MICROSOFT OFFICE MASTER 2016
CERTIFICATION TRAINING (VOUCHERS
INCLUDED) - ONLINE

ONLINE MICROSOFT OFFICE MASTER 2016 TRAINING

EARNING YOUR MICROSOFT OFFICE MASTER CERTIFICATION DEMONSTRATES YOUR
EXPERTISE IN THE MOST WIDELY USED BUSINESS PRODUCTIVITY SUITE.

THIS 100% ONLINE COURSE WILL HELP YOU BUILD THE TECHNICAL SKILLS YOU NEED
TO PASS THE MICROSOFT OFFICE MIASTER CERTIFICATION EXAMS FOR WORD, EXCEL,
POWERPOINT AND OUTLOOK.

JOB OUTLOOK FOR CERTIFIED MICROSOFT OFFICE PROFESSIONALS

ACCORDING TO PAYSCALE.COM, PROFESSIONALS THAT HOLD MICROSOFT OFFICE
CERTIFICATION EARN AN AVERAGE OF 554,000 PER YEAR.

ACCORDING TO BURNING GLASS, A WORKFORCE ANALYTICS COMPANY, MICROSOFT
OFFICE CERTIFICATION IS IDEAL FOR GROWTH IN THE BUSINESS CONSULTING AND

PROFESSIONAL SERVICES INDUSTRY.

MICROSOFT FOUND THAT ENTRY-LEVEL BUSINESS PROFESSIONALS WHO HOLD A

MICROSOFT OFFICE CERTIFICATION CAN EARN “AS MUCH AS 516,000 MORE IN ANNUAL

SALARY THAN THEIR UNCERTIFIED PEERS.”

Lansing Community College is committed to providing equal employment opportunities and equal education
for all persons regardless of race, color, sex, age, religion, national origin, creed, ancestry, height, weight, sexual

orientation, gender identity, gender expression, disability, familial status, marital status, military status, veteran’s

status, or other status as protected by law, or genetic information.
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COURSE OBJECTIVES

- PREPARE FOR THE MICROSOFT OFFICE MASTER CERTIFICATION EXAMS FOR WORD, Icc.edu/jtc/career-training
EXCEL, POWERPOINT AND OUTLOOK

- GAIN THE HIGHEST LEVEL OF PROFICIENCY IN THE MICROSOFT OFFICE 2016 SUITE
- UNDERSTAND HOW THESE PROGRAMS FIT INTO TODAY’S OFFICE AND HOW TO BEST
USE THEM " Microsoft®

. Office

Specialist

CURRICULUM

1. LEARN ABOUT BEST COMMUNICATION PRACTICES, EXPECTATIONS AND HOW TO
MAKE YOURSELF A VIABLE ASSET TO ANY TEAM.

2. UNDERSTAND HOW TO WORK WITHIN MICROSOFT EXCEL. ENTER DATA AND CREATE
WORKSHEETS, COVER ADVANCED TOPICS LIKE USING FORMULAS, VISUALIZING DATA
AND HOW TO COLLABORATE WITH OTHER EXCEL USERS.

3. CREATE AND EDIT WORD DOCUMENTS. LEARN TO USE TABLES, IMAGES,
ILLUSTRATIONS, AND CHANGE PAGE LAYOUT. ADDITIONALLY, YOU’LL COVER HOW
TO REVIEW AND COLLABORATE ON DOCUMENTS, MANAGE MAILINGS AND PROTECT
DOCUMENTS.

Lansing Community College is committed to providing

4. DEVELOP POWERPOINT PRESENTATIONS FROM START TO FINISH. UNDERSTAND HOW equal employment opportunities and equal education

TO FORMAT YOUR PRESENTATIONS, AND INCLUDE ADVANCED ELEMENTS LIKE EFFECTS, for all persons regardless of race, color, sex, age,
religion, national origin, creed, ancestry, height, weight,

ILLUSTRATIONS AND TABLES. sexual orientation, gender identity, gender expression,

disability, familial status, marital status, military status,
veteran’s status, or other status as protected by law, or
genetic information.

5. MASTER MICROSOFT OUTLOOK BY LEARNING TO WORK WITH MESSAGES, ORGANIZE
CONTACTS, MANAGE AN INBOX AND WORK ACROSS MULTIPLE EMAIL ACCOUNTS.
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HOW VALUABLE IS THE MICROSOFT OFFICE (MOS) MASTER FOR ALL COURSES HELD
PROFESSIONALS? O
MOS MASTER IS THE TOP COMPUTER SKILLS CERTIFICATION FOR PROFESSIONALS. NLINE
GLOBALLY, MICROSOFT OFFICE IS THE LEADING OFFICE SOFTWARE WITH MANY FOR INFORMATION VISIT:

ORGANIZATIONS HEAVILY INVESTED IN MICROSOFT TECHNOLOGY.

Icc.edu/jtc/career-training

HOW MANY EXAMS ARE REQUIRED FOR THE MICROSOFT OFFICE MASTER
CERTIFICATION?

TO EARN YOUR MOS CERTIFICATION, YOU MUST PASS THE FOLLOWING EXAMS: .
MOS 77-727 AND 77-728 (EXCEL), 77-725 AND 77-726 (WORD), 77-729 . Microsoft®

W [ ]
(POWERPOINT), AND 77-731 (OUTLOOK). .
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ARE THERE ANY PREREQUISITES OR REQUIREMENTS?

THERE ARE NO PREREQUISITES TO TAKE THIS COURSE. S pec i a I ist

Lansing Community College is committed to providing equal employment opportunities and equal education
for all persons regardless of race, color, sex, age, religion, national origin, creed, ancestry, height, weight, sexual
orientation, gender identity, gender expression, disability, familial status, marital status, military status, veteran’s
status, or other status as protected by law, or genetic information.




