
https://www.pearson.de/9780136628484


Microsoft Office Specialist

MOS Study Guide for 

Microsoft Word Expert 

Exam MO-101

Paul McFedries

Exam MO-101

https://www.pearson.de/9780136628484


MOS Study Guide for Microsoft Word
Expert Exam MO-101

Table of Contents

Cover

Title Page

Copyright Page

Contents

Introduction

Taking a Microsoft Office Specialist exam

About the Author

Exam MO-101: Microsoft Word Expert (Word and Word 2019)

Prerequisites

1 Manage document options and settings

Objective 1.1: Manage documents and templates

Modify existing document templates

Manage document versions

Compare and combine documents

Link to external document content

Customize the Quick Access toolbar

Display hidden ribbon tabs

Change the Normal template default font

Objective 1.2: Prepare documents for collaboration

Objective 1.3: Use and configure language options

Configure authoring and display languages

Use language-specific features
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2 Use advanced editing and formatting features

Objective 2.1: Perform advanced editing and formatting

Find and replace text by using wildcards and special characters

Find and replace formatting and styles

Apply paste options

Objective 2.2: Configure paragraph layout options

Configure hyphenation and line numbers

Set paragraph pagination options

Objective 2.3: Create and manage styles

Create paragraph and character styles

Modify existing styles

Copy styles to other documents or templates

3 Create custom document elements

Objective 3.1: Create and modify building blocks

Create Quick Parts

Manage building blocks

Objective 3.2: Create custom design elements

Create custom color sets

Create custom font sets

Create custom themes

Create custom style sets

Objective 3.3: Create and manage indexes

Mark index entries

Insert index entries from a file

Create and update indexes

Objective 3.4: Create and manage tables of figures

4 Use advanced Word features

Objective 4.1: Manage forms, fields, and controls
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Insert and configure content controls

Manage fields and their properties

Objective 4.2: Create and modify macros

Record simple macros

Edit simple macros

Copy macros to other documents or templates

Objective 4.3: Perform mail merges

Insert merge fields

Add mail-merge rules

Send email messages to groups of recipients

Configure label or envelope settings for mail-merge operations
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