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Microsoft Word Certification Study Guide
Advance your everyday proficiency with Word 2019, and earn the credential that proves it!
Demonstrate your expertise with Microsoft Word! Designed to help you practice and prepare
for Microsoft Office Specialist (MOS): Word 2019 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 Ready-made
practice files Solution files for the practice tasks Sharpen the skills measured by these
objectives: Create and manage documents Insert and format text, paragraphs, and sections
Manage tables and lists Create and manage references Insert and format graphic elements
Manage document collaboration 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.
With the MOS 2013 exams, you will be presented with a project to build. Therefore, real world
experience with the software is highly important. You should start by learning how to perform
individual tasks. Then you need to "chain up" your skills and apply them on the project to
produce a meaningful outcome as required by the exam questions. The Word exam covers:Create and Manage Documents- Format Text, Paragraphs, and Sections- Create Tables and
Lists- Apply References- Insert and Format ObjectsThe Excel exam covers:- Create and
Manage Worksheets and Workbooks- Create Cells and Ranges- Create Tables- Apply
Formulas and Functions- Create Charts and ObjectsThe Outlook exam covers:- Manage the
Outlook Environment- Manage Messages- Manage Schedules- Manage Contacts and
GroupsThe exams are all performance based with a project-like style - you need to build up an
Office document or complete something according to the given specifications. There is a
simulated environment for you to get your job done. To prepare for the exams, you need to
know the various options available in the Office software. You know the options and functions
available, then you can choose the right stuff and apply them in the correct order to achieve
the project goal. You must have hands-on experience! This ExamFOCUS book focuses on the
more difficult topics that will likely make a difference in exam results. We introduce and explain
the important options in the software that you cannot afford to miss. The book is NOT intended
to guide you through every single step in the Office software. We assume that you already
know the basics of using the graphical interface - you know the difference between single
mouse click, double click, right click, drag and drop, press and hold ...etc, and you know how to
select and highlight text and objects. DO NOT TREAT THIS AS AN A-B-C GUIDE TO MS
OFFICE. You should use this book together with other reference books for the best possible
preparation outcome. In the Office software you can usually achieve the same result using
different methods. For example, once you highlighted some text you can either right click on
the selection to access a small menu, or choose from the full blown menus (the ribbons) and
toolbars at the top of the interface. Throughout the book we may use both methods for
accessing functions and features. Also, keyboard shortcuts are available in the software but for
exam prep purpose we will not use any of them unless required by the exams.
The quick way to learn Microsoft Word, Excel, PowerPoint, and OneNote for iPad! This is
learning made easy. Get productive fast with every Office for iPad app--plus OneNote, too!
Jump in wherever you need answers--brisk lessons and colorful screen shots show you exactly
what to do, step by step. Quickly create Word documents by tapping, typing, or dictating
Organize and design professional documents of all kinds Visually analyze information in tables,
charts, and PivotTables Deliver highly effective presentations in PowerPoint straight from your
iPad Save and send PDFs, with or without Office 365 Use OneNote to capture and share
everything from text to iPad photos Now in full color! Easy lessons for essential tasks Big fullPage 1/11
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color visuals Skill-building practice files Download your Step by Step practice files at:
http://aka.ms/iPadOfficeSBS/files
Now in full color! Easy lessons for essential tasks Big full-color visuals Skill-building practice
files The quick way to learn Microsoft Word! This is learning made easy. Get productive fast
with Word 2016 and jump in wherever you need answers--brisk lessons and colorful screen
shots show you exactly what to do, step by step. Master core tools for designing and editing
documents Manage page layout, style, and navigation Learn how to review and mark-up
documents to collaborate with others Insert pictures, graphics and video
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 expert skills
in Word 2016. And earn the credential that proves it!! Demonstrate your expertise with
Microsoft Word! Designed to help you practice and prepare for Microsoft Office Specialist
(MOS): Word 2016 Expert certification, this official Study Guide delivers: In-depth exam prep
for each MOS objective Detailed procedures to help build the skills measured by the exam
Hands-on tasks to apply what you’ve learned Practice and review questions Ready-made
practice files with solutions Sharpen the skills measured by these MOS objectives: Manage
Document Options and Settings Design Advanced Documents Create Advanced References
Create Custom Word Elements
MCAS Exam Prep Microsoft Certified Application Specialist Exams for Microsoft® Office 2007
Word 77-601 Excel 77-602 PowerPoint 77-603 Outlook 77-604 Access 77-605 Ron Gilster CD
Features Five Practice Exams Score Higher on the MCAS Exams! We provide you with the
proven study tools and expert insight that will help you score higher on your exams. Clear and
simple explanations, lists, and screen shots walk you through the Microsoft Office processes
you need to know to score well on the MCAS exams. Study strategies, challenges, and key
terms focus your study so you can maximize your preparation time. Comprehensive discussion
of all subject areas covered on the MCAS exams. Practice Questions that include detailed
explanations of correct and incorrect answers—so you can learn the material from your success
and mistakes. This book covers all the skills measured by the MCAS Exams for Microsoft
Office 2007, including Creating, customizing, formatting, and organizing Word documents
Working with visual content, references, and document review processes Creating,
manipulating, and formatting data and other content in Microsoft Excel Presenting Excel data
visually with charts and illustrations Sharing and securing Microsoft Office content Creating,
formatting, and delivering PowerPoint presentations Managing messaging, scheduling, and
tasks with Microsoft Outlook Working with Outlook contacts and personal contact information
Structuring, presenting, managing, and maintaining Access databases Building and modifying
Access queries CD Features Five Practice Exams The CD includes five practice exams so you
can drill and practice—another effective Exam Prep study tool that helps you assess your
readiness for the MCAS Exams for Microsoft Office 2007 (Word, Excel, PowerPoint, Outlook,
and Access). informit.com/examcram ISBN-13: 978-0-7897-3774-8 ISBN-10: 0-7897-3774-4
Advance your expert skills in Word 2019. And earn the credential that proves it! Demonstrate
your expertise with Microsoft Word! Designed to help you practice and prepare for Microsoft
Office Specialist (MOS): Word 2019 Expert certification, this official Study Guide delivers: Indepth exam prep for each MOS objective Detailed procedures to help build the skills measured
by the exam Hands-on tasks to apply what you've learned Practice and review questions
Ready-made practice files Solution files for the practice tasks Sharpen the skills measured by
these MOS objectives: Manage document options and settings Design advanced documents
Create advanced references Create custom word elements Use advanced editing and
formatting features 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
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successfully pass Microsoft Certification exams.
Combining two books in one, Microsoft Word Introduction and Certification Study Guide serves
as a training guide for Microsoft Word and a study guide for the Word Certification Exam.
Students, professionals, beginners and more experienced users alike can all benefit from this
manual. Learn how to create well-formatted, high-quality documents by following along with
chapters that focus on six exam topics. These topics closely follow what is needed to ace the
exam but also provide comprehensive information for everyday Word users. Careful
descriptions and helpful tips for when and how to use important features are provided. Images
and screenshots make the steps easy to follow and remember. Each topic starts out with the
basics and builds to more complicated steps. Those taking the exam will find practical tips on
how to locate a testing center, register for the exam, and get the best score possible, along
with study materials including practice exam software and video tutorials for every outcome in
the book. Whatever your reason for studying Word, this manual will develop your skills, bolster
gaps in your knowledge, and give you the confidence to get certified. Why certification is
important Microsoft Word Certification is an easily verifiable way to showcase your willingness
to learn new skills and software, and it provides a myriad of other benefits as well. Not only can
certification enhance your Word skills, it can help you get hired, boost academic performance,
prepare for the demands of a job, open doors to career opportunities, and be more productive
and confident working on projects at school, home, or work. Microsoft Word (Microsoft 365
Apps and Office 2019) certification is the first step to prove your skill level and open doors to
career opportunities. Outline of the book The dual nature of this book helps you build a strong
foundation in Word and prepares you for the exam. The first chapter gets you started right
away opening Word and learning about the user interface and important terminology. For those
interested in taking the exam, it includes how to register for the exam and find an exam center,
tips on using your time wisely during the exam, and information on scores and retaking the
exam. The next six chapters cover all of the topics you need to become proficient in Word and
coincide with the objective domain categories in the Microsoft Word Certification Exam:
Manage Documents; Insert and Format Text, Paragraphs, and Sections; Manage Tables and
Lists; Create and Manage References; Insert and Format Graphic Elements; and Manage
Document Collaboration. Short video tutorials are included for every single outcome in the
book, 95 in all, for when you need extra help or learn best by observation. Word practice exam
software included Unlike any other Word exam manual available, this book includes Word
practice exam software. The final chapter focuses on the practice exam software, which
closely mimics the format of the real exam. Custom-built and specially designed by SDC
Publications, this practice exam software can be taken multiple times so you are comfortable
with the real test software, how to mark and return to questions, question format, live inapplication steps, and how the results are presented. Study materials for all learning styles •
Custom-made Practice Exam Software • 95 short narrated video tutorials for every outcome in
the book • End-of-chapter self-exam and review questions • 75 Flashcards • Exam Day Study
Guide About the author Daniel John Stine AIA, CSI, CDT, is a registered architect with over
twenty years of experience in the field of architecture. Throughout these years of professional
practice, Stine has leveraged many of the Microsoft Office products to organize and manage
complex projects. In addition to Microsoft Office certification study guides, Stine has written
multiple books on architectural design software, all written using Microsoft Word and published
by SDC Publications
As part of the Illustrated Series, this text offers a quick, visual, step-by-step approach for
learning basic to advanced features of Microsoft Word 2000. This text is currently pending
approval as a Microsoft-approved study guide for the MOUS certification exam (Word Expert
Level).
With the MOS 2013 exams, you will be presented with a project to build. Therefore, real world
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experience with the software is highly important. You should start by learning how to perform
individual tasks. Then you need to "chain up" your skills and apply them on the project to
produce a meaningful outcome as required by the exam questions. The Word exam covers:Create and Manage Documents- Format Text, Paragraphs, and Sections- Create Tables and
Lists- Apply References- Insert and Format ObjectsThe Excel exam covers:- Create and
Manage Worksheets and Workbooks- Create Cells and Ranges- Create Tables- Apply
Formulas and Functions- Create Charts and ObjectsThe PowerPoint exam covers:- Create
and Manage Presentations- Insert and Format Shapes and Slides- Create Slide ContentApply Transitions and Animations- Manage Multiple PresentationsThe exams are all
performance based with a project-like style - you need to build up an Office document or
complete something according to the given specifications. There is a simulated environment
for you to get your job done. To prepare for the exams, you need to know the various options
available in the Office software. You know the options and functions available, then you can
choose the right stuff and apply them in the correct order to achieve the project goal. You must
have hands-on experience! This ExamFOCUS book focuses on the more difficult topics that
will likely make a difference in exam results. We introduce and explain the important options in
the software that you cannot afford to miss. The book is NOT intended to guide you through
every single step in the Office software. We assume that you already know the basics of using
the graphical interface - you know the difference between single mouse click, double click, right
click, drag and drop, press and hold ...etc, and you know how to select and highlight text and
objects. DO NOT TREAT THIS AS AN A-B-C GUIDE TO MS OFFICE. You should use this
book together with other reference books for the best possible preparation outcome. In the
Office software you can usually achieve the same result using different methods. For example,
once you highlighted some text you can either right click on the selection to access a small
menu, or choose from the full blown menus (the ribbons) and toolbars at the top of the
interface. Throughout the book we may use both methods for accessing functions and
features. Also, keyboard shortcuts are available in the software but for exam prep purpose we
will not use any of them unless required by the exams.
Learn basic to advanced skills in Microsoft Word 2013 while you prepare for certification. You'll
discover how to create and format documents, how to use tables, how to complete a mail
merge, and more! Microsoft Office Specialist (MOS) certification is the globally recognized
standard for validating expertise with the Microsoft Office Suite. If you wish to prepare for
Microsoft Certification Exam 77-418: Microsoft Office Word 2013 OR Microsoft Certification
Exam 77-425 Part 1 and 77-426 Part 2: Microsoft Office Word 2013 Expert, this course will
help you build the skills and knowledge you need.
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
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
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Advance your expert skills in Word 2016. And earn the credential that proves it!! Demonstrate
your expertise with Microsoft Word! Designed to help you practice and prepare for Microsoft
Office Specialist (MOS): Word 2016 Expert certification, this official Study Guide delivers: Indepth exam prep for each MOS objective Detailed procedures to help build the skills measured
by the exam Hands-on tasks to apply what you've learned Practice and review questions
Ready-made practice files with solutions Sharpen the skills measured by these MOS
objectives: Manage Document Options and Settings Design Advanced Documents Create
Advanced References Create Custom Word Elements
Building on the popular Sybex Study Guide approach, this book will provide 100% coverage of
the exam objectives for all three of the IC3-GS4 exam modules: Computing Fundamentals Key
Applications Living Online The book will contain clear and concise information fundamental
computing concepts and skills. It will include hands-on examples and self-paced exercises
showing readers how to perform critical tasks need to pass the exams. Key exam topics,
including: Operating system basics Computer hardware/software and concepts
Troubleshooting Common computer application features Word processing, spreadsheet, and
presentation activities Basic database interactions Collaboration Browsers Networking
concepts Digital communication and citizenship Safe computing Research fluency Finally,
readers will have access to a robust set of learning tools, including the Sybex test engine with
chapter review questions, a preassessment test, hundreds of practice test questions (including
performance-based questions), and author videos. Readers will also have access to over 100
electronic flashcards and the chapter files needed to complete the hands-on and self-paced
exercises in the book.
Prepares students for the Microsoft perfomance-based certification test

>With the MOS 2013 exams, you will be presented with a project to build. Therefore,
real world experience with the software is highly important. You should start by learning
how to perform individual tasks. Then you need to "chain up" your skills and apply them
on the project to produce a meaningful outcome as required by the exam questions.
The Word exam covers:- Create and Manage Documents- Format Text, Paragraphs,
and Sections- Create Tables and Lists- Apply References- Insert and Format
ObjectsThe exam is performance based with a project-like style - you need to build up
an Office document or complete something according to the given specifications. There
is a simulated environment for you to get your job done. To prepare for the exam, you
need to know the various options available in the Office software. You know the options
and functions available, then you can choose the right stuff and apply them in the
correct order to achieve the project goal. You must have hands-on experience! This
ExamFOCUS book focuses on the more difficult topics that will likely make a difference
in exam results. We introduce and explain the important options in the software that you
cannot afford to miss. The book is NOT intended to guide you through every single step
in the Office software. DO NOT TREAT THIS AS AN A-B-C GUIDE TO MS OFFICE.
You should use this book together with other reference books for the best possible
preparation outcome.
Learn the realities of being a Microsoft Office Specialist and efficiently prepare for the
Word Associate MO-100 Exam with a single, comprehensive study guide MCA
Microsoft Office Specialist Study Guide: Word Associate Exam MO-100
comprehensively prepares you for the MO-100 Exam. Accomplished and experienced
author Eric Butow provides readers with a one-stop resource for learning the job
responsibilities of a Microsoft Office Specialist and succeeding on the MO-100 Exam.
The study guide is written in a straightforward and practical style which, when combined
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with the companion online Sybex resources, allows you to learn efficiently and
effectively. The online resources include hundreds of practice questions, flashcards,
and a glossary of key terms. In addition to preparing you for the realities of the
Microsoft Office Specialist job role, this study guide covers all the subjects necessary to
do well on the certifying exam, including: Managing documents Inserting and formatting
text, paragraphs, and sections Managing tables and lists Creating and managing
references Inserting and formatting graphics Managing document collaboration Perfect
for anyone seeking to begin a new career as a Microsoft Office Specialist, or simply
wondering what the job entails, the Study Guide also belongs on the bookshelf of
currently practicing professionals who want to brush up on the fundamentals of their
role.
Advance your everyday proficiency with Word 2016. And earn the credential that
proves it! Demonstrate your expertise with Microsoft Word! Designed to help you
practice and prepare for Microsoft Office Specialist (MOS): Word 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 documents Format text,
paragraphs, and sections Create tables and lists Create and manage references Insert
and format graphic elements 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.
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 Use the in-depth exam prep, practice, and
review to help advance your proficiency with Microsoft Office--and earn the credential
that proves it!
Master word processing, spreadsheets, and presentations ahead ofthe IC3 exam IC3:
Internet and Computing Core Certification KeyApplications Study Guide is your ideal
study guide when youwant to focus on the Key Applications exam module in
preparationfor the IC3. This book covers common features and functions,
wordprocessing, spreadsheets, and presentations, all presented in aclear, concise
style. Hands-on examples and self-paced exercisesshow you how to perform critical
tasks needed to pass the exam, andthe companion website offers a diverse set of study
tools includingthe Sybex test engine, a preassessment test, hundreds of
practicequestions, videos, and access to over one hundred electronicflashcards. Test
your skills and solidify your understanding of KeyApplications for the IC3. Master the
functions common to all programs, and the mostcommon features Review the basics of
word processing, with formatting andautomation Understand spreadsheets, and how to
manipulate data withformulas Brush up on the creation and formatting of
simplepresentations When you are serious about certification, IC3 providesthe practice
that inspires self-confidence.
- This is the latest practice test to pass the 77-725 Microsoft Word 2016: Core
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Document Creation, Collaboration and Communication Exam. - It contains 35
Questions and Answers. - All the questions are 100% valid and stable. - You can reply
on this practice test to pass the exam with a good mark and in the first attempt.
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
Fully revised for new 900 series exam objectives--more than 400 practice exam
questions! Written by a leading expert on CompTIA A+ certification and training, this
self-study book has been thoroughly updated to cover 100% of the exam objectives on
the 2015 CompTIA A+ exams. New topics include managing and maintaining cellular
devices, including tablets; configuring operating systems, including Windows 8,
Android, and iOS; and enhanced, mobile-centered security and troubleshooting
procedures. CompTIA A+® Certification All-in-One Exam Guide, Ninth Edition (Exams
220-901 & 220-902) enables you to take the tests with complete confidence. It also
serves as a practical reference for IT support and technical personnel. Electronic
content includes two full practice exams with more than 400 accurate practice
questions, training videos from the author, and a complete PDF copy of the book. •
Complete coverage of CompTIA exams 220-901 and 220-902 • Electronic content
includes 400+ practice questions, video training, and a PDF of the book • Includes a
coupon for 10% off of the exam fee, a $37 value

MCA Microsoft Office Specialist Study Guide: Excel Associate Exam MO-200 is
your roadmap to preparing for taking the MO-200 exam and earning the Excel
Associate (Excel and Excel 2019) certification. The following objectives are
covered: Manage worksheets and workbooks Manage data cells and ranges
Manage tables and table data Perform operations by using formulas and
functions Manage charts Major topics include the fundamentals of creating and
managing worksheets and workbooks, creating cells and ranges, creating tables,
applying formulas and functions, and creating charts and objects. This Study
Guide also covers the ability to create and edit a workbook with multiple sheets
and use a graphic element to represent data visually. Workbook examples
include professional-looking budgets, financial statements, team performance
charts, sales invoices, and data entry logs. Readers will also have access to
Sybex's superior online test bank, includng hundreds of practice questions,
flashcards, and a glossary of important terms.
Master one of the most essential skill sets for the contemporary office As
Microsoft Office becomes ever more ubiquitous in modern offices across the
world, competence and familiarity with its intricacies is more important than ever.
Now you can set yourself apart from the pack and prove your skills with the
Microsoft Office Specialist certification. The MCA Microsoft Office Specialist
(Office 365 and Office 2019) Complete Study Guide : Word Associate Exam
MO-100, Excel Associate Exam MO-200, and PowerPoint Associate Exam
MO-300 delivers a comprehensive roadmap to achieving the certification with
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easy-to-follow instruction for each of the three required proficiencies: Word,
Excel, and PowerPoint. You’ll enjoy access to chapter review questions and
Exam Essentials, a feature that identifies critical subject areas. Discover
practical, hands-on exercises that prepare you for real-world roles and jobs, and
gain valuable experience as you reinforce key Microsoft Office skills that you’ll
be expected to demonstrate in job interviews and your day-to-day professional
life. Learn to manage and create text documents in Word, perform operations
with formulas in Excel, and create engaging slideshows and presentations in
PowerPoint. This practical book also provides: Fully updated information for the
latest Microsoft Office Specialist certification exams covering Microsoft Office 365
Access to new career opportunities with a professional certification that’s
relevant to virtually any office environment Access to the Sybex online study
tools, with chapter review questions, full-length practice exams, hundreds of
electronic flashcards, and a glossary of key terms The MCA Microsoft Office
Specialist (Office 365 and Office 2019) Complete Study Guide offers crystal-clear
organization, comprehensive coverage, and easy-to-understand instruction. It’s
perfect for anyone who hopes to prove their skills with the Microsoft Office
Specialist certification or to improve their mastery of Microsoft Office 365.
Demonstrate your expertise with Microsoft OneNote 2010 by earning a MOS
certification. This official Study Guide is designed to help you practice and
prepare for MOS Exam 77-853: OneNote 2010, and features: Full objective-byobjective coverage Procedures and hands-on practice tasks Ready-made,
downloadable practice files Exam-discount offer from Certiport Use the in-depth
exam prep, practice, and review to help advance your proficiency with OneNote
2010—and earn the credential that proves it!
• Explains everything current Excel users need to know about the exam process
• Covers the five main categories of the exam • Includes practice exam software,
videos and flashcards • Reviews the Excel user interface and terminology
Internationally recognized, certification in Microsoft Excel can open up a world of
benefits to you, and Microsoft Office Specialist Excel Associate 365/2019 Exam
Preparation includes everything you need to prepare for the exam. Designed for
those already familiar with Excel, this book provides detailed information about
how and where to take the exam and exactly what to expect. Each chapter is
built on one of the five exam topics. Ample study material is provided, including
practice examsoftware and video tutorials for every outcome in the book. The
author will guide you like a personal Excel coach, helping you to boost your
knowledge, pinpoint skills you need to work on, and gain the confidence to be
able to pass the exam. Why certification is important Microsoft Excel Certification
is an easily verifiable way to showcase your willingness to learn new skills and
software, and it provides a myriad of other benefits as well. Not only can
certification enhance your Excel skills, it can help you get hired, boost academic
performance, prepare for the demands of a job, open doors to career
opportunities, and be more productive and confident working on projects at
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school, home, or work. Microsoft Office Specialist Excel Associate certification is
the first step to prove your skill level and open doors to career opportunities.
Outline of the book This book leads you through the exam process from
beginning to end. The first chapter includes the exact steps to take to register for
the exam and find an exam center, tips on using your time wisely during the
exam, and an overview of Excel’s user interface and important terminology. The
next five chapters thoroughly cover the main topics in the Microsoft Office
Specialist Excel Associate exam: Manage Worksheets and Workbooks, Manage
Data Cells and Ranges, Manage Tables and Table Data, Perform Operations by
using Formulas and Functions, and Manage Charts. Short video tutorials are
included for every single outcome in the book, 70 in all, for when you need extra
help or learn best by observation. Excel practice exam software included Unlike
any other Excel exam manual available, this book includes Excel practice exam
software. The final chapter focuses on the practice exam, which closely mimics
the format of the real exam. Custom-built and specially designed by SDC
Publications, the practice exam can be taken multiple times so you are
comfortable with the test software, how to mark and return to questions, question
format, live in-application steps, and how the results are presented. Study
materials for all learning styles • Custom-made Practice Exam Software • 70
short narrated video tutorials for every outcome in the book • 70 Flashcards •
Exam Day Study Guide About the author Daniel John Stine AIA, CSI, CDT, is a
registered architect with over twenty years of experience in the field of
architecture. Throughout these years of professional practice, Stine has
leveraged many of the Microsoft Office products to organize and manage
complex projects. In addition to Microsoft Office certification study guides, Stine
has written multiple books on architectural design software, all written using
Microsoft Word and published by SDC Publications.
Test how well you know your way around a computer for the IC3exam IC3:
Internet and Computing Core Certification ComputingFundamentals Study Guide
is your ideal study guide to focus onthe Computing Fundamentals exam module
in preparation for the IC3exam. This book covers hardware, software,
peripherals, operatingsystems, and basic troubleshooting, presented in a clear,
concisestyle. Hands-on examples and self-paced exercises show you how
toperform critical tasks needed to pass the exam, and the companionwebsite
offers a diverse set of study tools including the Sybextest engine, a
preassessment test, practice questions, and videos.Readers also gain access to
electronic flashcards, and the chapterfiles needed to complete the exercises in
the book. This guide focuses on the Computing Fundamentals module
helpingyou test your skills and solidify your understanding in preparationfor the
exam. Review the various hardware components essential to thecomputer
Understand which peripherals are crucial, and which are nice tohave Brush up on
basic troubleshooting for common minor issues Master your operating system
and fundamental software When you are serious about certification, IC3
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providesthe practice that inspires self-confidence.
The quick way to learn Microsoft Word 2016! This is learning made easy. Get
more done quickly with Word 2016. Jump in wherever you need answers--brisk
lessons and colorful screenshots show you exactly what to do, step by step. Get
easy-to-follow guidance from a certified Microsoft Office Specialist Master Learn
and practice new skills while working with sample content, or look up specific
procedures Create visually appealing documents for school, business,
community, or personal purposes Use built-in tools to capture and edit graphics
Present data in tables, diagrams, and charts Track and compile reference
materials Manage document collaboration and review Fix privacy, accessibility,
and compatibility issues Supercharge your efficiency by creating custom styles,
themes, and templates
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.
Presents a guide to preparing for certification exams for four Microsoft Office
programs, which includes overviews, step-by-step instructions, and practice
projects for each program.
The quick way to learn Microsoft Word 2019 and Word for Office 365! This is learning
made easy. Get more done quickly with Microsoft Word 2019 and Word for Office 365.
Jump in wherever you need answers--brisk lessons and informative screenshots show
you exactly what to do, step by step. Create great-looking, well-organized documents to
enhance communication Use headings, bookmarks, and footnotes for more intuitive
access to knowledge Visualize information by using diagrams and charts Illustrate
concepts by using 3D models, icons, and screen clippings Collaborate, track changes,
and coauthor documents in real-time Enforce security and privacy in electronic
documents Quickly build tables of contents, indexes, and equations Generate
individualized emails, letters, labels, envelopes, directories, and catalogs Supercharge
efficiency with custom styles, themes, templates, and building blocks Look up just the
tasks and lessons you need
A tutorial to the electronic spreadsheet program prepares students for the Microsoft
performance-based certification test
Use the Internet safely and ethically in preparation for the IC3exam IC3: Internet and
Computing Core Certification Living OnlineStudy Guide is your ideal study guide to
focus on the LivingOnline exam module in preparation for the IC3 exam. This
bookcovers working in a networked environment, using the Internet,electronic
collaboration, and the safety issues surrounding onlinecommunication, presented in a
clear, concise style. Hands-onexamples and self-paced exercises show readers how to
performcritical tasks needed to pass the exam, and the companion websiteoffers study
tools including the Sybex test engine, apre-assessment test, practice questions, and
videos. You will alsohave access to over one hundred electronic flashcards, and
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thechapter files needed to complete the exercises in the book. The Internet and
Computing Core Certification exam measures acandidate on key and fundamental
computing skills, ensuring theirability to get the most value and impact from computer
technology.This guide focuses on the Living Online module of the IC3, testingyour skills
and solidifying your understanding in preparation forthe exam. Review the basics of
electronic communication andcollaboration Master internet navigation and the
networked environment Understand computing and the Internet's impact on society
atlarge Brush up on the safety, ethical, and responsibility issues ofInternet use When
you are serious about certification, IC3 providesthe practice that inspires selfconfidence.
CompTIA Security+ Certification Study Guide: Exam SYO-201, Third Edition, offers a
practical guide for those interested in pursuing CompTIA Security+ certification. The
book is organized into six parts. Part 1 deals with general security issues including
security threats; hardware and peripheral security risks; the fundamentals of operating
system (OS) hardening; implementing system security applications; and concepts of
virtualization. Part 2 discusses the fundamentals of network security. Part 3 focuses on
network access and network authentication. Part 4 explains the importance of risk
assessments and risk mitigation, and how to conduct them. Part 5 reviews general
cryptographic concepts and addresses the complex issues involved in planning a
certificate-based public key infrastructure (PKI). Part 6 on organizational security
discusses redundancy planning; environmental controls; implementing disaster
recovery and incident response procedures; and the policies, procedures, and
documentation upon which organizational computer security is based. Each chapter
begins with Exam Objectives and concludes with Self-Test questions along with their
corresponding answers. *Complete exam-prep package includes full coverage of new
Security+ objectives, flash cards, cram sheets, MP3s for exam-day study, PPT
presentations, two complete practice exams, and certification e-book library *Authored
by a leading Microsoft security expert *A good reference for both beginning security
professionals and seasoned IT professionals
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