giita cde bang tinh.
v Cutting, moving and selecting cell data: Cdt, di chuyén va chon
cac 6 dir lieu.

«  Apply AutoFill — Ap dung chirc ning AutoFill
o Copying data using AutoFill; filling series using AutoFill; copying or
preserving cell format with AutoFill; selecting from drop-down list

v" Copying data using AutoFill: Sao chép dir liéu sur dung chirc nang
AutoFill.

v Filling series using AutoFill: Bdnh sé tir déng va hoan thanh dir
liéu trong bang bang chirc nang AutoFill.

v Copying or preserving cell format with AutoFill: Sao chép va giir
nguyén dinh dang cdc é bang AutiFill.

v Selecting from drop-down list: Lwa chon chirc nang AutoFill dua
vao danh sach mo réng cua chirc nang.

« Apply and manipulate hyperlinks: Ap dung va thao tic véi cdc siéu lién két
o Creating a hyperlink in a cell; modifying hyperlinks; modifying
hyperlinked-cell attributes; removing a hyperlink

v Creating a hyperlink in a cell: Tao mét lién két cho mét é.

v Modifying hyperlinks: Chinh sita cdc lién két.

v Modifying hyperlinked-cell attributes: Chinh sita cdc thugc tinh
ciia mét 6 ¢6 chira lién két nhuw dwong dan t6i cdc vi tri trong vin
ban, toi cdac van ban khdac nhau hay toi cac lién két ngodi, ...

v Removing a hyperlink: G& bé mét lién két.
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Formatting cells and worksheets — Dinh dang cac 6 va cac bdng tinh

« Apply and modify cell formats — Ap dung va chinh sira cac dinh dang cho 6
o Aligning cell content; applying a number format; wrapping text in a cell;
using Format Painter
v Aligning cell content: Can Ié néi dung ciia 6. ,
Applying a number format: Ap dung mét dinh dang kiéu s6.
Wrapping text in a cell:Xudng dong vin abnr trong 6. ,
Using Format Painter: Stz dung chitc ndng Format Painter dé sao
chép dinh dang.

AN

e Merge or split cells — Trén va chia cdic 6
o Using Merge & Center, Merge Across, Merge Cells, and Unmerge Cells
v Using Merge & Center, Merge Across, Merge Cells, and Unmerge
Cells: Sutr dung chirc nang tron va dua noi dung ra gitta, tron theo
nhiéu dong, tron cdc o6 don thuan, va bé trén cde 6.

« Create row and column titles — Thiét Idp tiéu dé dong va tiéu dé cot
o Printing row and column headings; printing rows to repeat with titles;
printing columns to repeat with titles; configuring titles to print only on
odd or even pages; configuring titles to skip the first worksheet page
v Printing row and column headings: In cde chi s6 dong va cét.
v Printing rows to repeat with titles: in dong tiéu dé lap lai cho cdc
trang.
v printing columns to repeat with titles: in cét tiéu dé lap lai cho cdc
trang.
v Configuring titles to print only on odd or even pages: Cdu hinh dé
cdc tiéu dé chiin trong cdc trang chan hodc Ié.
v Configuring titles to skip the first worksheet page: Cdu hinh cdc
tiéu dé khéng in trong dwoc in trong trang ddu tién ciia bdang tinh.

« Hide and unhide rows and columns - An hién cdc dong va cét
o Hiding a column; unhiding a column; hiding a series of columns; hiding a
row; unhiding a row; hiding a series of rows
v Hiding a column; unhiding a column: An, hién mot cét.
v Hiding a series of columns: An nhiéu cot.
v' Hiding a row; unhiding a row: An, hién mét dong.
v Hiding a series of rows: An nhiéu hang.

« Manipulate page setup options for worksheets — Thao tdic cdc tiry chon thiét ldp vé
trang cho cdc bang tinh
o Configuring page orientation; managing page scaling; configuring page
margins; changing header and footer size

v Configuring page orientation: Thay déi huéng gidy in
(ngang/doc).

v Managing page scaling: Quan Iy ti [¢é co gian trang.

v Configuring page margins: Thiét ldp do réng Ié cho trang.

v Changing header and footer size: Thay déi kich thuéc ciia dau va
chan trang.

« Create and apply cell styles — Tao va dp dung cdc kiéu dinh dang
o Applying cell styles; constructing new cell styles
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v Applying cell styles: Ap dung kiéu dinh dang co san.
v Constructing new cell styles: Tao tao cdc kiéu dinh dang mai.

Managing worksheets and workbooks — Quédn Iy cac bang tinh va céc sé 1am vigc

o Create and format worksheets — Tao va dinh dang cac bang tinh
o Inserting worksheets; deleting worksheets; copying, repositioning,
copying and moving, renaming, grouping; applying colouring to
worksheet tabs; hiding worksheet tabs; unhiding worksheet tabs
v Inserting worksheets; deleting worksheets; copying, repositioning,
copying and moving, renaming, grouping: Chén cdc bang; xéa cdc
bang; sao chép, dinh lai vi tri, sao chép va di chuyéh, dat lai tén,
gom nhom cdac bang tinh.
v Applying colouring to worksheet tabs: Ap dung mau sdc cho cdc
tab chira bang tinh. )
v Hiding worksheet tabs; unhiding worksheet tabs: 4n, hién cdc tab
chira bang tinh.

« Manipulate window views — Thay déi cdc ché dg xem cho cdc civa s6 lam viéc
o Splitting window views; arranging window views; opening a new window
with contents from the current worksheet
v Splitting window views: Chia cira so.
v Arranging window views: Sap xép cdc cira s6.
v Opening a new window with contents from the current worksheet:
Tao mét cira s6 lam viéc méi véi ndi dung twr bang tinh hién hanh.

« Manipulate workbook views — Thao tdc cdc ché dg khung nhin cho sé lam viéc
o Using Normal, Page Layout and Page Break workbook views; creating
custom views
v Using Normal, Page Layout and Page Break workbook views: St
dung cdc kiéu hién thi Normal, Page Layout va Page Break cho s6
lam viéc.
v Creating custom views: Tu dinh nghia mét kiéu hién thi méi.

Applying formulas and functions — Ap dung cac cong thzc va ham

o Create formulas — Tao mot cong thirc
o Using basic operators; revising formulas
v Using basic operators: Sir dung cdac phép toan co ban.
v' Revising formulas: Sura lai cac cong thirc.

o Enforce precedence — Cdc thir tir wu tién cac phép toan
o Order of evaluation, precedence using parentheses, precedence of
operators for per cent vs. exponentiation
v' Order of evaluation: Thir tw woc lwong, lam tron.
v Precedence using parentheses, precedence of operators for
percent vs. exponentiation: dg wu tién ciia ddu ngodc, cdc todn tir
cho phép tinh, phan tram va lily thira.

« Apply cell references in formulas — Ap dung cdc tham chiéu t6i 6 trong cong thirc
o Relative, absolute
v Relative, absolute: dia chi twong doi, dia chi tuyét doi
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« Apply conditional logic in a formula — Ap dung cac diéu kién logic cho mot cong
thure
o Creating a formula with values that match your conditions; editing defined
conditions in a formula; using a series of conditional logic values in a
formula
v Creating a formula with values that match your conditions: Tao
mot cong thirc voi cdc gid tri thoa man diéu kién.
v Editing defined conditions in a formula: Thay déi cdc diéu kién
trong cong thurc
v Using a series of conditional logic values in a formula: Su dung
nhiéu diéu kién logic trong mdt cong thirc.

« Apply named ranges in formulas — Sir dung TEN cdc ving dir liéu trong cac cong
thirc
o Defining, editing and renaming a named range
v Defining, editing and renaming a named range: Dinh nghia, chinh
swa va dat lai tén cho mot vung dir liéu.

« Apply cell ranges in formulas — Ap dung cdc vimg dit liéu trong cong thirc
o Entering a cell range definition in the formula bar; defining a cell range
using the mouse; defining a cell range using a keyboard shortcut

v Entering a cell range definition in the formula bar: Cach nidp mat
vung dir lieu su thanh cong thirc.

v Defining a cell range using the mouse: Xac dinh vung dir liéu su
dung chuot.

v Defining a cell range using a keyboard shortcut: Xdc dinh viing dir
liéu sir dung phim tdt.

Presenting data visually — Trinh bay dé ligu truc quan

« Create charts based on worksheet data — Tao mét do thi diwa trén div liéu tir bang
tinh
« Apply and manipulate illustrations — Ap dung va céc thao tac véi cac doi tiong
do hoa
o Clip Art, SmartArt, shapes, screenshots
v Clip Art, SmartArt, shapes, Screenshots: Sur dung va thao tdc cdc
doi twong Clip Art — Tranh co san, SmartArt — So do thong minh,
shapes — Hinh vé, Screenshots — Cdt man hinh.

« Create and modify images by using the Image Editor — Tao va sira anh bang cong
cu
o Making corrections to an image (sharpening or softening an image,
changing brightness and contrast); using picture colour tools; changing
artistic effects on an image
v Making corrections to an image (sharpening or softening an
image, changing brightness and contrast): Chinh sira mgt anh (lam
sdc nét hodc lam mo mét anh, thay doi do sang va do nét)
v'Using picture colour tools: Su dung cdac cong cu tao mau cho danh.
v Changing artistic effects on an image: Thay déi cdc hiéu irng nghé
thuat trén danh.

« Apply Sparklines — Ap dung kiéu do thi Sparklines
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o Using Line, Column and Win/Loss chart types; creating a Sparkline chart;
customising a Sparkline; formatting a Sparkline; showing or hiding data
markers

v Using Line, Column and Win/Loss chart types: St dung cdc kiéu
do thi Line, Column and Win/Loss.

v Creating a Sparkline chart: Tao mét do thi Sparkline.

v Customising a Sparkline: Tuy chinh

v formatting a Sparkline: Dinh dang '

v showing or hiding data markers: hién/dn cac nhan dir liéu.

Sharing worksheet data with other users — Chia sé tai li¢u véi ngwoi dung khac

« Share spreadsheets by using Backstage — Chia sé bdang tinh bang giao dién
Backstage
o Sending a worksheet via email or SkyDrive; changing the file type to a
different version of Excel; saving as PDF or XPS

v Sending a worksheet via email or SkyDrive.: Giki mét bdang tinh
thong qua email hodc SkyDrive.

v Changing the file type to a different version of Excel: Chuyén doi
cac phién ban khac nhau cua Excel.

v Saving as PDF or XPS. Luu bang tinh dudi dang PDF hodc XPS.

o Manage comments — Quan ly cac chu giai
o Inserting, viewing, editing and deleting comments
v Inserting, viewing, editing and deleting comments: Chen, xem, bién
tdp va x0a Cac chu gidai.

Analysing and organising data — Phan tich va té chac di ligu

o Filter data — Loc dir liéu
o Defining, applying, removing, searching, filtering lists using AutoFilter
v Defining, applying, removing, searching, filtering lists using
AutoFilter: Pinh nghia, dp dung, g6 bo, tim kiém, loc bang chirc
nang AutoFilter.

o Sort data— Scp xép dir liéu
o Using sort options (values, font colour, cell colour)
v Using sort options (values, font colour, cell colour): Si dung cac
t0y chon sdp xép (diea trén gid tri, mau font chit hodc mau ciia 6).

« Apply conditional formatting — Ap dung dinh dang cé diéu kién
o Applying conditional formatting to cells; using the Rule Manager to apply
conditional formats; using the IF Function and Apply Conditional
Formatting, icon sets, data bars, clear rules

v Applying conditional formatting to cells: Ap dung dinh dang cé
diéu kién cho cac é théa man.

v Using the Rule Manager to apply conditional formats: Su dung
trinh Qudn Iy cdc ludt dé dp dung céc dinh dang cé diéu kién.

v Using the IF Function and Apply Conditional Formatting, icon
sets, data bars, clear rules: Siz dung ham IF va ap dung chirc nang
Conditional Formatting, dinh dang bang biéu twong, dinh dang
dang thanh, va xoa cac ludt.
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