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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.
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.
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 Access 2016. 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 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 •
Practice files and sample solutions Sharpen the skills measured by these
objectives: • Create and manage databases • Build tables • Create queries •
Create forms • Create reports
Students who are beginning studies in technology need a strong foundation in
the basics before moving on to more advanced technology courses and
certification programs. The Microsoft Technology Associate (MTA) is a new and
innovative certification track designed to provide a pathway for future success in
technology courses and careers. The MTA program curriculum helps instructors
teach and validate fundamental technology concepts and provides students with
a foundation for their careers as well as the confidence they need to succeed in
advanced studies. Through the use of MOAC MTA titles you can help ensure
your students future success in and out of the classroom. Vital fundamentals of
security are included such as understanding security layers, authentication,
authorization, and accounting. They will also become familair with security
policies, network security and protecting the Server and Client.
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• 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
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
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has written multiple books on architectural design software, all written using
Microsoft Word and published by SDC Publications.
Advance your everyday proficiency with PowerPoint 2016. 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 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 Practice
files and sample solutions Sharpen the skills measured by these objectives:
Create and manage presentations Insert and format text, shapes, and images
Insert tables, charts, SmartArt, and media Apply transitions and animations
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.
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.
The Microsoft Technology Associate certification (MTA) curriculum helps
instructors teach and validate fundamental technology concepts with a foundation
for sudents' careers as well as the confidence they need to succeed in advanced
studies. Through the use of MOAC MTA titles you can help ensure your students
future success in and out of the classroom. This MTA text covers the following
Windows Operating System vital fundamental skills: • Understanding Operating
System Configurations • Installing and Upgrading Client Systems • Managing
Applications, Managing Files and Folders • Managing Devices • Understanding
Operating System Maintenance. Click here to learn more about Microsoft
Technology Associate, (MTA) a new and innovative certification track designed to
provide a pathway for future success in technology courses and careers.
Easy to follow, step-by-step lessons enable students to quickly and efficiently learn the
features of Microsoft PowerPoint 2003 and how to use them at school, at home, and in
the workplace. This Microsoft Official Academic Course offers friendly, straightforward
instruction with a focus on real-world business scenarios. Included with the book is a
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180-day trial version of Microsoft Office Professional 2003 and dynamic interactive
tutorials from the Microsoft eLearning Library. Skills covered in the book correspond to
the objectives tested on the Microsoft Office Specialist examination. A complete
instructor support program is available with the text.
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
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 PowerPoint 2016. 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 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 Practice files and sample solutions Sharpen the skills measured
by these objectives: Create and manage presentations Insert and format text, shapes,
and images Insert tables, charts, SmartArt, and media Apply transitions and animations
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.
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.
The Microsoft Word text editing program is one of the most popular programs used
today for writing letters, reports, flyers, and more. It is embraced by business,
education, health care, and government institutions. This concise, step-by-step
instructions and exercises in this book will get users thoroughly and efficiently
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acquainted with this valuable program. After working through the books, users have the
opportunity to take the Microsoft Office Specialist ® (MOS) exam and receive an official
certificate -- a useful document in the workplace or on a resume. For optimal exam
preparation, various additional materials are available, including an ample assortment
of practice files. Even aside from the exam, this is the ideal book for learning crucial
Word skills, including: creating and editing text; creating lists and tables; working with
pictures; using WordArt, shapes, and SmartArt; formatting documents; adding captions,
footnotes, and a table of contents; adjusting document views; and more.
The MOS 2019 Study Guide for Microsoft Outlook covers Microsoft Outlook 2019,
specifically the skills required to pass the Outlook 2019 Microsoft Office Specialist
exam. Demonstrate your expertise with Microsoft Outlook Designed to help you
practice and prepare for Microsoft Office Specialist (MOS): Outlook 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 About MOS A Microsoft Office
Specialist (MOS) certification validates your proficiency with Microsoft Office programs,
demonstrating that you can meet globally recognized performance standards. Handson experience with the technology is required to successfully pass Microsoft
Certification exams.
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
The MOS 2016 Study Guide for Microsoft Outlook covers Microsoft Outlook 2016,
specifically the skills required to pass the Outlook 2016 Microsoft Office Specialist
exam. The Microsoft Office Specialist Study Guides provide concise descriptions of the
tasks that certification candidates must demonstrate to pass the Microsoft Office
Specialist exams, step-by-step procedures for performing those tasks, practice tasks
based on the MOS exam approach, sample files for practicing the tasks, and solution
files so you can check your work.
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
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References • Insert and Format Graphic Elements EXAM MO-100 About the MOS: Associate
Certification A Microsoft Office Specialist (MOS): Associate certification validates your handson 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
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
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.
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 Readymade 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.
The quick way to learn Microsoft Outlook 2016! This is learning made easy. Get more done
quickly with Outlook 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 Manage your email more efficiently than ever
Organize your Inbox to stay in control of everything that matters Schedule appointments,
events, and meetings Organize contact records and link to information from social media sites
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Track tasks for yourself and assign tasks to other people Enhance message content and
manage email security
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
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.
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
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!
This study guide helps readers prepare for the Microsoft Office Specialist Access 2016
certification.
MOS 2016 Study Guide for Microsoft ExcelMicrosoft Press
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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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. The MOS 2016 Study
Guide for Microsoft Outlook covers Microsoft Outlook 2016, specifically the skills required to
pass the Outlook 2016 Microsoft Office Specialist exam. The Microsoft Office Specialist Study
Guides provide concise descriptions of the tasks that certification candidates must
demonstrate to pass the Microsoft Office Specialist exams, step-by-step procedures for
performing those tasks, practice tasks based on the MOS exam approach, sample files for
practicing the tasks, and solution files so you can check your work.
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
Provides information on manuscript preparation, punctuation, spelling, quotations, captions,
tables, abbreviations, references, bibliographies, notes, and indexes, with sections on journals
and electronic media.
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

"This book is organized around three concepts fundamental to OS construction:
virtualization (of CPU and memory), concurrency (locks and condition variables), and
persistence (disks, RAIDS, and file systems"--Back cover.
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. Handson experience with the technology is required to successfully pass Microsoft
Certification exams.
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.
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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.
Everything you need to pass the PRINCE2 with flying colors The PRINCE2 Study
Guide, Second Edition, offers comprehensive preparation for the latest PRINCE2 exam.
Covering 100 percent of the exam objectives, this guide provides invaluable guidance
that will help you master both the material and its applications; indeed, a practicecentered approach helps you “learn by doing” to help you internalize PRINCE2
concepts on a deeper level. Although the exam is heavily focused on detailed business
process, this guide’s accessible writing and real-world approach make learning fun.
Each chapter poses a common project challenge, and walks you through the solution
based on essential PRINCE2 principles. A year of FREE access to electronic study aids
allows you to study anywhere, at any time, and expert instruction throughout breaks
complex topics down into easily-digestible concepts. The PRINCE2 exam is
challenging, but thorough preparation is your best defense. Conceptual knowledge is
important, but it isn’t enough—knowledge is only useful if you can apply it. This book is
designed as your personal PRINCE2 coach: Master 100 percent of the PRINCE2 exam
objectives Apply your knowledge to real-world workplace scenarios Test your
understanding with challenging review questions Access sample questions, electronic
flashcards, and other study aids PRINCE2 is globally recognized as one of the premier
project management credentials; while less expansive than the PMP, the PRINCE2 is
more intense and tightly focused on detailed business processes. Companies around
the world are in need of qualified project management professionals to optimize
processes and boost organizational performance—and the PRINCE2 certification puts
you on the map as a validated professional. If you’re ready to take on your next
challenge, the PRINCE2 Study Guide, Second Edition, is your ultimate companion for
complete preparation.
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
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