UINTFIUDNTNUALAMAIVIIN
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1. YoUNTFIUDNIN
ausTauzativayunsviauaunslalusinsudszanar dmsunsiinu Microsoft Office Specialist Microsoft Word

2. Usziin1suiuusaannasgiu

3. neilaueneds (Imprint)

4. voyaufasau
anssnuraunslslusunsulszananadn dmiunisheau Lﬂuamaauzﬁfmmmmi
Anuasnsaludeanslelusunsusznanadiadulusunsuiioeniuuuiiteriglnglvannsoass unly ussndmenaslaosnedivszansnm
fgmludemnslnuiiaenn silvansnsaussudanailunmsioinenasdamne fumsidnenaisnussan wy snvins sesaavsng Sufinvei
s1891u UnA s TRge fedianinsansiadeu munau unly uasFuugsaugnaedunisfismitenans anunsensiaeunsaynad wasvdnliensal
ansnsadfiarig 1wy anae sUaw U unugfiaduenanslasssazmngand

v o

Fedeiduanssausidwydmsunisyhauiiesnseiulssans nmaesnsvisuanuenansinilusydnsamdstu

5. Usgdan1suiulsanasguluunazass

N/A

7. AR INNIATEUARY (Professional Qualifications included)

dndun19vi191u (Microsoft Office Specialist: Microsoft Word)

a A

8. ANANYIINTNEYBY (Related Professional Qualifications)

9. mi'ssJami‘snusﬁmuﬂhmmﬁﬁum%w (List of All Units of Competence within this Occupational Standards)

SHERLIBENTTOUL o

1001 UIMSIANTONENT

1002 WTSNLATNTDAIY HONULALNSIUIEIY
1003 UIMSINNIIANT AL IIBNT

1004 A519Uaz UM INN501984

1005 wnsnuazdnnIsUS LA NS AN

1006 UImssanstonansdnsurheusauiu

10. sEAUANA

q

10.1 AussauzauayuUNeY aunslylusunsuuszananan d113un15vineu (Microsoft Office Specialist: Microsoft Word)

ANANBMZYRINANTSITEU] (Characteristics of Outcomes)

uﬂﬂaﬁﬁ@mﬁﬂﬂymwaawamiL%'suiﬁﬁwizmﬁiuamsamgﬁumﬂsﬁﬂiLmstizmawaﬁ"w dmsunsvingu %ﬁmmi@azﬁﬂmﬁvﬂumﬁmmnaﬂms
annsavieulesngluionans mwaauﬂzgmﬁ%lﬁm%ﬂul,aﬂmi WNSAYBAY ﬁ']’mgﬂl,l,w‘ﬂ”amm HOULN LUSEIU TANISANTIE A519A1579
USuasunsns as1ensensdaianisnisensdaneluenans unsnamnsfin Usuusa
unsnvemnuiiuesaUstneuLazsmEinsUSuEsueRUsENoUA NS TIn NMsSAnsienansdmSurnusINfY nsTannsTeAnLiu

wagn1sInnsinmunsildeunlasnialulenans
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N1918aUTEAUAMIAIYITIN (Qualification Pathways)

]

1. giansainiunisUssiiaussougaduayunsianuaunslslusunsulsznanadi dmsunishauaseuaquiinidou dnfnw w1ssns
YAaNIN1Asy AU W:U%Wli naonIuUsEY UL
2. %ﬁ%ﬁmmiﬂizLa‘]uLLazlsT%’Um5%’°usa&ammuzaﬁuaﬂgumiﬁwmuﬁwumﬂﬁﬂiLmiuﬂismamaﬁw dmiunisvhau

- punamnsUssdiumensmegeuluuszneiietnsaina Microsoft Office Specialist (MOS) TUsunsuUszananam (Microsoft Word) #3e

- NTUNUNNTUTEEUAUMNEANTIOUYYRENTTOUTatuaYUN YA unsiulusunsudsEaianan dmsun1svinnu 91uau 6 wuney

o ¢ ! 04 o
Viananusmmsmamqwmﬁasusaammgmm%w
N/A

nauyaAalua1In (Target Group)
Wniseu dndnw 91519115 YAAINTANAST AL HUSINS RaenulsEysunall

WUILANTIOUS (mi'aﬂamssauzﬁawumammqwﬁ%m%wﬁ)
1001 USWISIANITLONEATT
1002 UNSNUALSNTDAIL BEVULAYANSIUEY
1003 USWIFIANIIAITNUALIIBANT
1004 @s19uazUIMsINN1s098a
1005 unsnuazdnnIsUS LRI MASTAN
1006 USmsSAMstenansdmiuaILs Il
AN UHUR SR U
1. AMSIUERAUT 1

Usemells au 07/12/2566

A1919 1 : FUNCTIONAL MAP uweing KEY PURPOSE , KEY ROLES , KEY FUNCTION

AYINYIMNIEVAN UNUINEN wiivdn
Key Purpose Key Roles Key Function
Aasune SWa Arasune SWa ArasUne
- 01 - 100 [dan1stenans

o _a o Y A o g Ya ¢ YA 49 %Y Y4 oo .
ANB5UNY G]’]i’]\'iLLN‘LiNﬂLLﬁ(N'Mu’mLﬂuLLN‘L{NQmﬁU’JLﬂ3'];‘1WWU’]M\T’]NLW@IMI@MU’MW@?] (Key Function)
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2. mswuﬁmwﬁﬁﬁ 1 (n0)
Ussmelly au 07/12/2566

1919 2 : FUNCTIONAL MAP uweng KEY FUNCTION , UNIT OF COMPETENCE , ELEMENT OF COMPETENCE

Wﬁﬂﬁ%ﬁﬂ wu"wausmux wﬁaaausmuz&iaa
Key Function Unit of Competence Element of Competence
SYa Ara5une Ve Aasue SYa Ara5une
100 |dansienans 1001 |USmsdAnIsLenans 10011 |dwneniglutenans (Navigate within the
documents)

Y

10012 [9n3Unuuenas (Format documents)

10013 |Juiinuazuuatuienais (Save and share

documents)

10014 |m19@oULnaso8Naztden (Inspect

documents for issues)

1002 UNIALAZIATOAIIN UOUUILAZNITUUIAIU 10021 |unInYDANNLATEaNUN (Insert text and

paragraphs)

10022 |¥agUuuuremuuazsenin (Format text and
paragraphs)

10023 |asnuagasmlurivienansitgniusaiu (Create

and configure document sections)

1003 UIUTINNITANTNLAZIIINT 10031 [@579m1579 (Create tables)

10032 |wnlomisna (Modify tables)

10033 |@s1auazunlesiens (Create and modify lists)

1004 |a@s19aulazusinsann1senede 10041 |a@suazdnn1999AUsENoUN1591984 (Create

and manage reference elements)

10042 |@379U8z9nN15M151991984 (Create and manage

reference tables)

1005 UNINLAZIANITUTULSIAINNTITN 10051 |[knINAMNUSENBULAZNABIVRANU (Insert

illustrations and text boxes)

10052 |¥aguuuunnuszneulaznasarendm (Format

illustrations and text boxes)

10053 Lﬁ'mammiuﬁuaﬂﬁﬂﬁzﬂamiwﬂﬂ (Add text to

graphic elements)

10054 LLgI%adﬂ(UixﬂaUﬂiﬁﬂﬂ (Modify graphic

elements)

1006 |UFMsIANISIONATEIMTUVINGIUTIAY 10061 |\fiuuazdnnisvefniu (Add and manage

comments)

10062 |§ansfnmunisidsuulas (Manage change
tracking)

ANa5uUnY
ATNUELEnUT (o) Wulkudsilaiinssuruninundeannlanuniivdn (Key Function) wislula vulsaussauy (Unit of Competence)

haznuIgaNIIaUs ey (Element of Competence)
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1. SRARUIYANTTOUS

1001
2. YONUILHUTTAUY USMSIANISLenans
3. NUNIUATIN n/a

4. aselny

™M

USuusge

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

o

EnHnuaNsTauzdazansalymsau ns@eulesluduiumruanig 9 meluenaisuaying siutansuans viieeurendy way ”fganwmmﬁmmmu

LLagﬂ’]ﬁﬁr‘]’ﬂﬁﬂLLUUL@ﬂﬁ’]i NIAIATAUNDAAT ﬂ’]ﬁlﬁﬁﬁUﬂﬁﬂLL‘UU ASUNIN warLAlvEIUTILaYENTEANY mﬁﬁmummaaﬂﬂizﬂauwuwawawmﬂﬁumw

ﬁ’llmﬂﬂ’lﬁ‘uu‘ﬂﬂLaﬂﬁ’lﬂ‘u5ﬂLLUU‘1Wﬁ@u LLﬂl“lJﬂmﬁllUG]‘WU%’m LLﬂi?Jﬂ’]ﬁGNﬂ’Wﬂ’]ﬁWllW LLa‘“ﬂ’liLLUﬂlTuLEJﬂﬁ’]ﬁW’NEJLﬁﬂV]ﬁEJ“LJﬂﬁ

f5H L“ll'le[,ﬁ]iuﬂ’lﬁﬂuw’]LLﬁuﬁ‘UﬂﬂJﬁll‘U(ﬂLLﬁuﬂJEJllﬁﬁ’Ju‘lJﬂﬂa‘WU@u@E‘J ﬂ’]ﬁﬂu‘m’]LLauLLﬂl‘lJiTZUM’]ﬂ’]ﬁI’JE‘Jﬁ’MiUﬂ’]ﬁlﬁl]’]ﬂﬂ 1Y ﬂ?iﬂ‘u‘ﬂ’]LLadLﬂi‘UﬂiUM’]ﬂ’ﬂiJL‘U'muiﬂ

7. AmTusTAUAAI

]

~

8. nzj::um%w (Sector)

N/A

9. Y1 TINLATINaRNTNIUNMURBaNssaus a1 salyla (a1d)

N/A

10. variuuavzangssileuiliiedvas (Licensing or Regulation Related) (a13i)

N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

dussauzeae (Element)

K s .. .
nanlun1sujjunenu (Performance Criteria)

35n15Us2U (Assessment)

10011
thmenelulenans (Navigate within the documents)

1. AumveAY (Find)

2. Weulesludwhumuamns 9 Tuenans (Link, Goto,
Navigation)

3.

fvungUuuulumsuansiereuTarmmar Sdnuns
U 9 (Show and hide)

AsansaNIsUS RN
UNNETANNAITY

10012
dngUiuuenans (Format documents)

1. &%ﬁmﬂ%aﬂmi (Margins, Orientation Size,
Columns)

2. TsgUuuy (Style sets)
LWIiﬂM%EJLL;VLSUﬁ’Ju%LLazﬁ’laﬂizmﬂy (Headers and
Footer)

3, fMunBIRUsENEUTBIUNE O MINNSEAY
(Watermark, Page Color, Page Borders)

AsasaNIsUSURNU
LRI RRL

10013
Juiinuazuuatuenals (Save and share documents)

1. ﬁuﬁﬂl,aﬂmﬂugﬂl,muﬁu 9 (Save or Save As)
2. LLf?l‘uﬂmamﬁaﬁugmmamﬂms (Properties)

3. fapsfum (Print Settings) wagtusTuienans
(Share)

ngasaNIsUS RN
WL GETHARRL
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fus3aYLERY (Element) naumlunsUfianu (Performance Criteria) BnsUssiiu (Assessment)
10014 L. fTumLLaxaUﬂmauﬁﬁﬁsﬁauasJ (Inspect document)  |n3aSaNsU{URIL
n3IEOUENANTBYNALIBER (Inspect documents for (2. Aumuasunlvdyminismsmdodmiunands  |uliasaunasu
issues) (Check Accessibility)
3, pumuazun ludymanuniile (Check
Compatibility)

12. mwguazﬁﬂwriawmﬁ{hLﬂ‘u (Pre-requisite Skill & Knowledge)

N/A

13, ﬁ’nwuazmmgﬁgfaems (Required Skills and Knowledge)

(n) AuADINTIATITYY

1. fimuanansalunseumn msdelasludunuana q meluenansuwazing s3uinIsuans VspTauTDAII LLazﬁ’zyé’ﬂwajms%’mgULmu
2. Ianuausalumsdnguiuuienans NIRIPMUNONENT m{[muﬂgmgﬂu,w MIUNIN wazunluEILT waYNIENTEAY
nstmuaesrUsEneURLIMEwe MY ATY

3. ﬁﬂ??uﬁﬂﬂ?iﬂIUﬂﬁﬁuﬁﬂL?Jﬂﬁﬂﬂ‘uz"dLL“U‘UIWE%‘U Lmylm@mauﬁaﬁugm unlun1sdammsfism uaznisuustuenansmedidnnsedng

4. ﬁmwmmaalumiﬁyumLLazaU@mauﬁa LLazga;ﬂaéuuqﬂﬂaﬁ%auagi msmunuazunledynsTIsdmMSUNsIIEe
warmsaumuazunladamanueniule

() mm&?@ﬂmiﬁmmmi

1. ﬁmwgluﬁf'adm'ﬁﬁ@ﬂm%@n@ TUdfaumemns q meluenans Tuten1suans vioveuTaAIN karTIEINTsuARIdty ”ﬂwzﬁlums%’mgmmu
2. ﬁﬂumi’[,uﬁ"aamﬁﬂgﬂt,l,wLaﬂms linmasdunsiermmnienans mﬂ%ﬂqmgmmu

NTUNIN WazunluEI TINTMSITEnsEA1Y warn1suamesAUsEne UL we Ty AY

3. ﬁmw%’tuﬁaam'ﬁﬁuﬁﬂL@ﬂﬁﬁ'ﬂugﬂLLUUlWéSu 9 swﬁamwﬂmmauﬁﬁﬁugm

TBUBNENT UAYNITUN WNTRIANNT TN ﬂmmnﬁuLaﬂmsma&ﬁﬂmaﬁﬂé‘mgﬂLL‘UU@'N 9

4. ﬁmw%luﬁaamiﬂyumLLazaUﬂmamﬂaLLazﬁa;ﬂaéauuﬂmaﬁ%auag msmunuazunludynsTIsdmSuNsIEe
warmsaumuazunladameneniilalusenans

14. wiinguineenis (Evidence Guide)

(n) nang1uNsUH TR (Performance Evidence)
N/A
) Mé’ﬂgwummg (Knowledge Evidence)
N/A
(M) Auwugitlun1suseidiu
N/A
Q) BnsUseiiiu
a1 U uRnu ¥3e wsAALKATIY

15. ¥auLun (Range Statement)

(n) AUz

! =1 P > o ° ° % o a a ¥ a X
mrgaussouzilidusewainsnlalunsdanisneluenans Inelusunsudszananas dnlslunisdanisienans waziiuszansawlaundsdu
() Maduneseazdn

16. BUIBANTIAULIIN (213)

N/A

17. 9AEUNTINTI/NGUDITNTIM (013)

N/A
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18. S19AIBUANTZUIUNNTUALIGN15UTEIEY (Assessment Description and Procedure)

a139n1sUHURNY W50 wilnarauNaI
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1. SWaRUIBENTTOUL 1002

2. Yovuazaussaus WTSALATIATDANN JOMUNLAZANSIUIEIU
3, NUNIUAST N/A

4. andlus ™M RNIEN O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

HTHWaNTIaUElaTaIN TN AUMUATINUTIvEAY TINEINIsUNINdYanwne 9 dasUnuureniuwazeenun Taevinnaveniny
MYUATEEENNTENINUTITA gavn nsides nislvdlnanieguainieluiureniny ansnsdaguuuy wagdnguuuurenulualenaduy usnvn
LUSEIULAZAILUIABANY

7. AmTusTAUAAI

]

8. nzj:um%w (Sector)
N/A

9. Fooninuazsiaendnduiivuisaussauzianunsalala (and)
N/A

10. %ﬂﬁ’mu&ﬁﬂ%aﬂ{]iﬂtﬁﬂﬂﬁtﬁ.ﬂ’é“l‘l’a\‘i (Licensing or Regulation Related) (813)
N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

v [ wa . . a a
d139aUz8ay (Element) anm“lumiﬂgumm (Performance Criteria) 38n15Ussliu (Assessment)
10021 1. AUMUALUNUNYEAIY (Find and replace) M3aseNsUURNY
WNINVDAULAZEDNUN (Insert text and paragraphs) |2. uwnsndganwauazdnussiivay (Symbols) WNNASAUNAY
10022 1. Toweviinaiurennu (Text Effect) M3EsRNSUSURNuY
dngUluurenNuazEanUT (Format text and 2. Ansenguuuurenulagly Format Painter WA AZANNAIY
paragraphs) 3. MUUATTYZNNTEMNINUIIALAZIONUT LagN1TH09
(Line spacing, paragraph, indentation)

10023 1. dngUiuureAUvaIY o ABRNU M3aERNSUSURNY
asnuarAIniviulenansiignuusadu (Create and 2. knsnuuN (Page breaks) RGN
configure document sections) ANTHLUSAIULAZFILUIABANY (Section breaks)

3. WALUAILEINNNTHIAMUE TS UM USEIU

12. ﬂqqugLLazﬁnwzﬁauwﬁﬁﬁﬁﬁu‘ju (Pre-requisite Skill & Knowledge)
N/A

13. ﬁnwmasﬂ’nugﬁé’l’mmi (Required Skills and Knowledge)




aussauzatuauunsyhaumunslalusinsuussaanadi dmsunisiieu Microsoft Office Specialist Microsoft Word

(n) ANABINIIALTINYE

1. fewannselumsiiiy aumuasunuiivenn uagnsunsndaydnvaiuassnuse iy

2. fiamuansnsalunsdagUuuurenuuazsenut msluevirnavenrm msdnguuuulaglueiasiio Format Painter
st muAszEsIsTIsUTITALAzEUN WazmsiEes msledlaatileguanelufurernusisfansmssngiuuy

3. fauannsolunisdaguiuuienansludnuaenaisnodin MSUNINYILN MSUUSEI LagiIuUInadY
wazmsAsudadennisienmndmiunsuusaiu

(4) ATWABINTIAILAIING

1. fierwgludesnisiiiurenyiu nsaumuazumuiivendnu nisunsndydnuains 9 saufansunsndnussiaaduiondns
2. fiamusludesnsdnguuuurenunazsenin msluerwinavoniny matasuuuulaglmiedosile Format Painter
swfamsimunsssgmessmsusiauasson maibes uasnslvdlnaiitoguanislufuremusuiansdaguuuy elslunsdanisionans
3. ﬁmmgluﬁmmﬁﬂgmwLanmﬂué’ﬂwmwmaﬂaé’uﬁ NITUNTAVIEN MIUUIEIUNAEAILUIRBELL
mawdsuiaidenmsssauundmsunsuusauluenans

14. wiing1uineenis (Evidence Guide)

(n) néng1uNsUH TR (Performance Evidence)
N/A
) wé’ﬂgmmmg (Knowledge Evidence)
N/A
(M) muwugiilun1susediu
N/A
(9) WnsUseidiu
a1 U AU w3e usAALKATIY

15. ¥auLun (Range Statement)
(n) AUz
wngaussauriliiudewssenuamisalunmsiuuardaguuuurenny savu waznskusaiu nedlusunsuuszananad wltlunisdnnmsienans
P a a ¥ a X
wagiluseansnmlaunndedy
() AeduneEadun

16. wuIpENSIAULIIY (And)
N/A
17. gaawinssusIn/naueningan (i)
N/A
18. 5198IBUANTZUIUNNTUALIGN15UTEIEY (Assessment Description and Procedure)

a18aNIUURNY ¥3e WinavauNad
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1. SWaRUIBENTTOUL 1003

2. Yovuazaussaus UIMITIANTAI AL SIBNS

3, NUNIUAST N/A

4. andlus ™M RNIEN O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

ikwaussaurizausauUawenuiiun1sng waznsasnm1sedngssuuauayAeduy Tn38UeLa MVUAANTEEZTaUMAALAZITEY Y
NATULAZLENLYAA N1TUTUTUINAITUNILAZABENY NITWENAITI LAENITAVUAAIEIUIYBILITIVING
wardnguuuugenudunenisdduauiazdydnvauansinveses fmunsnuszdydnvauaaaivesesuazguuuuiiaviifumies

WILLaZanIEAUIIINIT LagRIAIAlauSNAY

7. AmTusTAUAAI

]

8. nzj:um%w (Sector)
N/A

9. Fooninuazsiaendnduiivuipaussauzianansalala (and)
N/A

10. %ﬂﬁ’mu&ﬁﬂ%aﬂ{]iﬂtﬁﬂﬂﬁtﬁ.ﬂ’é“l‘l’a\‘i (Licensing or Regulation Related) (813)
N/A

' < wa . .
11. aussausyaauaznamn1sU)uaeu (Elements and Performance Criteria)

aussauzeey (Element) nanlun1sujjuneu (Performance Criteria) 3BnsUsziliu (Assessment)
10031 1. wlaswennudunsns (Convert text to tables) AsansanIsUf RN
@3719011379 (Create tables) 2. wasnsnuduverau (Convert table to text) WL GEL AR RL

3A39AINIAYTTYLDIUALADENLY

10032 1.%’@L%mﬂz?@;3ﬁiumim (Sort) AsasaNIsUSURNU
unlumsng (Modify tables) 2. funAsvEzIaean (Cell Spacing) wiazauHaNy

3. NEAULATHNLYAR (Merge and split cells)

4. YU s LA AdLL

5. kgnn1519 (Split table)
wazsmusdIvesuasliing (Repeating row

header)

10
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! ° wa . . aa a
aus3ausyay (Element) naunlun15U iR (Performance Criteria) 29n13U T8 (Assessment)
10033 1. M3ESaNISULURNU
anauazunlusenis (Create and modify lists) Jaguuuvgenuimdusensaviviauwardydnvaudn | witasauna

swhuetioy (Numbered and Bulleted lists)

2.
LiJf?]l&Jua‘”ﬂmzé’z:gé’ﬂmjl,l,amﬁmyaéawazgﬂLLUUé'hLa°u
(Bullet characters)

3.
ﬁmumé’ﬂmﬁzﬁfgﬁnmjuamﬁa%aEja&JLLaxgiJLLUUéT’JLmJﬁ
fmusLes islAzansziUIIeNI3 (Increase and
decrease levels)

4. 3apnsvuazsLunNsABNSIMUAINELAY NS

(Restart and Continue list)

12. mwguazﬁﬂwriawmﬁ{hLﬂ‘u (Pre-requisite Skill & Knowledge)
N/A
13, ﬁnwuazﬂmugﬁmaen'ﬁ (Required Skills and Knowledge)

(n) AwARaNTIAUYY

1. fenwannsalumsudasweninudumss wasnnadurean wasmsasemnsdasszyuaiuaznadn

2. fimruaunsolunisdaidesoys MVUAMISEEEIBULARLALSEIEING NATULATLENLEAS MIUTUTLIARNTNLOIUALABEI NTUENANII
wagnsrmuAAEILTITEINITivien

3. flﬂﬁﬂJﬁWﬂﬂiﬂiW\ﬁﬁﬂgULLUUEjEJ‘Vi‘lZ’]Lﬂ‘LIﬂEJmiaoﬁﬁ‘uLEWLLazﬁiyﬁﬂUﬂjLLﬁmﬁi%@ﬂaU miL‘Uﬁ&Jué”ﬂ%zé’iyé’ﬂwzﬁuamﬁ’wya&iaaLLaz;JULLUUGTuLam
f‘h‘wumé’ﬂmszﬁtyzﬁ"ﬂwjl,l,amﬁaﬁgaEjaEJLLazgﬂLLUUﬁaLamﬁﬁmumaa WiuazanszduTIENs warn1sRInFLaIEIAY

(%) ATWABINTIALAIING

1. fenmslumsudaseniudums wasmsadurernu wazsmsasimsdlnessyuniuazaedin uasthasanlsluenaismsvia
2. finnuglunisdaidesoyn fvunAsEETTBUITARLATSE LIS KATULASLNLEAA MIUTUILIARITNLOIUALADEIL N15UENANTIS
wagnsimuAAEILTITEINITivien

diomglvnsedinnuasny uavaunsadnnsvoyalane e

3. imm;?lumﬁmgﬂLLUUEJ'aijLﬂuiwmiﬁwﬁuLamLmzé’iyé’ﬂmﬁuﬁmﬁﬁaéaa mﬁsLU%ﬂuﬁﬂmizé’@é’ﬂwﬂjuamﬁﬁaSasuaxgmwuﬁuam

MvuRsnYsEddnuLanveYaELa JULUUMLaUTIAVUALDY lULaTANTEAUTIENTS LasAIAiIAvEIAY
14. wiinguineenis (Evidence Guide)

(n) nang1uNsUH TR (Performance Evidence)
N/A
) Mé’ﬂgwummg (Knowledge Evidence)
N/A
(M) Awugitlun1suseidiu
N/A
Q) BnsUseiiiu
a1 uRnu v3e wsAALKATIY

15. ¥auLun (Range Statement)
(n) AUz
rgaussouziliduSewainmuaunsalun1sdnnismsasarsents Inethlusunsudseatanas ulvlunisdanisienans waziiseansamlaunndadu

() Maduleseazdun

11
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16. wuIwENSIAULIIY (And)
N/A
17. gaawinssusan/naueningan (i)
N/A
18. 519AIBUANTZUIUNTTUALIGN15UTEIEY (Assessment Description and Procedure)

a139n1sUHURNY W50 wilnarauNaI

12



aussauzatuauunsyhaumunslalusinsuussaanadi dmsunisiieu Microsoft Office Specialist Microsoft Word

1. SWaRUIBENTTOUL 1004

2. Yovuazaussaus As9UazUIMS NS08

3, NUNIUAST N/A

4. andlus ™M RNIEN O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

HVHNUANTIOUE TREaNTOUTINIBNe TR 8198aeEes unluauauRldeITn 9198mIeiTes a5 unly warnnse1ddmIuussanynsy Tt suuung

ﬁlﬂﬂ’]ﬁﬂWiaﬁﬂaﬂﬁﬁﬁﬂlﬁyjLLﬁS‘Uﬁﬁm’]L‘!ﬂﬁll

7. AmTusTAUAAI

]

8. nzj::um%w (Sector)
N/A

9. Fooninuazsiaendnduiivuisaussauzianunsalala (and)
N/A

10. %ﬂﬁ’mu&ﬁﬂ%aﬂ{]iﬂtﬁﬂﬂﬁtﬁ.ﬂ’é“l‘l’a\‘i (Licensing or Regulation Related) (813)
N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

' ° 2 . . a a
au3Iauzyay (Element) nanlun1sujjunenu (Performance Criteria) ABn1sUsliu (Assessment)
10041 1. unsnunlunauaud® (Modify properties) M3aseNsUURNY
A319aInN1509AUTENOUN1T91984 (Create and 1T99330UAYD NI (Footnote and endnotes)  |wWiazaUNaI1Y
manage reference elements) 2. aiwﬂLLamﬂlmLmaqmaﬁmmmmu (Citation
sources)

3. unsnNsenedesdmiuussanynsy (Citations)

10042 1. unsnuarUFuunaansUsy (Table of contents) M3asRNsUSURNuY
A319UAZINNITAIT1991984 (Create and manage 2. knInUITANYNIU (Bibliography) WNLASAUNAY

reference tables)

12. mm%uazﬁnwriauwﬁﬁﬁﬁ’lLﬂu (Pre-requisite Skill & Knowledge)
N/A
13, ﬁﬂ‘l&:LLa:ﬂ’J’]ﬁJgﬁg;ﬁNﬂ’ﬁ (Required Skills and Knowledge)

(N) ANUMBINTANWTINYE
1. fianuannsalunsunsnidessauazeadmeises unlvguaudfideessauazensdameisos M3ase unly waen1sendsdmiuussanuiuny

=

2. fipnuanmnsatunisunsn Ysuwns dan1snisensdeansUnyuwasussanynsy

(1) ANUABINTATUAIILG
1. fiauglunisunsn Msanadeesinnaresdaeies waesuinsunlunuauUiidessowarendmeiies

a

2. fanuglunmisunsn Yuuns uazdnnisnisensdeanstguasussanynsy Wevisanuasminsaniiuaziivssansamlunisvhem

14. nanguineen1s (Evidence Guide)

13




aussauzatuauunsyhaumunslalusinsuussaanadi dmsunisiieu Microsoft Office Specialist Microsoft Word

(n) néng 1Y TR (Performance Evidence)
N/A
) wé’ﬂgmmmg (Knowledge Evidence)
N/A
(M) Amuwugiilun1susediu
N/A
(@) BnsUszidiu
a1 uRnu w3e usAALKATIY

15. ¥auLun (Range Statement)
(n) AUz
mhpaussauziiudomesauasalunsasuasdnnisnisensds Tnetlusunsudsyananad
wilglunsdansienans wasiiuszansannlaunndeiu

(%) AMeduneseavdun

16. wuIwENSIAULIIY (A1)
N/A
17. gaawinssusIn/naueningan (i)
N/A
18. 519AIBUANTZUIUNTTUALIGN15USEIEY (Assessment Description and Procedure)

a1aNUURNY Y38 WiNavauNad
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aussauzatuauunsyhaumunslalusinsuussaanadi dmsunisiieu Microsoft Office Specialist Microsoft Word

1. SWaRUIBENTTOUL 1005

2. Yovuazaussaus WnsnuardANIsUSULAIINATIAN

3, NUNIUAST N/A

4. andlus ™M RNIEN O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

HTHWaNTIaUElaTaInTounINFUTIe JUAW wuudaes 3 8 SmartArt nassvem ltevnaniafaly erlwnaninuazalaann
nsauiuvdsgunIw MsdnguiuvesaUszneunsiin NM3dagukuunTIfin SmartArt wagnisinguuuuuuuiiaes 3 i saudisunlvvenulunaesveniny
Yudeuesalszneunnnsiin duvueing daveruseu q ing wasiinvearuuansnuluivingivenisiunii

7. AmTusTAUAAI

]

~

8. nzj:um%w (Sector)
N/A

9. Fooninuazsiaendnduiivuisaussauzianunsalala (and)
N/A

10. %ﬂﬁ’mu&ﬁﬂ%aﬂ{]iﬂtﬁﬂﬂﬁtﬁ.ﬂ’é“l‘l’a\‘i (Licensing or Regulation Related) (813)
N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

aussauzeey (Element) nanlun1sujjunenu (Performance Criteria) 3Bn3Ussiliu (Assessment)
10051 1. unsn3Us1 (Shape) Ua (Picture) Taea 3 fA (30| sanSamsUfdiny
WNINAMNUIENBULATNABIYANY (Insert illustrations |Models) SmartArt AMWHu1ae (Screenshots) WNNFETAUNAY
and text boxes) 2. WnINNaeauaAU (Text box)
10052 1. Toweiinania@auy (Artistic effects) nsasansU iR
dnguuuunmUsEnauwaznaeaveAIm (Format 2. Iyeviinauazalnadunin (Picture effects and wrLATEUNAIY
illustrations and text boxes) Styles)

3. auﬁuwé’agﬂmw (Picture backgrounds)

4. %’mgmwuaaéﬂsxﬂaumﬁﬂﬂ (Format picture)
5. da5UkUY SmartArt (Format SmartArt)

6. Inguuuuluag 3D (Format 3D Models)

10053 1. iiuazunloveauilunansveniiu (Textbox) nsandan1suf iR
Wurearuinfvasausznounsiin (Add text to 2. iinuazunlovenalugusa - WA ALNATY
graphic elements) 3. Lﬁmmzuhﬁmﬁ@mﬂiwﬂﬂ SmartArt
10054 1. unlasumeing (Position) msansansu R
unlvasausznounin (Modify graphic elements) 2. favepnuTey 7 g (Wrap text) wrlyavaLHaY

3. e uuanawmdluiuTrgiten1aand

(Alternative text)

12. mmguazﬁnmriawmﬁﬁﬂLﬁu (Pre-requisite Skill & Knowledge)
N/A

13. ﬁnwzuazmmgﬁmmmi (Required Skills and Knowledge)

15




aussauzatuauunsyhaumunslalusinsuussaanadi dmsunisiieu Microsoft Office Specialist Microsoft Word

14.

15.

16.

17.

18.

(n) PwABaNTIAUYY

1. fenwanunsalumsunsnunsngusng jUam wuudiaes 3 57 SmartArt nmvtTe wazAdUMLee nasswarla

2. fiamuannsalunislsensinamsdaly wwisinanmuazalaanin. msauiudegunm

nsdngUuuvasAUszneunsIfin Msdaguuuuns iin SmartArt uazmsdaguuuukUuIaes 3 R

3. faruannsaluniadiusazunlovemisilunassery U1 waglunsifin SmartArt

a. fieuannsalunisuiudsussauszneunimnaiin dumiaing fnTeATILTOU 9 Tog) LLazLﬁm%@mmLLamLmu’iﬁﬁﬁmmﬁamn%ﬁ&
(4) ATWABINTIAILAIING

1. flenwglumsunsngusne sUatn uuudians 3 iR SmartArt nmuunee uasAAUWLNTe naswwendu tiovilmAninuslunisin g 4
adluienanslaoenedissavsam

2. ﬁmm%’[mmﬂﬁlawLWﬂ(ﬁmqﬁaUz wiirnanmuazalpanin mﬁauﬁwﬁqgﬂmw mﬁmgﬂLmuaqﬁﬂixﬂaumwﬂn M59AFULUUNTIAN SmartArt
wagnsdngUuuuuuUaes 3 i tslmAnauilslumsanuasiagas 9 delmAneawasan waulannday

3. fanuglumsiiia uazunlvreaulunassannu 3Use uarlunsifin SmartArt aduenanslnesnesaiduasiivszansnim

4. ﬁmm%lumiﬂ%’uLﬂﬁauaqﬁﬂﬁznaumwmwﬂn Funueing FiTeANLTOU 9 g LLazLﬁu%@mmuamLmul‘t;ﬁ’ui’mql,ﬁanm%ﬁa
Wlmdnmnulalumslafdeng o launnda

#Anguinean1s (Evidence Guide)

(n) néng UYL TR (Performance Evidence)
N/A
) wé’ﬂgmmmg (Knowledge Evidence)
N/A
(m) Auwugiilun1susediu
N/A
(@) BnsUszidiu
a1 U AU w3e usAALKAIIY

YauLYn (Range Statement)
(n) AUz
- X4 o . . g o
mrgaussouzilidusewainnuatunsalunisunsneazuuunanmnsin Tngtlusensudszananad ulalunisdnnisienans
P a a ¥ a X
wagiluseansnmlaunndedy
() AMaduleseazdn

WuawaNTTaULIIM (018)

N/A

QREWINTIUTIN/NqUENTHTIN (015)

N/A

SeazdeanszuIUNsazIsn1sUsediu (Assessment Description and Procedure)

a3 TUURNU ¥3e winavaunad
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aussauzatuauunsyhaumunslalusinsuussaanadi dmsunisiieu Microsoft Office Specialist Microsoft Word

1. SRARUIYANTTOUS 1006
2. YaNULANTIAUL

N/A

™M

3. NUNIUATIN

4. aselny

UIM5IANITLBNANTEAS UL I

USuusge

O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

HTNUANTIaUEazaINsaLiy ATRdeULaznaUNdy unly uavaumuAniy uasTERamunsUasuuas asEeun1sUisuLUaiRnn Y

9 a a Aa = < < a =
gonIuLazUiiasn1siuaguLUamsnn I wagsmasnisaenuazdanaonnisinaiunisilasunyag

7. AmTusTAUAAI

]

~

8. nzj:um%w (Sector)

N/A

9. Y1 TINLaTINaRN TN UNVURBaNssaus a1 salyla (a1d)

N/A

10. varuuavsangszilsuiiiedvas (Licensing or Regulation Related) (a13i)

N/A

. '] wa . .
11. aussausyaauaznamn1sU)uaeu (Elements and Performance Criteria)

dussauzeae (Element)

K s .. .
nanlun1sujjuneu (Performance Criteria)

A5n15Us2lU (Assessment)

10061
Lisazdnn1SYeRAWiL (Add and manage comments)

1. WinveRawiu (Insert comment)

v Y a .
2. ATEDULAEADUNAUVBAALIAU (Review and Reply
comment)

3. unlulazauvefniiiy

AsansaNIsUf RN
UANNETANNAITY

10062
Janshnnanisasunlag (Manage change tracking)

1. famunsdeuuas (Track changes)

2. asaeunsUasuLUasfiinanu (Review tracked
changes)

3. EJam%’mazﬁﬁLaﬁﬂ’]sl,ﬂ?iaul,l,ﬁaaﬁammu (Accept
and Reject tracked changes)

4. fenuazUandennisinmunisiudeuwlas (Lock and

unlock change tracking)

AsasaNIsUSURNU
LR AR

12. ﬂ'rmgl,l,azﬁnwfiauwmﬁﬁ’lLﬂu (Pre-requisite Skill & Knowledge)

N/A

13, ﬁnwma:mw%ﬁ%@ami (Required Skills and Knowledge)

17
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(n) euADINIATINYE

1. fewannsalunsiin asvaouuazneundy unly uavauaruAnui

2. farwanansalumsluiedosiiofamunisiuisuuas areaeunauasuuasinaa aau%"uLLax‘UﬁLﬁﬁmiLU?ﬁJuLLanﬁﬁmmm
warsfanisdenuazUandennsinaiuninudsunlas

(W) ANUADINTATUAIIN]

1. fawslunisiiia asiedeu uwaznoundu unly wavauanudaiulaesgnasaazUszansamlunsdanisluenans

2. fauslunisluasestion1sianunsideuudas asaasunisidsuudasifianiy sausuuazuiasnmsudsuwlasnfnniy
= I3 2 a < Sa ¥ <

warTuiimsienuazandennisinmumsidsuulasiifiegluenatsivauy so

14. wiinguine@enis (Evidence Guide)

(n) néng MU TR (Performance Evidence)
N/A
@) Mé’ﬂimmmg (Knowledge Evidence)
N/A
(@) Awugiilun1susediy
N/A
(9) WnsUseidiu
a1 uRnu w3e usAALKATIY

15. ¥auLun (Range Statement)
(n) Atkuzin

‘WLJ’JEJﬁﬂJiiﬂ‘u%ﬁL‘ﬂuﬁai”ﬂ@ﬁﬂ’)’]ﬂJﬁ’]ﬂﬂiﬂi‘Nﬂ’]iLﬁM ATINEADULAZHOUNGAU LLﬂiTLLazi’mﬁJﬂ’ﬁﬁ‘Uﬂ]WllﬁﬂL‘ﬁu AsAnmuNSiUdBuLUas

a

psrvgaunsasuLlaafifany Tnethlusunsuuseananan wnlvlunsinnisienans waviluseansanlaunndady
() AMaduneseavden

16. wuIpENSIAULIIY (And)
N/A
17. gaawinssusan/naueningan (i)
N/A
18. 519A2IBUANTZUIUNNTUALIGN15UTEIEY (Assessment Description and Procedure)

a1BaNIUURNY Y38 WiNavauNad
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