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This Microsoft Excel 2013, Exam 77-420 book is the only Microsoft Official Academic Course (MOAC) textbook. This series includes a complete classroom instructional program.
This Excel 2013 text is mapped to the Excel 2013 certification exam objectives and is designed to re-enforce workforce skills. With this book students learn to create and edit
professional-looking spreadsheets for a variety of purposes and situations. It also covers such skills as charting, creating analytical, financial reports, data entry, developing
budgets, formatting numerical (financial, statistical, etc.) reports, creating forms, graphing, processing data, reporting, technical support, trending and much more. The Microsoft
Official Academic Course (MOAC) Office series also offers OfficeGrader. This valuable tool corrects your students tasked-based assignments. Students work on real-world
problems like the ones they will encounter in the workforce ensuring they are ready for real professional challenges. OfficeGrader allows for efficient and consistent grading
saving time for other important teaching activities. Grading is easier than ever allowing faster assignment turnaround to students. Excel 2013 certification can help students with
classwork and differentiate job hunters in todays competitive job market. Students who have earned certification can broaden their employment opportunities in such fields as
accounting, office administration, consulting, as executives and managers, help desk personnel, instructors/trainers, program/project managers, and sales careers.
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.
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.
Your text simplified as the essential facts to prepare you for your exams. Over 2,000 higly probable test items.
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.
This book will help you get started with agile project management using Microsoft’s latest releases of its market-leading Team Foundation Server (TFS) 2015, and Visual Studio
Team Services (VSTS). The book demonstrates agile concepts and how to implement them using TFS/VSTS. Many organizations are using agile practices today. Agility has
become a key enabler for running better projects with more successful end results and high quality output. At the same time, adoption of TFS/VSTS has increased dramatically,
from being just a new version control system in the very beginning to becoming the fully-featured market leader it is today. In order to benefit the most from agile practices you
need an Application Lifecycle Management (ALM) toolset that supports your way of working. With TFS/VSTS, Microsoft has provided a powerful tool that is very customizable.
This book shows you how you can use TFS/VSTS to implement many agile practices and how they fit into a well-thought-out ALM implementation. The book also shows how an
agile product owner can work with TFS/VSTS to setup an agile project from scratch and how to continue using TFS/VSTS throughout the whole project to track progress, create
and refine the backlog, and work with Kanban and Scrum Task boards. Keeping track of progress is important in any project. TFS/VSO includes many tools which will help you to
track key metrics in an agile project. Many useful reports are available out of the box, and the TFS extensibility offers several ways to further customize reporting to fit your needs.
What You Will Learn: Agile Concepts and Processes How TFS/VSO supports agile processes end to end How you can customize TFS/VSO to better support your processes
How to set up an agile project from scratch and manage it over its lifecycle
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A unique, comprehensive guide to creating custom apps withVBA Automating computing tasks to increase productivity is a goalfor businesses of all sizes. Visual Basic for Applications (VBA)
isa version of Visual Basic designed to be easily understandable fornovice programmers, but still powerful enough for IT professionalswho need to create specialized business applications.
With thisinvaluable book, you'll learn how to extend the capabilities ofOffice 2013 applications with VBA programming and use it forwriting macros, automating Office applications, and creating
customapplications in Word, Excel, PowerPoint, Outlook, and Access. Covers the basics of VBA in clear, systematic tutorials andincludes intermediate and advanced content for experienced
VBdevelopers Explores recording macros and getting started with VBA;learning how to work with VBA; using loops and functions; usingmessage boxes, input boxes, and dialog boxes;
creating effectivecode; XML-based files, ActiveX, the developer tab, contentcontrols, add-ins, embedded macros, and security Anchors the content with solid, real-world projects in
Word,Excel, Outlook, PowerPoint, and Access Covering VBA for the entire suite of Office 2013 applications,Mastering VBA for Microsoft Office 2013 is mandatoryreading.
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 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.
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 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.
The 200-page study looks closely at the information literacy efforts of North American colleges and universities, presenting findings from a survey of more than 50 colleges and universities.
The report gives highly detailed data on library use of personnel for instructional purposes, trends in the number of in-class presentations, number of instructors used, students served and
classes given. It pinpoints librarian opinion on the information literacy skills of their students in catalog, e-book and database use, facility with QR codes, search engine use, and use of special
collections, among other areas. It serves as a guide to how students and information literacy instructors are assessed and what is the role of information literacy in college orientation. The
report also gives detailed data on information literacy training requirements for graduation and on information literacy efforts for special populations, such as distance learning students. The
report helps library planners to answer questions such as: what are norms for information literacy graduation requirements? What is the perception of the overall level of student skills in use of
e-book collections? What percentage of libraries access faculty satisfaction with the information literacy effort? How high a priority is information literacy for college management? What is the
role of instructional video in information literacy?
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 Word 2016 a nd 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.
• 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
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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 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.
PCMag.com is a leading authority on technology, delivering Labs-based, independent reviews of the latest products and services. Our expert industry analysis and practical solutions help you
make better buying decisions and get more from technology.
MCA Microsoft® Office Specialist (Office 365 and Office 2019) STUDY GUIDE Your complete guide to preparing for the Microsoft Office Specialist Excel exam The MCA Microsoft Office
Specialist (Office 365 and Office 2019) Study Guide: Excel Associate Exam MO-200 is your one-stop resource for preparing you to earn the Excel Associate certification. The exam measures
your competencies in the fundamentals of Excel. This guide starts you off with an assessment test to measure what you already know and what you still need to learn. Then you move into
professional scenarios and examples, practical exercises, and challenging chapter review questions. Finally, you can reinforce and retain what you’ve learned with the Sybex online learning
environment and test bank. Get prepared for the Excel Associate Exam with Sybex. Coverage of 100% of all exam objectives in this Study Guide means you’ll be ready to: Create and
manage worksheets and workbooks Apply formulas and functions Populate tables with data Create and edit a workbook with multiple sheets Add a graphic element to represent data visually
Interactive learning environment Take your exam prep to the next level with Sybex’s superior interactive online study tools. To access our learning environment, simply visit
www.wiley.com/go/sybextestprep, register your book to receive your unique PIN, and instantly gain one year of FREE access after activation to: Interactive test bank with a practice exam to
help you identify areas where further review is needed. Get more than 90% of the answers correct, and you’re ready to take the certification exam. 100 electronic flashcards to reinforce
learning and last-minute prep before the exam. Comprehensive glossary in PDF format gives you instant access to the key terms so you are fully prepared.
"If you'd like a glimpse at how the next generation is going to program, this book is a good place to start." —Gregory V. Wilson, Dr. Dobbs Journal (October 2004) Build Your Own Automated
Software Testing Tool Whatever its claims, commercially available testing software is not automatic. Configuring it to test your product is almost as time-consuming and error-prone as purely
manual testing. There is an alternative that makes both engineering and economic sense: building your own, truly automatic tool. Inside, you'll learn a repeatable, step-by-step approach,
suitable for virtually any development environment. Code-intensive examples support the book's instruction, which includes these key topics: Conducting active software testing without
capture/replay Generating a script to test all members of one class without reverse-engineering Using XML to store previously designed testing cases Automatically generating testing data
Combining Reflection and CodeDom to write test scripts focused on high-risk areas Generating test scripts from external data sources Using real and complete objects for integration testing
Modifying your tool to test third-party software components Testing your testing tool Effective Software Test Automation goes well beyond the building of your own testing tool: it also provides
expert guidance on deploying it in ways that let you reap the greatest benefits: earlier detection of coding errors, a smoother, swifter development process, and final software that is as bug-free
as possible. Written for programmers, testers, designers, and managers, it will improve the way your team works and the quality of its products.
Advance your expert-level proficiency with Excel. And earn the credential that proves it! Demonstrate your expert-level competency with Microsoft Excel! Designed to help you practice and
prepare for Microsoft Office Specialist: Microsoft Excel Expert (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
Workbook Options and Settings Manage and Format Data Create Advanced Formulas and Macros Manage Advanced Charts and Tables About the 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/ MOSExcelExpert201/downloads
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
Maximize the impact and precision of your message! Now in its fourth edition, the Microsoft Manual of Style provides essential guidance to content creators, journalists, technical writers,
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editors, and everyone else who writes about computer technology. Direct from the Editorial Style Board at Microsoft—you get a comprehensive glossary of both general technology terms and
those specific to Microsoft; clear, concise usage and style guidelines with helpful examples and alternatives; guidance on grammar, tone, and voice; and best practices for writing content for
the web, optimizing for accessibility, and communicating to a worldwide audience. Fully updated and optimized for ease of use, the Microsoft Manual of Style is designed to help you
communicate clearly, consistently, and accurately about technical topics—across a range of audiences and media.
MOS 2010 Study Guide for Microsoft Word, Excel, PowerPoint, and OutlookPearson Education
A tutorial to the electronic spreadsheet program prepares students for the Microsoft performance-based certification test
Mission SSC by Disha is a key component to unlocking a seat in the various departments of the Govt. of India. Mission SSC is a conscious effort to address the most important topics and question patterns
which prepare students for the various SSC Exams like CGL, CHSL, Jr. Engg., Multi-Tasking, Sub-Inspector etc. The books starts with the career prospects associated with each of the exams. The book
comprehensively covers preparation strategies & techniques to crack the various sections - Quantitative Ability, Data interpretation, Logical Reasoning and Verbal Ability with Reading Comprehension. The
book also covers shortcuts, and tips to crack the typical kinds of problems encountered in these exams. It also instructs aspirants how successfully to strategise, manage time and analyse their knowledge
pattern accurately to make the most of a time-bound elimination exam.
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
The essential guide for managers and business students who wish to use Microsoft Excel to its full potential As the industry standard spreadsheet for the analysis and presentation of results, Microsoft Excel
is indispensable in the business world. This text provides a practical and straightforward guide to fully utilising the functions of Microsoft Excel, guiding the reader from basic principles through to the more
complicated areas such as modelling, the analysis of charts, reporting, and automatic importing of data from the web directly into an Excel workbook. Bernard Liengme has written this book specifically to
meet the requirements of business students and professionals working with Microsoft Excel. The text is illustrated throughout with screen-shots, as well as a wide variety of examples and case studies based
in real-world business contexts, introduced with a minimum of maths, and readily adaptable to workplace situations. The new edition has been brought fully up to date with the new Microsoft Office XP release
of Excel 2002 but can be used alongside any previous version of Excel, with new Excel 2002 features clearly indicated throughout. * Content written specifically for the requirements of business students and
professionals working with Microsoft Excel, brought fully up to date with the new Microsoft Office XP release of Excel 2002 * Features of Excel 2002 are illustrated through a wide variety of examples based in
real-world business contexts, introduced with a minimum of maths, and readily adaptable to workplace situations * Can be used alongside any previous version of Excel, with new Excel 2002 features clearly
indicated throughout
Roll up your sleeves and jump into Agile project management to use and customize Microsoft Azure DevOps. Organizations adopt Agile practices because they are a key enabler to run better projects, get
more successful end results, and achieve an overall higher quality output. To benefit the most from Agile, you need an Application Life Cycle Management (ALM) or DevOps toolset that supports your style
and work environment. Agile Project Management with Azure DevOps teaches you how to use Azure DevOps to implement many Agile practices such as SAFe, Scrum, and Kanban, and it shows you how
they fit into a well-planned Agile implementation. Agile product owners will learn how to work with Azure DevOps to set up a project from scratch, and to continue using Azure DevOps throughout. Keeping
track of progress is important in any project. Author Joachim Rossberg teaches you about the tools in Azure DevOps that can help you track progress and key metrics, including those that are available right
out of the box. You will learn how to create and refine the backlog, work with Kanban and Scrum task boards, and get exposed to valuable key concepts along the way. Finally, you will dive into Azure
DevOps extensibility to learn about the many ways you can customize reporting to best meet your needs What You'll Learn Understand Agile product management concepts and processes for working with
Azure DevOps Discover how Azure DevOps supports agile processes end-to-end Implement Agile processes in Azure DevOps Customize Azure DevOps to better support your processes Complete step-bystep setup of an Agile project from scratch and manage it through its life cycle Who This Book Is For Software product owners, Agile leaders, Scrum masters, and software engineers who use Microsoft Azure
DevOps. A basic understanding of Agile is helpful.

IT Certification Success Exam Cram 2 provides you with a detailed explanation of the certification arena from Ed Tittel, one of the most respected figures in the industry. The
book explains the various certification programs, their prerequisites, what can be done with them, and where you might want to go next. Readers preparing for a certification
exam find the best-selling Exam Cram 2 series to be the smartest, most efficient way to become certified. This book focuses exactly on what you need to know to get certified
now!
Primary and Secondary education is a formative time for young students. Lessons learned before the rigors of higher education help to inform learners’ future successes, and
the increasing prevalence of learning tools and technologies can both help and hinder students in their endeavors. K-12 Education: Concepts, Methodologies, Tools, and
Applications investigates the latest advances in online and mobile learning, as well as pedagogies and ontologies influenced by current developments in information and
communication technologies, enabling teachers, students, and administrators to make the most of their educational experience. This multivolume work presents all stakeholders
in K-12 education with the tools necessary to facilitate the next generation of student-teacher interaction.
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.
Master word processing, spreadsheets, and presentations ahead of the IC3 exam IC3: Internet and Computing Core Certification Key Applications Study Guide is your ideal
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study guide when you want to focus on the Key Applications exam module in preparation for the IC3. This book covers common features and functions, word processing,
spreadsheets, and presentations, all presented in a clear, concise style. Hands-on examples and self-paced exercises show you how to perform critical tasks needed to pass the
exam, and the companion website offers a diverse set of study tools including the Sybex test engine, a preassessment test, hundreds of practice questions, videos, and access
to over one hundred electronic flashcards. Test your skills and solidify your understanding of Key Applications for the IC3. Master the functions common to all programs, and the
most common features Review the basics of word processing, with formatting and automation Understand spreadsheets, and how to manipulate data with formulas Brush up on
the creation and formatting of simple presentations When you are serious about certification, IC3 provides the practice that inspires self-confidence.
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
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