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specialist study guide

Microsoft Certified Application Specialist Study Guide: Your Path to
Microsoft Office Mastery

microsoft certified application specialist study guide is an essential
resource for anyone aiming to validate their skills in Microsoft Office
applications. Whether you’re a student, professional, or just someone looking
to boost your productivity, becoming a Microsoft Certified Application
Specialist (MCAS) can open doors to new career opportunities and enhance your
digital literacy. This study guide is designed to walk you through the key
aspects of preparation, helping you understand what the certification
entails, what topics to focus on, and how to approach your study effectively.

Understanding the Microsoft Certified
Application Specialist Certification

Before diving into study materials, it’s important to grasp what the MCAS
certification represents. The Microsoft Certified Application Specialist
credential is aimed at individuals who want to demonstrate proficiency with
Microsoft Office programs such as Word, Excel, PowerPoint, Outlook, and
Access. Unlike more advanced Microsoft certifications that target IT
professionals, MCAS focuses on application-level skills, making it ideal for
users who work regularly with Office software in various environments.

Why Choose the MCAS Certification?

The MCAS certification is widely recognized by employers and educational
institutions as proof of practical skills in everyday office applications. It
can serve multiple purposes, including:

— Enhancing your resume with a globally recognized credential.

- Improving your productivity and confidence in using Office programs.
— Preparing for more advanced Microsoft certifications in the future.
— Meeting job requirements that specify Microsoft Office proficiency.

Exam Structure and Focus Areas

Each Microsoft Office application has its own MCAS exam, and you can choose
to certify in one or multiple applications. The exams typically cover core
functionalities, including:

— Creating, formatting, and managing documents in Word.
— Building spreadsheets and utilizing formulas in Excel.
— Designing impactful presentations in PowerPoint.

- Managing emails and calendars in Outlook.

— Organizing databases with Access.

The exams combine multiple-choice questions, performance-based tasks, and



simulations to ensure you have hands-on experience.

Key Components of a Microsoft Certified
Application Specialist Study Guide

A comprehensive study guide tailored for the MCAS exam should cover several
critical elements. Here’s what to look for or include in your preparation
materials.

Detailed Application Tutorials

The foundation of your study should be a thorough understanding of each
Microsoft Office application you plan to be certified in. Study guides often
provide step-by-step tutorials that walk you through essential functions such
as:

- Formatting text and paragraphs in Word.

— Using formulas, functions, and charts in Excel.

- Applying transitions and animations in PowerPoint.
— Organizing contacts and scheduling in Outlook.

— Creating tables and queries in Access.

These tutorials help solidify your basic to intermediate knowledge.

Practice Exercises and Sample Questions

Theory alone is not enough. Look for study guides that include practical
exercises and sample exam questions. Practicing with real-world scenarios and
timed quizzes can improve your test-taking skills and help you identify areas
for improvement. Many guides also offer downloadable practice tests that
simulate the actual exam environment.

Tips and Tricks for Exam Day

A good study guide will also provide strategies for managing your time during
the exam, understanding question formats, and tackling performance-based
tasks efficiently. For example, becoming familiar with keyboard shortcuts and
knowing how to quickly navigate between tabs and tools can save valuable
minutes.

Effective Study Strategies for Microsoft
Certified Application Specialist Exams

Studying for the MCAS exam can seem daunting at first, but with the right
approach, you can make your preparation both effective and enjoyable.



Create a Study Schedule

Consistency is key. Break down your study material into manageable chunks and
allocate specific times each day to focus on different applications or
topics. A well-organized schedule prevents last-minute cramming and reduces
stress.

Use Multiple Resources

While a dedicated microsoft certified application specialist study guide 1is
your primary tool, supplement your learning with other resources such as:

— Online tutorials and video courses.

— Official Microsoft training materials.

- Forums and study groups where you can ask questions and exchange tips.
- Hands-on practice with the actual software.

Combining various sources enhances understanding and keeps your study
dynamic.

Apply What You Learn in Real-Life Scenarios

One of the best ways to retain knowledge is by applying it regularly. Try
replicating work tasks or personal projects using Microsoft Office, applying
the skills you’ve studied. For example, create a budget spreadsheet in Excel
or design a presentation for a hypothetical meeting in PowerPoint. This
practical exposure builds confidence and familiarity with tools.

Common Challenges and How to Overcome Them

Many candidates face hurdles during their MCAS exam preparation, but these
can be overcome with the right mindset and resources.

Overcoming Software Updates and Changes

Microsoft frequently updates its Office suite, which can sometimes lead to
discrepancies between study materials and the current software version. To
stay up-to-date:

— Use the latest edition of study guides.

— Follow Microsoft’s official update blogs.
— Practice with the most recent version of Office applications.

Managing Test Anxiety

Feeling nervous before an exam is normal, but excessive anxiety can hamper
performance. To manage this:



- Take regular breaks during study sessions.
— Practice relaxation techniques such as deep breathing.
- Build confidence through repeated practice exams.

Understanding Performance—-Based Questions

The MCAS exam often includes interactive tasks rather than just multiple-
choice questions. These performance-based questions require you to complete
real tasks in a simulated environment. To excel:

- Spend ample time practicing with software.
— Familiarize yourself with the exam interface.
- Focus on accuracy and efficiency rather than speed alone.

Additional Resources to Complement Your Study
Guide

Beyond your primary study guide, several resources can enhance your
preparation journey.

Official Microsoft Learning Platforms

Microsoft offers free and paid training modules tailored for different Office
applications. These platforms provide structured learning paths that align
closely with exam objectives.

Community Forums and Study Groups

Engaging with others preparing for the MCAS exam can provide motivation,
clarify doubts, and share valuable insights. Platforms like Reddit, Microsoft
Tech Community, and LinkedIn groups are excellent places to connect.

Mobile Apps and Flashcards

For learning on the go, consider apps that offer flashcards and quizzes
related to Microsoft Office skills. These tools are useful for reinforcing
concepts during downtime.

Embracing the Journey to Certification

The path to achieving your Microsoft Certified Application Specialist
credential is as rewarding as the certification itself. With a well-
structured microsoft certified application specialist study guide and a
commitment to consistent practice, you will not only pass the exams but also
gain practical skills that enhance your day-to-day computer proficiency.



Remember that mastery comes with patience and persistence, so embrace the
learning process, celebrate small victories, and keep your goal in sight.
Soon enough, you’ll be confidently certified and ready to leverage your
Microsoft Office expertise in any professional setting.

Frequently Asked Questions

What is the Microsoft Certified Application
Specialist study guide?

The Microsoft Certified Application Specialist study guide is a comprehensive
resource designed to help candidates prepare for Microsoft Office Specialist

(MOS) certification exams by providing exam objectives, practice questions,
tips, and tutorials.

Which Microsoft Office applications are covered in
the Microsoft Certified Application Specialist study
guide?

The study guide typically covers popular Microsoft Office applications such

as Word, Excel, PowerPoint, Outlook, and Access, depending on the specific
certification exam being targeted.

Where can I find an official Microsoft Certified
Application Specialist study guide?

Official study guides can be found on Microsoft’s official website, Microsoft
Press, or through authorized training partners and retailers like Amazon and
Barnes & Noble.

How should I use the Microsoft Certified Application
Specialist study guide effectively?

To use the study guide effectively, review the exam objectives, complete
hands-on exercises, take practice tests, and focus on areas where you have
difficulty to build confidence and proficiency.

Are there any online resources to complement the
Microsoft Certified Application Specialist study
guide?

Yes, online resources such as Microsoft Learn, LinkedIn Learning, and various

tutorial websites offer videos, practice labs, and interactive exercises that
complement the study guide.

How long does it typically take to prepare for the
Microsoft Certified Application Specialist exam using



the study guide?

Preparation time varies based on prior experience but generally ranges from a
few weeks to a couple of months of consistent study using the guide and
practice materials.

Is the Microsoft Certified Application Specialist
study guide updated for the latest Microsoft Office
versions?

Reputable study guides are regularly updated to reflect the latest Microsoft
Office versions and exam changes, so it is important to ensure you have the
most current edition before studying.

Can the Microsoft Certified Application Specialist
study guide help with practical skills beyond the
exam?

Yes, the study guide not only prepares candidates for certification exams but
also teaches practical skills and best practices for using Microsoft Office
applications efficiently in real-world scenarios.

Additional Resources

Microsoft Certified Application Specialist Study Guide: A Professional Review
and Analysis

microsoft certified application specialist study guide resources have become
increasingly vital for IT professionals, educators, and students aiming to
validate their skills in Microsoft Office applications. The Microsoft
Certified Application Specialist (MCAS) credential is recognized
internationally as a benchmark for proficiency in core Microsoft Office
programs such as Word, Excel, PowerPoint, Outlook, and Access. This article
offers a comprehensive, analytical exploration of available study guides,
their content structure, effectiveness, and how they align with the
certification objectives.

Understanding the Microsoft Certified
Application Specialist Certification

Before delving into the study guide specifics, it is important to
contextualize the MCAS certification itself. Designed to certify foundational
to intermediate skills in Microsoft Office applications, the MCAS credential
serves both entry-level users and professionals seeking to demonstrate
competence in everyday business software tools. The certification exams focus
on practical, real-world tasks, including document creation, data analysis,
presentation design, and email management.

Given the hands-on nature of the certification, the study guides for MCAS
emphasize not only theoretical knowledge but also practical skills and
application-oriented learning. This dual focus distinguishes MCAS study
materials from traditional textbook approaches, making the selection of the



right study guide critical for exam success.

Key Features of a Microsoft Certified
Application Specialist Study Guide

A robust microsoft certified application specialist study guide typically
includes several integral components designed to facilitate efficient
learning and exam preparation:

Comprehensive Coverage of Microsoft Office
Applications

The study guide must address each Microsoft Office application covered by the
certification. This usually involves:

e Microsoft Word - Document formatting, editing, and reviewing

e Microsoft Excel - Formulas, functions, data visualization, and worksheet
management
e Microsoft PowerPoint - Slide design, multimedia insertion, and

presentation tools

e Microsoft Outlook - Email organization, calendar management, and contact
handling

e Microsoft Access - Database creation, querying, and report generation
(depending on exam focus)

Effective guides break down these applications into digestible modules, often
integrating step-by-step tutorials alongside screenshots to reinforce
learning.

Practice Tests and Simulation Exams

Given the practical nature of MCAS exams, study guides that incorporate
practice tests or interactive simulations enable candidates to familiarize
themselves with the exam format and question types. These practice tools
often replicate the live exam environment, allowing users to time themselves
and receive instant feedback on their performance.

Skill Assessment and Progress Tracking

Some advanced study guides include self-assessment tools to help learners
identify strengths and weaknesses. This feature is particularly useful for
prioritizing study time and focusing on areas that require further
improvement.



Comparative Analysis of Popular Study Guides

The market offers a multitude of microsoft certified application specialist
study guide options, ranging from official Microsoft Learning materials to
third-party publications and online training platforms. An analytical
comparison highlights the strengths and limitations of key resources.

Official Microsoft Learning Resources

Microsoft's own study guides and learning paths are typically the most
aligned with the exam objectives. They provide up-to-date content, direct
insights into exam requirements, and often include access to practice labs
hosted on cloud platforms.
Pros:

e Accurate and current exam content

e Integration with Microsoft Learn platform

e F'ree or low-cost learning modules

Cons:
e May lack in-depth explanations for beginners

e Minimal practice test wvariety in some cases

Third-Party Study Guides and Books

Books published by established IT certification publishers like Pearson and
Wiley often provide detailed explanations, comprehensive tutorials, and
multiple practice exams. These guides cater to a broader audience, including
those new to Microsoft Office.
Pros:

e In—-depth coverage and examples

e Structured learning paths with clear objectives

e Inclusion of tips and tricks for exam success

Cons:
e Can be outdated if not revised regularly

e Physical books lack interactive elements



Online Courses and Video Tutorials

Platforms such as LinkedIn Learning, Udemy, and Coursera offer video-based
microsoft certified application specialist study guides. These courses often
combine lectures, demonstrations, and exercises.
Pros:

e Flexible, self-paced learning

e Visual and auditory learning styles catered for

e Access to instructor support and discussion forums

Cons:
e Subscription costs can add up

e Quality and depth vary significantly between providers

Essential Study Strategies for Maximizing Guide
Effectiveness

Owning a high-quality microsoft certified application specialist study guide
is only part of the equation. Effectiveness depends heavily on the study
approach adopted by candidates.

Hands-On Practice

Since MCAS exams focus on practical skills, candidates should spend
significant time working within Microsoft Office applications, replicating
tasks covered in the study guide. This experiential learning cements
knowledge and builds confidence.

Regular Self-Assessment

Using the quizzes and practice exams embedded in many study guides enables
learners to track their progress. This ongoing assessment helps in adapting
study plans to focus on weaker skill areas.

Time Management and Scheduling

Those preparing for multiple MCAS exams or balancing study with work should



create a disciplined schedule that divides study sessions into manageable
segments, ensuring steady progress without burnout.

SEO Considerations and Digital Accessibility of
Study Guides

In the digital age, accessibility and discoverability of microsoft certified
application specialist study guide content are crucial. Most candidates
search for study materials online, making SEO-optimized resources essential
for publishers and educators.

Effective study guides often incorporate:

e Keyword—-rich chapter titles and summaries reflecting common search
queries

e Interactive elements such as quizzes and forums for user engagement

e Mobile-friendly formats to support learning on various devices

Moreover, forums and community-driven resources complement official guides by
providing peer support and additional insights, enhancing the overall exam
preparation experience.

The Role of Updates and Version Compatibility

Microsoft Office applications frequently update, and certification exams
evolve accordingly. A microsoft certified application specialist study guide
must therefore be current with the latest software versions and exam
objectives. Outdated materials risk misaligning candidates’ preparation with
real exam content, potentially leading to lower success rates.

Candidates should verify the publication date and version compatibility of
any study guide they choose. Additionally, many reputable guides provide
update supplements or online revisions to maintain relevance.

Navigating the landscape of microsoft certified application specialist study
guide options can be complex, but a clear understanding of the
certification’s demands and the distinct features of available resources
empowers candidates to make informed decisions. Whether leaning on official
Microsoft materials, comprehensive third-party books, or dynamic online
courses, aligning study methods with the practical nature of the MCAS exams
remains paramount for certification success.



Microsoft Certified Application Specialist Study Guide

microsoft certified application specialist study guide: Microsoft Certified Application
Specialist Study Guide Joyce Cox, 2008 Demonstrate your expertise with the 2007 Microsoft Office
system! This comprehensive study guide covers all the Microsoft Certified Application Specialist
exams for Microsoft Office, including Word 2007, Excel 2007, Outlook 2007, PowerPoint 2007, and
Access 2007. For each exam, you'll build the skills and knowledge measured by its objectives
through a series of step-by-step exercises, practice questions, and real-world scenarios.
Easy-to-follow screen shots and explanations bring key concepts to life and expertly guide you
through the material. The CD includes the practice files for all the bo.

microsoft certified application specialist study guide: Microsoft Certified Application
Specialist: Study Guide 2007 Microsoft Office System Edition Joyce Cox, 2005*

microsoft certified application specialist study guide: MOS 2013 Study Guide for Microsoft
Word Joan Lambert, 2013-07-15 Demonstrate your expertise with Microsoft Office! Designed to help
you practice and prepare for the 2013 Word Microsoft Office Specialist (MOS) exam, this all-in-one
study guide features: Full, objective-by-objective exam coverage Easy-to-follow procedures and
illustrations to review essential skills Hands-on practice tasks to apply what you've learned Includes
downloadable practice files

microsoft certified application specialist study guide: MOS 2010 Study Guide for
Microsoft Word, Excel, PowerPoint, and Outlook Joan Lambert, Joyce Cox, 2011 This all-in-one
guide is designed to help readers practice and prepare for the four core Microsoft Office Specialist
(MOS) exams. Use the book's easy-to-follow procedures and illustrations to review the essential
skills measured by the MOS exams.

microsoft certified application specialist study guide: MOS 2013 Study Guide for Microsoft
Excel Expert Mark Dodge, 2013-09-15 Demonstrate your expertise with Microsoft Office! Designed
to help you practice and prepare for the 2013 Excel Expert Microsoft Office Specialist (MOS) exams,
this all-in-one study guide features: Full, objective-by-objective exam coverage Easy-to-follow
procedures and illustrations to review essential skills Includes downloadable practice files

microsoft certified application specialist study guide: MOS 2013 Study Guide for Microsoft
Excel Joan Lambert, 2013-08-15 Demonstrate your expertise with Microsoft Office! Designed to help
you practice and prepare for the 2013 Excel Microsoft Office Specialist (MOS) exam, this all-in-one
study guide features: Full, objective-by-objective exam coverage Easy-to-follow procedures and
illustrations to review essential skills Hands-on practice tasks to apply what you've learned Includes
downloadable practice files

microsoft certified application specialist study guide: MOS 2013 Study Guide for
Microsoft Access John Pierce, 2013-06-15 Demonstrate your expertise with Microsoft Office!
Designed to help you practice and prepare for the 2013 Access Microsoft Office Specialist (MOS)
exam, this all-in-one study guide features: Full, objective-by-objective exam coverage Easy-to-follow
procedures and illustrations to review essential skills Hands-on practice tasks to apply what you've
learned Includes downloadable practice files

microsoft certified application specialist study guide: MOS 2016 Study Guide for Microsoft
Excel Expert Paul McFedries, 2016-11-04 This is the eBook of the printed book and may not include
any media, website access codes, or print supplements that may come packaged with the bound
book. Hone your advanced Excel 2016 skills. And earn the credential that proves it! Demonstrate
your expertise with Microsoft Excel! Designed to help you practice and prepare for Microsoft Office
Specialist (MOS): Excel Expert 2016 certification, this official Study Guide delivers: In-depth
preparation for each MOS objective Detailed procedures to help build the skills measured by the
exam Hands-on tasks to practice what you've learned Ready-made practice files Sharpen the skills
measured by these objectives: Create and Manage Workbooks Apply Custom Formatting and
Layouts Create Advanced Formulas Perform Data Analysis Create Advanced Charts and PivotTables



https://www.americancontractorsorganization.org/archive-th-166/microsoft-certified-application-specialist-study-guide.pdf

microsoft certified application specialist study guide: MOS Study Guide for Microsoft Excel
Exam MO-200 Joan Lambert, 2020-03-11 Advance your everyday proficiency with Excel! And earn
the credential that proves it! Demonstrate your expertise with Microsoft Excel! Designed to help you
practice and prepare for Microsoft Office Specialist: Excel Associate (Excel and Excel 2019)
certification, this official Study Guide delivers: In-depth preparation for each MOS objective Detailed
procedures to help build the skills measured by the exam Hands-on tasks to practice what you've
learned Ready-made practice files Sharpen the skills measured by these objectives: Manage
Worksheets and Workbooks Manage Data Cells and Ranges Manage Tables and Table Data Perform
Operations by Using Formulas and Functions Manage Charts About MOS A Microsoft Office
Specialist (MOS) certification validates your proficiency with Microsoft Office programs,
demonstrating that you can meet globally recognized performance standards. Hands-on experience
with the technology is required to successfully pass Microsoft Certification exams.

microsoft certified application specialist study guide: MOS Study Guide for Microsoft
Office 365 John Pierce, 2012-06-15 Demonstrate your expertise with Microsoft Office 365 by
earning a MOS certification. This Study Guide is designed to help you prepare for MOS Exam
77-891: Microsoft Office 365, and features: Full objective-by-objective review Easy-to-follow
procedures and hands-on tasks Exam-discount offer from Certiport Use the in-depth exam prep,
practice, and review to help advance your proficiency with Office 365—and earn the credential that
proves it.

microsoft certified application specialist study guide: MOS Study Guide for Microsoft
Access Expert Exam MO-500 Paul McFedries, 2020-04-08 Advance your everyday proficiency with
Access 2019. And earn the credential that proves it! Demonstrate your expertise with Microsoft
Access! Designed to help you practice and prepare for Microsoft Office Specialist (MOS): Access
2019 certification, this official Study Guide delivers: In-depth preparation for each MOS objective
Detailed procedures to help build the skills measured by the exam Hands-on tasks to practice what
you've learned Practice files and sample solutions Sharpen the skills measured by these objectives:
Create and manage databases Build tables Create queries Create forms Create reports About MOS A
Microsoft Office Specialist (MOS) certification validates your proficiency with Microsoft Office
programs, demonstrating that you can meet globally recognized performance standards. Hands-on
experience with the technology is required to successfully pass Microsoft Certification exams.

microsoft certified application specialist study guide: MOS 2013 Study Guide for Microsoft
PowerPoint Joan Lambert, 2013-10-15 Demonstrate your expertise with Microsoft Office! Designed
to help you practice and prepare for the 2013 PowerPoint Microsoft Office Specialist (MOS) exam,
this all-in-one study guide features: Full, objective-by-objective exam coverage Easy-to-follow
procedures and illustrations to review essential skills Hands-on practice tasks to apply what you've
learned Includes downloadable practice files

microsoft certified application specialist study guide: MOS 2010 Study Guide for
Microsoft Word Expert, Excel Expert, Access, and SharePoint Exams Geoff Evelyn, John
Pierce, 2011-08-12 Demonstrate your expertise with Microsoft Office! Designed to help you practice
and prepare for four Microsoft Office Specialist (MOS) exams, this all-in-one study guide features:
Full, objective-by-objective exam coverage Easy-to-follow procedures and illustrations to review
essential skills Hands-on practice tasks to apply what you've learned Includes downloadable practice
files Use the in-depth exam prep, practice, and review to help advance your proficiency with
Microsoft Office-and earn the credential that proves it!

microsoft certified application specialist study guide: MOS 2013 Study Guide for Microsoft
Word Expert John Pierce, 2013-09-15 Demonstrate your expertise with Microsoft Office! Designed to
help you practice and prepare for the 2013 Word Expert Microsoft Office Specialist (MOS) exams,
this all-in-one study guide features: Full, objective-by-objective exam coverage Easy-to-follow
procedures and illustrations to review essential skills Hands-on practice tasks to apply what you've
learned Includes downloadable practice files

microsoft certified application specialist study guide: MOS 2013 Study Guide for Microsoft




Outlook Joan Lambert, 2013-10-15 Demonstrate your expertise with Microsoft Office! Designed to
help you practice and prepare for the 2013 Outlook Microsoft Office Specialist (MOS) exam, this
all-in-one study guide features: Full, objective-by-objective exam coverage Easy-to-follow procedures
and illustrations to review essential skills Hands-on practice tasks to apply what you've learned
Includes downloadable practice files

microsoft certified application specialist study guide: MOS 2016 Study Guide for Microsoft
Excel Joan Lambert, 2016-10-10 This is the eBook of the printed book and may not include any
media, website access codes, or print supplements that may come packaged with the bound book.
Advance your everyday proficiency with Excel 2016. And earn the credential that proves it!
Demonstrate your expertise with Microsoft Excel! Designed to help you practice and prepare for
Microsoft Office Specialist (MOS): Excel 2016 Core certification, this official Study Guide delivers:
In-depth preparation for each MOS objective Detailed procedures to help build the skills measured
by the exam Hands-on tasks to practice what you've learned Practice files and sample solutions
Sharpen the skills measured by these objectives: Create and manage worksheets and workbooks
Manage data cells and ranges Create tables Perform operations with formulas and functions Create
charts and objects About MOS A Microsoft Office Specialist (MOS) certification validates your
proficiency with Microsoft Office programs, demonstrating that you can meet globally recognized
performance standards. Hands-on experience with the technology is required to successfully pass
Microsoft Certification exams.

microsoft certified application specialist study guide: MOS Study Guide for Microsoft
Outlook Exam M0O-400 Joan Lambert, 2021-02-03 Advance your proficiency with Outlook. And earn
the credential that proves it! Demonstrate your expertise with Microsoft Outlook (Microsoft 365
Apps and Office 2019)! Designed to help you practice and prepare for Microsoft Office Specialist:
Outlook Associate (Exam MO-400) certification, this official Study Guide delivers: In-depth
preparation for each MOS objective Detailed procedures to help build the skills measured by the
exam Hands-on tasks to practice what you've learned Ready-made practice files Sharpen the skills
measured by these objectives: Manage Outlook Settings and Processes Manage Messages Manage
Schedules Manage Contacts and Tasks About MOS: Associate Certification A Microsoft Office
Specialist (MOS): Associate certification validates your hands-on experience and competency with an
Office product at an associate level. It demonstrates that you can apply the product’s principal
features correctly, can complete tasks independently, and are ready to enter the job market. See full
details at: microsoft.com/learn Practice Files Available at:
MicrosoftPressStore.com/MOSOutlook400/downloads

microsoft certified application specialist study guide: MOS Study Guide for Microsoft Word
Exam MO-100 Joan Lambert, 2020-05-21 Advance your proficiency with Word. And earn the
credential that proves it! Demonstrate your expertise with Microsoft Word! Designed to help you
practice and prepare for Microsoft Office Specialist: Word Associate (Word and Word 2019)
certification, this official Study Guide delivers: ¢ In-depth preparation for each MOS objective ¢
Detailed procedures to help build the skills measured by the exam ¢ Hands-on tasks to practice what
you've learned * Ready-made practice files Sharpen the skills measured by these objectives: ¢
Manage Documents ¢ Insert and Format Text, Paragraphs, and Sections * Manage Tables and Lists
* Create and Manage References ¢ Insert and Format Graphic Elements EXAM MO-100 About the
MOS: Associate Certification A Microsoft Office Specialist (MOS): Associate certification validates
your hands-on competency in the correct application of the principal features of an Office product. It
demonstrates that you can apply these features to complete associate-level tasks independently and
are ready to enter the job market. See full details at: microsoft.com/learn Practice Files Available at:
MicrosoftPressStore.com/MOSWord100/Downloads

microsoft certified application specialist study guide: MOS Study Guide for Microsoft Word
Expert Exam MO-101 Paul McFedries, 2020-04-24 Advance your expert-level proficiency with Word.
And earn the credential that proves it! Demonstrate your expert-level competency with Microsoft
Word! Designed to help you practice and prepare for Microsoft Office Specialist: Word Expert (Word



and Word 2019) certification, this official Study Guide delivers: In-depth preparation for each MOS
objective Detailed procedures to help build the skills measured by the exam Hands-on tasks to
practice what you've learned Ready-made practice files Sharpen the skills measured by these
objectives: Manage Document Options and Settings Use Advanced Editing and Formatting Features
Create Custom Document Elements Use Advanced Word Features About MOS: Expert Certification
A Microsoft Office Specialist (MOS): Expert certification validates your hands-on experience and
competency with an Office product at an expert level. It demonstrates that you can apply the
product’s principal features at an advanced level, can complete expert tasks independently, and are
ready to enter the job market. See full details at: microsoft.com/learn Practice Files Available at:
MicrosoftPressStore.com/MOSWordExpert101/downloads

microsoft certified application specialist study guide: MOS Study Guide for Microsoft
PowerPoint Exam MO-300 Joan Lambert, 2020-09-18 Advance your everyday proficiency with
PowerPoint 2019, and earn the credential that proves it! Demonstrate your expertise with Microsoft
PowerPoint! Designed to help you practice and prepare for Microsoft Office Specialist (MOS):
PowerPoint 2019 certification, this official Study Guide delivers: In-depth preparation for each MOS
objective Detailed procedures to help build the skills measured by the exam Hands-on tasks to
practice what you’'ve learned Practice files and sample solutions Sharpen the skills measured by
these objectives: Create and manage presentations and slides Insert and format text, shapes, and
images Create and manage references Insert and format graphic elements Manage multiple
presentations About MOS A Microsoft Office Specialist (MOS) certification validates your proficiency
with Microsoft Office programs, demonstrating that you can meet globally recognized performance
standards. Hands-on experience with the technology is required to successfully pass Microsoft
Certification exams.
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