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Exam 77-725: Word 2016: Core Document Creation, Collaboration 

and Communication 
 
1.Create and manage documents 
- Create a document 
- Navigate through a document 
- Format a document 
- Customise options and views for documents 
- Print and save documents 
 
2.Format text, paragraphs and sections 
- Insert text and paragraphs 
- Format text and paragraphs 
- Order and group text and paragraphs 
 
3.Create tables and lists 
- Create a table 
- Modify a table 
- Create and modify a list 
 
4.Create and manage references 
- Create and manage reference markers 
- Create and manage simple references 
 
5.Insert and format graphic elements 
- Insert graphic elements 
- Format graphic elements 
- Insert and format SmartArt graphics 
 

Exam 77-727: Excel 2016: Core Data Analysis, Manipulation and 

Presentation 
 
1.Create and manage worksheets and workbooks 
- Create worksheets and workbooks 
- Navigate in worksheets and workbooks 
- Format worksheets and workbooks 
- Customise options and views for worksheets and workbooks 
- Configure worksheets and workbooks for distribution 
 
2.Manage data cells and ranges 
- Insert data in cells and ranges 
- Format cells and ranges 
- Summarise and organise data 
 
3.Create tables 
- Create and manage tables 
- Manage table styles and options 
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- Filter and sort a table 
 
4.Perform operations with formulas and functions 
- Summarise data by using functions 
- Perform conditional operations by using functions 
- Format and modify text by using functions 
 
5.Create charts and objects 
- Create charts 
- Format graphic elements 
- Insert and format objects 
 

Exam 77-729: PowerPoint 2016: Core Presentation Design and 

Delivery Skills 
 
1.Create and manage presentations 
- Create a presentation 
- Insert and format slides 
- Modify slides, handouts and notes 
- Order and group slides 
- Change presentation options and views 
- Configure a presentation for print 
- Configure and present a slide show 
 
2.Insert and format text, shapes and images 
- Insert and format text 
- Insert and format shapes and text boxes 
- Insert and format images 
- Order and group objects 
 
3.Insert tables, charts, SmartArt and media 
- Insert and format tables 
- Insert and format charts 
- Insert and format SmartArt graphics 
- Insert and manage media 
 
4.Apply transitions and animations 
- Apply slide transitions 
- Animate slide content 
- Set timing for transitions and animations 
 
5.Manage multiple presentations 
- Merge content from multiple presentations 
- Finalise presentations 
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Exam 77-423: Outlook 2013 
 
1.Manage the Outlook environment (25–30%) 
- Customise Outlook settings 
- Automate Outlook 
- Print and save information in Outlook 
- Search in Outlook 
 
2.Manage messages (25–30%) 
- Create a message 
- Format a message 
- Organise and manage messages 
 
3.Manage schedules (30–35%) 
- Create and manage calendars 
- Create appointments, meetings and events 
- Organise and manage appointments, meetings and events 
- Create and manage notes, tasks and journals 
 
4.Manage contacts and groups (15–20%) 
- Create and manage contacts 
- Create and manage groups 


