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 Perhaps you are a college student that uses Microsoft Office products for your future career or 

maybe you are already in a job and you would like to advance your career. Certifications are a great way 

to show your knowledge and receive a higher salary. One certification that can benefit just about 

anyone is the Microsoft Office Specialist certification. Just about every business uses Microsoft Office for 

word processing, spreadsheets, and putting together presentations. When getting your Microsoft Office 

Specialist, or MOS, certification you need to plan to make it easier to prepare and pass the exam to 

become certified. 

 When planning to take the MOS, or any certification, you need to find information on the 

certification and the exam. The best place to find information for the MOS certification is Microsoft’s 

web site or Certiport. Certiport does the testing for the MOS certification. There you can find out how 

long the test is (50-60 minutes), how much it costs ($96-$180), the nearest testing center, and other 

useful information about the certification. When you take the MOS certification exam it is for only one 

of the Microsoft Office products (Word, Excel, or PowerPoint). It is probably best to study and take the 

test for one of them at a time. Choose which one you want to get first. 

 Once you figure out which program you are going to study and test for you need to find 

materials for studying. You may be able to find resources at a library, but you will likely find book about 

older versions of Office software. The internet is a great place to find information or online retailers that 

sell books like Barnes and Noble or Amazon. Barnes and Nobles sells study guides for the MOS for about 

$25, but for more in-depth knowledge of a Microsoft Office product, buying a textbook from Amazon 

will help prepare you much more. A textbook from Amazon will set you back more ($130-$150), but 

they are more in-depth, and they usually provide you with exercises to help you practice. The next step 

is to do the actual studying. This part is different for everyone. For some it may take a couple weeks. For 

others it might take a couple months. You will not do yourself any favors by rushing this step. Take your 

time and make sure you have learned everything you can. Once you have studies for the exam it is a 

good idea to find and take practice exams. You can find free practice exams online or if you bought one 

of the more expensive test packages from Certiport they have practice exams too. 

 When you feel ready your next step is to schedule the exam and pay for the exam voucher of 

you have not already. You have three options for the voucher. For $96 you get just the exam voucher. 

For $115 you get the exam voucher and a retake. For $150 you get the voucher with a retake and 

practice test. For $180 you get everything plus an e-book. While you are at the Certiport website you 

will want to find out where the nearest testing center is. If you are in the Milwaukee area you can 

schedule to take the exam at New Horizon in Brookfield. The next nearest centers are in Kenosha and 

Racine. 

 You have studied, bought your voucher and scheduled your exam time. Before you go to take 

the exam, it is a good idea to review to refresh what you have learned. Now, it is time to take the exam 

itself. When you call to schedule they will tell you what to bring with you. When you leave for the exam 

make sure you leave early enough to make it to the testing center early. Map out the route with Google 



Maps or drive to the testing center on a day before the exam to figure out how long it takes to arrive 

there. Now that you are at the testing center you will receive instructions on what to do. They will likely 

walk you to the testing room and assign you a computer. The tests usually take 50-60 minutes. When 

you have completed the exam, you will get your results right away. If you passed, congratulations. If you 

did not, then you will need to study and take it again another time. When you pass you will receive a 

certificate in the mail two or three weeks later. 

 Now that you have your certification what do you do with it? First, it is a good idea to update 

your resume and your LinkedIn profile. Next, you can either ask for a pay raise at work or you can find 

another job that will pay you more for the extra knowledge you will bring with you. Now that you have 

one MOS certification you can go on and get more and become an Expert or a Master. 

 Overall, you can expect to pay at least $96 and up to $350 or more. As far as time investment, 

that depends on how quick you learn the whole process may take a couple weeks or it might take a 

couple months. Below is a sample timeline of this process. Good luck on your quest for MOS 

certification! 

 


