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EXAM 77-725: WORD 2016 CORE

OBJECTIVE
NUMBER MATRIX SKILL

Create and Manage Documents

1.1 Create a document
L1 Create a blank document |-, [e) New
1.1.2 Create a blank document using a template
1.1.3 Open a PDF in Word far editing
1.1.4 Insert text from a file or external source
12 Navigate through a document
1.2.1 Search for text
122 Insert hyperlinks
123 Create bookmarks
124 Maove to a specific location or objectin a document
13 Format a Document
1.3.1 Modify page setup
132 Apply document themes
333 Apply document style sets
134 Insert headers and footers
1.35 Insert page numbers
1386 Format page background elements
14 Customize Options and Views for Documents
141 Change document views
142 Customize views by using zoom settings
143 Customize the Quick Access toolbar
144 Split the window
" 145 Add document properties
1456 Show ar hide formatting symbols

15 Print and Save Documents

1.5.1 Maodify print settings

See etengle
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