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Huéng dan du thi Microsoft Office Specialist

I.  GIOI THIEU VE BAI THI MICROSOFT OFFICE SPECIALIST

Microsoft Office Specialist (MOS) 1a bai thi danh gia ky nang st dung Tin hoc Van
phong trén cac tng dung quen thudc nhu Word, Excel, PowerPoint,... MOS duoc trién khai
bai Tap doan khao thi Tin hoc hang dau thé gidi — Certiport (Hoa Ky) va dugc cdng nhan trén
hon 150 quéc gia va vang lanh thd trén thé gidi. Bai thi MOS dugc thuc hién truc tuyén trén
27 ngdn ngtt va da dugc Vit hoa.

Tai Viét Nam, Chimg chi MOS d3 dugc B Thong tin va Truyén thong cong nhan
tuong dwong chuan k§y ning CNTT nang cao quy dinh trong thong tu 03/BTTTT-CNTT ciia
Bo Thong tin va Truyén thong.

Nhiéu truong THPT trén ca nude da trién khai chuong trinh dao tao va thi liy ching
chi MOS cho hoc sinh. Chtg chi MOS ciing dugc nhiéu trudng Cao dang, Pai hoc uy tin
trén ca nuéc chon lam chuan dau ra cho sinh vién tét nghiép. Pac biét, nhiéu Tap doan, Tong
cong ty va Doanh nghi¢p 16n & Viét Nam dang sit dung MOS lam ti€u chi danh gia k§ nang

Tin hoc trong tuyén dung nhan sy dau vao va danh gia can bg nhan vién.

Il.  PANG KY THI MICROSOFT OFFICE SPECIALIST
1.  DingKy truc tiép véi 11G Viét Nam
Thi sinh dang ky truc tuyén qua dia chi https://online.iigvietnam.com/
Thi sinh can doc k¥ cac quy dinh va hudng dan trude khi thuc hién ding ky.
2. Pang ky thong qua cac trueong hoc/trung tam
Thi sinh cha déng lién hé véi cac trudng hoc/trung tim dé c6 thong tin vé cach thire
dang ky ciing nhu lich thi cy thé.
3. Quy dinh dang ky va du thi
- Thi sinh can st dung 1 trong 3 loai gidy dé dang ky: Can cudc (CC), Cin cudc cong
dan (CCCD), Ho chiéu (HC). Thi sinh Ia ngudi nude ngoai bat buge phai dang ky
bang HC. Trong truong hop phét sinh nhu cau kiém chtng thdng tin, 11G Viét Nam
co quyén yéu cau thi sinh bd sung cac giéy to ching nhan nhan than khac.
- Péi véi thi sinh chwa c6 CC/CCCD/HC, can mang theo Ban sao gidy khai sinh va Gidy
X&c nhan c6 anh theo mau cua I1G Viét Nam cling céc gidy to lién quan (néu dugc yéu
cau) dé lam thu tuc du thi.

- CC/CCCD/HC: ban ctng con han va nguyén gdc, khong bong/rach/nhau nat, cac chi
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tiét phai con rd nét, dé nhan dién.

- Khéng giéi han vé sd 1an thi trong 1 nam. Néu thi sinh thi khéng dat 1an 1, s& can phai
cho it nhat 24h dé duoc thi lai. Néu thi sinh thi khdng dat 1an 2 lién tiép, chi c6 thé thi
lai sau it nhat 48h.

I1l.  NOI QUY PHONG THI

1.

Noi quy phong thi

Tai ngay thi, thi sinh cin tuan thi nhirng quy dinh sau day:

C6 mit tai dia diém thi ding gio duoc thdng bao

Mic trang phuc nghiém tdc, lich sy. Khéng mic quan dui, 40 ba 16 vao phong thi.

Mang theo gidy to tiy than 1a Can cudce, Cin cude cong dan, Ho chiéu hodc Gidy khai
sinh (ban sao) hop 1& va phiéu du thi (néu c6). Néu mang theo tu trang bao gdm: vi tién,
déng hd, dién thoai, bat viét hodc cic vat dung khéc, thi sinh phai cAt vao noi quy dinh va
tat nguén céc thiét bi dién tr néu duoc yéu cau.

C6 thai d6 nghiém tdc, hop tac chip hanh cac yéu cau kiém tra an ninh va kiém tra chimg
nhan nhan than cua Giam thi nhu: 14y dau van tay, chup anh, so sanh chit ky, chit viét hodc
cac dang kiém tra dién tir khac.

Chi dugc vao phong thi khi c6 sy dong y ctia Giam thi.

Ngdi dung vi tri theo sy hudng din ctua Giam thi. Khong duoc ra ngoai phong thi cho dén
khi két thuc bai thi. Trong trudng hop dic biét (dm dau bat thuong...) phai bao ngay cho
Giam thi biét, xu 1y.

Khong thyc hién bat cir thao tac nao trén may tinh cho téi khi Giam thi cho phép. Tuan thi
theo sy huéng dan cua giam thi trong phong thi.

C6 trach nhiém kiém tra théng tin c& nhan, mdn thi, ngdn ngir hién thi trén man hinh; chiu
trach nhiém vé tinh chinh xac cta nhirng théng tin nay trude khi bat dau lam bai. Bao ngay
cho Giam thi néu phat hién sai x4t hodc may tinh c6 su cd.

Tuyét ddi gitr trat tr, khdng gay ra tiéng dong. Nghiém cam moi hanh vi gian 1an, khong trao
d6i dap an bai thi dudi moi hinh thire, khdng dugc xem bai cua thi sinh khac.

CAm moi hanh vi 1am gian doan két ndi mang ciing nhu pha hoai thiét bi trong phong thi.
Cam thue hién cac thao tac can thiép vao may tinh ndm ngoai ndi dung bai thi.

Nghiém cam 14y thong tin lién quan dén bai thi dudi moi hinh thirc.
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e Khi két thuc bai thi, thi sinh phai chd Giam thi xac nhan méi dugc ra khoi phong thi. Sau
khi thi, nghiém cam thi sinh thao luan hay phéat tan ndi dung lién quan dén bai thi dudi moi
hinh thure.

e Trong trudng hop dic biét, theo yéu cau ciia don vi tuyén dung, 11G Viét Nam c6 quyén don
phuong thong bao két qua thi cta thi sinh cho cac don vi dé phuc vu yéu cau tuyén dung
va hau kiém.

2. Xir ly vi pham

e Thisinh vi pham Nbi quy trude, trong, va sau gio thi déu bi huy bé bai thi va cd thé bi dinh
chi thi trong thoi gian 01-02 nam trén pham vi toan bo cac nude khu vue Pong Duong va
Myanmar.

e Thi sinh khéng hop t&c trong qua trinh khai nhan hanh vi gian 1an hoac ¢6 hanh vi vi pham
dic biét nghiém trong nhu phat tan ndi dung bai thi, trao d6i dap ap bai thi dudi moi hinh
thurc. .. s& bi tir choi cung cép cac dich vu cua IIG Viét Nam.

e Trong qua trinh giam sat thi, néu hanh vi vi pham cua ca nhan hodc ca Hoi dong thi chua
duge Giam thi phat hién kip thoi, sau khi ky thi két thuc, Hoi dong ky luat cia IIG Viét
Nam c6 quyén don phuong hity bo két qua bai thi cta ca nhan hodc tap thé vi pham va ap

dung cac muc dinh chi tuy theo muc d6 vi pham.
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IV. HUONG DAN LAM BAI MICOSOFT OFFICE SPECIALIST
1. Thoéng tin chung

Bai thi MOS c6 3 phién ban tuong Gng v6i cac bd office 1a MOS 2016, MOS 2019,
MOS 365 Apps. Mbi bai thi MOS déu c6 thoi gian 1am bai 1a 50 phit va diém dat 1a 700

diém, diém toi da 1a 1000 diém.

Ngon ngir bai thi Phién ban ban thi .
_ So lrgng
Bai thi - - - - -
Tiéng | Tiéng Office Office Microsoft | céu héi
Anh | Viét 2016 2019 365 Apps
Microsoft Word 4 v 4 v v 35
Microsoft Excel 4 v 4 v v 35
Microsoft PowerPoint 4 v v v v 35
Microsoft Outlook 4 v 4 v 35
Microsoft Access v v v 31
Microsoft Word Expert v v 25
Microsoft Excel Expert 4 v v v 25
Microsoft Access Expert v v 31
2. Hudéng din lam bai *

Bai thi MOS 4 bai thi thuc hién truc tiép trén céc tng dung Office (Live-in-the-
Application).
Bai thi MOS duoc chia thanh nhiéu du 4n (multi-projects), mdi dir n bao gom 1 hoic

nhiéu yéu cau.
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<> Giao dién bai thi va cac nat chirc ning

T 1AL ssmcene astsccne Aal SIS Aetiicini

MICHAEL'S 2157
BIRTHDAY PARTY

Flease come lo celebrale with us!

@ SATURDAY, June 14

. 346 | [GoTo Summary] 2 | Project 1.of 7: Birthday

Véi mdi bai thi MOS, man hinh dugc chia thanh 2 phan (A) — Project File va (B) — Task
Panel. Trong d6 (A) — Project File 1a khu vuc thi sinh s& thuc hién bai lam trén chinh cac
tmg dung cua Office; (B) — Task Panel 1a khu vuc hién thi yéu cau va cac nit chtrc nang cua
bai thi.

Y nghia ctia mot sb nt chirc nang:

(1) Countdown Timer: Hién thi thoi gian con lai dé thuc hién bai thi

(2) Project ... of ...: ... Hién thi théng tin vé du an dang thyc hién.

(3) Task number: S thir tir ctia yéu cau (Task) trong du &n dang thuc hién

(4) Mark Complete: Danh diu yéu cau dang hién hiru 12 di hoan thanh. Viéc nay gidp

thi sinh theo ddi tinh trang thuc hién cta ting yéu cau. Viéc danh dau 1a khong bat
budc, dong thoi khong anh hudng dén bai 1am vai diém sb

(5) Mark for Review: Danh ddu yéu ciu dang hién hiru 12 cdn xem lai, can 1am lai,. ..

(6) Mark for Feedback: Panh d4u yéu cau dang hién hiru giri gtri danh gi4, phan hoi

sau khi hoan thanh bai thi.

(7) Restart Project: Xo6a toan bg nhirng thay dbi da thuc hién trén du 4n hién tai, dua

du 4n vé trang thai ban dau. Thi sinh khong duoc bu lai thoi gian da sir dung cho du

an do.
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(8) Submit Project: Luu du &n hién tai dé chuyén t¢i cac du &n tiép theo. Trong trudng
hop thi sinh dang thuc hién dy &n cudi cling, man hinh s& chuyén téi trang tong hop
Exam Summary.

(9) Go to Summary: Chuyén téi trang tong hop, tai day hién thi toan bd cac yéu cau
ctia bai thi. Thi sinh cd thé t&i trang tong hop & bat ky thoi diém nao trong qua trinh
thuc hién bai thi.

(10) Settings: gém céc tinh nang st dung may tinh Calculator, doc lai huéng lam bai

Help, diéu chinh kich thudc Task Panel Zoom

Project Number-Task Numbar o - Marked for Feedback

EXAM
‘ ~ SUMMARY

Sau khi hoan thanh bai thi, tai man hinh Exam Summary, thi sinh bAm n(t Finish
Exam dé nop bai 1am cta minh.

* Hudng dan lam bai néu trén ap dung cho cac bai thi Word, Excel, PowerPoint,
Access. Thi sinh thi bai Outlook vui 1ong tham khdo huéng dan lam bai theo duong dan
https://certiport.pearsonvue.com/Educator-resources/Exam-details/Exam-tutorials/MOS-
2016-Outlook/QRG-MOS-2016-Outlook-Exam-Tutorial.pdf

3. Két qua bai thi
Ngay sau khi hoan thanh bai thi, thi sinh s& nhan duoc két qua thi bao gdbm diém s va thong
tin dat hodc khong dat chimg chi. Ngoai ra, thi sinh ciing duoc cung cip thong tin tai khoan

Certiport dé co thé xem lai két qua ctia nhitng bai thi d3 thuc hién.


https://certiport.pearsonvue.com/Educator-resources/Exam-details/Exam-tutorials/MOS-2016-Outlook/QRG-MOS-2016-Outlook-Exam-Tutorial.pdf
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V.  HUONG DAN SU DUNG TAI KHOAN CA NHAN

Tai ngay thi, thi sinh s& duoc cung cip thong tin tai khoan Certiport c4 nhan. Tai khoan
Certiport ciing chinh 13 tai khoan duoc st dung dé thyc hién cac bai thi trén phin mém
Compass.

1. Hudéng din diing nhap va tra ciru chimg chi

Buwéc 1: Truy cap toi trang chu Certiport theo duong dan https://certiport.pearsonvue.com/

O & [ opin/ Register Q

CERTIPORT

& Certifications « Educator resources « Buy « About us =

CERTIPORT

VOERTIFIED

CERTIPORT EDUCATOR CONFERENCE

JUNE 17-19, 2024

ORLAKDO, FLORIDA

Buwée 2: Chon LOGIN/REGISTER dé thyc hién dang nhap
Thi sinh dién thong tin tai khoan c4 nhan

CERTIPORT

Login
LEARN
= PRACTICE
CERTIFY
@& Password * -

Forgot password or username?

Globally Recognized
N Official Industry
Certifications

for College and
Career Readiness

l Join for free

OR LOGIN IN WITH

l H Clever ]
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Thi sinh ¢6 thé xem duoc nhitng bai thi da hoan thanh trén tab MY CERTIPORT

Chao mang Ten thi sinh

& E RTTP ORTS | Test Candidate ~ H6 so caa téi

A PEARSON WUE BUSINESS

MY CERTIPORT MY TRANSCRIPT MY PATHWAY MY ONVUE

4

Introducing OnWVUE to Certiport
Customers

O nVU E

Adobe
r\‘ Certified Professional

Get certified anywhere — whether it be
wour home or office.

Certiport now offers you the ability to
- ‘ - purchase, schedule, and take exams
online through Pearson WUE's OnWVUE.

op Available Exams

My Exams

You have no assigned exam vouchers.

KET QUA BAL THIL

Microsoft Office Specialist

Bai thi Mgay BiEm Trang thai ID Certiport Exam Group ID
Mlc_rosoﬁ‘ Excel Expert (Microsoft 365 Apps and 13/01/2021 754 & 20039921 2318023
Office 2019)
Microsoft Word Expert (Micrasoft 365 Apps =
12/01/2021 540 B 90039521 2318023

and Office 2019) R ?
Microsoft Outlook (Microsoft 365 Apps and S =
s e 24/12/2020 831 1371 S0039521 2314656
M ft PowerPoint (Mi ft 365 A o =

oToSDIE Rensniioust { Micoosol Ees o 10/12/2020 1000 D& 90039921 2309847
Office 2019}

Dé xem va tai vé Phiéu diém Online, Chung chi Online, thi sinh chuyén tab MY
TRANSCRIPT

il 3 Chao mirng Cao Thi Thu Huong!
C E RT ! PO RT Thi sinh Khao thi w Hb so cia tdi @ Dang xudt Hé trg

A PERRZON B

MY CERTIPORT MY TRANSCRIPT MY PATHWAY MY ONVUE

My Transcript

Ban cé thé chon hai tiy chon xem cho trang nay:

o e vt i iy e i O thiey 1o s iy i a0 i 3 e e B R i e il

» Ch& 3§ xem c nhan - hign thi théng tin twong ty nhung ciing cho phép ban xem bdo cdo diém thi cia minh béng cich b3m vae cic lién ket bai thi, Ngudi xem duge Oy
quyZn khéng cé quyEn truy nhip bde cdo diém cia ban,

= Hién thi hg trude. C6 thé duge thay ddi trong phEn My Profile .

Hiin thi chi 66 xem In dudc

Ché &5 wem: Chi hién thi bai thi d5 &8

Ban két qua chuing nhén s& da xac thuc

er 8, 2024

Cao Thi Thu Huon‘g 034 930
75 Giang Van Minh
Ba Dinh
Hanoi 1000000
huonget138@gmail.com

Bén két qué s Certiport thai gian thuc ndy duge 15y tir oo s& dif liéu todn ciu o6 nhiém vy theo ddi v x3c thue cac bai thi [y ching chi duoc hon 12.000 trung tim kiém tra
trén toan thé gidi quan Iy

MICROSOFT OFFICE SPECIALIST

Chimg nhan
Excel 2015 PDF ¥eu ciu chuihg et
Excel 201% Expert PDF Yéu clu ching ehi
Excel Associate (Microsoft 365 Apps) PDF
Excel Expert (Microsoft 365 Apps) POF
Microsoft Office Excel® 2016 POF Yéu clu ching chi it
Microsoft Office Excel® 2016 Expert PDF it
Microsoft Office Outlook® 2016 PDF it
Microsoft Office PowerPoint® 2016 PDF Yéu clu ching chi i
Microsoft Office Spedialist - Associate (Microsoft 365 Apps) PDF
Microsoft Office Spedalist - Asscciate [Office 2019) POF Yéu clu ching chi
Microsoft Office Specialist - Expert (Microsaft 365 Apps) PDF
Microsoft Office Spedalist - Expert (Office 2015) POF Yeu ciu ching chi
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2. Ma nhan dién chirng chi - Certified Identifycation Code

Pi kém v&i moi ching chi 12 1 ma nhan dién Credential Identification Code (CIC), thi
sinh c6 thé sir dung CIC nay dé xem chung chi online ma khéng can ding nhap. Diéu nay rat
hitu ich khi thi sinh can gtri chimg chi online ¢6 chimg thuc téi cac trudng hoc/doanh nghiép
ma khong can cung cap thong tin tai khoan ca nhan.

CIC 14 1 chudi 8-10 ky tu (xxxx-xxxx), dugc hién thi ¢ truc tiép trén mdi ching chi.

FEBRUARY 1, 2024

DATE ISSUED Date of achievement: December 27, 2023

| verify.certiport.com XXXX-XXXX
XXX -XXXX

verify.certiport.com

Thi sinh truy cap dudng dan
https://www.certiport.com/portal/pages/credentialverification.aspx va nhap CIC dé xem, tai

vé chimg chi twong tng.

ol
CERTIPORYT

A PEARSON VUE BUSINESS

Xac minh chi’ng nhan toan cau

Ngén ngif Uu tién:
Chao ming ban dén vai trang web Xac minh ching nhan toan cdu Certiport. Co thé ding hé théng ngan chan gia mao nay dé xac minh

cac chifng nhdn Certiport thudc sd hifu cia nhifng (fng vién trén toan thé gidi. C6 thé tim M3 nhan dang ching nhan trén tdt ca chifng chi
do Certiport cap.

Khi nhdp M3 nhan dang, chi tidt xdc thu'c lién quan d&n ngudi s hifu ching nhin sé& duoc hién thi.

M3 nhan dang ching nhan: = |)(xx}(x | = |)(>()(x |
M3 sinh vién: | |
MNgay sinh: dd-—-yyyy ]
Két qua xac minh tir Co sd diif liéu an toan toan cau cua Certiport
Chifng nhan thudc vé: Cao Thi Thu Huong 034 930
Cép bai: Microsoft
Cép vao: 20/01/2022
Chifng nhan: Microsoft Office Word 2016 Expert

Xem han sao truc tuyén clua chifng chi. Ly ban sao cia Adobe Acrobat Reader.
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VI.

NHUNG CAU HOI THUONG GAP

1.  Déituong dy thi Microsoft Office Specialist?

Tra loi: Microsoft Office Specialist phi hop voi moi lta tudi.

2. Néu di dang ky thi nhung bj méat Gidy to tly than, tdi cd dugc tham gia
thi khong? Néu khong duogc, c6 dugce hoan phi thi khong?

Tra loi: Tai ngay thi, thi sinh phai xuét trinh duoc 1 trong nhitng gidy to sau: Can cudc/
Cin cudc cong dan/ Ho chiéu.

Néu khong, thi sinh s& khdng duoc tham gia thi va khong duoc hoan tra 1¢ phi thi.

3. Néu ngay thi, toi bi 6m hodc bj tai nan giao thong nén khong thé dén duoc dia
diém thi, t61 c6 duoc chuyén budi thi khong?

Tra loi: Thi sinh s& duge bao luu 1¢ phi thi va chuyén budi thi mién phi néu cung cap
day du minh ching tinh trang strc khoe.

4. Néu trong qua trinh thi, bai cua tdi bi 15i thi tdi c6 dugc thi lai khéng?

Tra loi: Trong trudong hop bai thi gép su ¢, giam thi s€ thuc hién cac cong viéc dé xur
ly su ¢ (khéng anh hudng téi bai 1am caa thi sinh). Trong trudng hop sy ¢d dén tir hé
thdng, thi sinh s& duoc 1am lai bai thi ngay 14p tirc (thi sinh s& khong mat phi cho bai
thi lai trong trudong hop nay).

5. Néu sau khi hoan thanh bai thi téi mé&i phét hién ra thong tin ca nhan ciia minh
bi sai. Toi phai 1am thé nao dé co chung chi dung thong tin?

Tra loi: Trude khi bat dau thyuc hién bai thi, giam thi huéng dan va yéu cau thi sinh
kiém tra va chiu trach nhiém vé tinh chinh xé4c cua nhitng théng tin c& nhan. Moi théng
tin sai sot duoc phat hién sau khi bat dau bai thi, thi sinh phai dang ky dich vu diéu
chinh thong tin tai cac van phong cua IIG Viét Nam.

6.  Néu sau khi lam bai thi t6i méi phat hién ra noi dung bai thi dang hién thi trén
man hinh khong diing véi mon thi ma t6i da dang ky, t6i c6 dugc chon lai bai thi méi
dang vai thong tin dang ky ctia minh va c¢é phai ndp lai 1€ phi khong?

Tra loi: Trudc khi bat dau thyc hién bai thi, giam thi huéng dan va yéu ciu thi sinh
kiém tra va chju trach nhiém vé tinh chinh xac ctia mén thi. Néu mon thi dang thuc
hién khong dung véi mon thi dang ky, thi sinh can dong lai 1é phi dé thi dung mon thi
da dang ky.

12



Huéng dan du thi Microsoft Office Specialist

7. T6i 0 thé tu in chimg chi hay phiéu diém ciia minh khdng?

Tra loi: Co. Thi sinh c6 thé str dung tai khoan c4 nhan dé tai vé va in cac tai liéu nay
bét ctr luc ndo. Ban sao cia chimg chi c6 gia tri nhu ban chinh thirc nhd c6 Certified
Identifycation Code.

8. T6i mudn ¢ thém ban sao ching chi dé ndp hd so xin viéc vao nhiéu don vi
thi can phai lam thu tuc gi?

Tra loi: Thi sinh 6 thé sir dung tai khoan c& nhan dé ty in ban online.

9. Néu gip kho khian trong viée st dung chimg chi online, 11G Viét Nam c¢6 hinh
thirc ndo hd tro thi sinh khéng?

Tra loi: 11G Viét Nam c6 thé cung cip Gidy xac nhan két qua thi dé hd tro thi sinh st
dung kém véi ching chi online. Bé c6 Gidy xac nhan két qua thi, thi sinh lam thu tuc

tryc tiép tai van phong cua IIG Viét Nam.
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