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1 | What is the Microsoft Office Specialist certification program?

What is the Microsoft Office Specialist certification program?
What skills does Microsoft Office Specialist cover?

What are the benefits to certification candidates?

What are the benefits to employers?

How can my organization implement a Microsoft Office Specialist
certification program?
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2 | What skills does Microsoft Office Specialist cover?

Microsoft Office Specialist exams are performance-based, which means
each is conducted within a “live” Microsoft Office program. Using the
actual program, exam candidates are asked to perform a series of tasks to
clearly demonstrate their skills. Each program-specific exam evaluates a
defined set of computing skills:
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MICROSOFT WORD e F
Inserting and Modifying Text
Creating and Modifying Paragraphs
Formatting Documents
Managing Documents
Working with Graphics
Workgroup Collaboration

MICROSOFT EXCEL
Working with Cells and Cell Data
Managing Workbooks

Formatting and Printing Worksheets
Modifying Workbooks

Creating and Revising Formulas
Creating and Modifying Graphics
Workgroup Collaboration

MICROSOFT POWERPOINT®
Creating a Presentation

Inserting and Modifying Text

Inserting and Modifying Visual Elements
Modifying Presentation Formats
Printing Presentations

Working with Data from Other Sources
Managing and Delivering Presentations
Workgroup Collaboration

MICROSOFT OUTLOOK®

Creating and Viewing Messages
Scheduling

Managing Messages

Creating and Managing Contacts
Creating and Managing Tasks and Notes

MICROSOFT ACCESS

Creating and Using Databases
Creating and Modifying Tables
Creating and Modifying Queries
Creating and Modifying Forms
Viewing and Organizing Information
Defining Relationships

Producing Reports

Integrating with Other Applications

MICROSOFT PROJECT

Creating a Project Plan

Tracking a Project

Communicating Project Information
General Project Management Concepts
Customizing a Project

Multi-Project Management
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3 | What are the benefits to certification candidates? 5 | How can my organization implement a Microsoft Office Specialist certification program?

4 | What are the benefits to employers?
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