
Mission: HDI SCA Certification 

Your Task:  the Microsoft Office Specialist (MOS) 
Certification 

By: Iris Barreto 

You’ve got this! And you might have some questions so keep reading. I have gone poking 
around the internet to gather some guiding steps for you. I am going to help you get well 
on your way to receiving the Help Desk Institute Support Center Analyst Certification.  

First off: What is the Microsoft Office Specialist Certification and why should I certify in 
this? Microsoft says, “MOS certification is for those looking to demonstrate proficiency in one or more 
Office programs.”1 Perfect! This is just what we are looking for. This certification is specially 
designed by Microsoft to help you learn the best of what its applications can offer. And 
who better help you get this certification then Microsoft themselves. You are still asking why to certify in Microsoft office? Because 
Microsoft Office is the worlds most used office suite. It has power, it has variety, and it is possibly the best all in one office suite. And, 
if you are going to be a Help Desk techy, you really want to know the ins and outs of these programs so that you can give #1 service 
to your clients. 

The Microsoft Office Specialist Certification focuses on the main applications. Which applications are we talking about here? Well, 
we are looking at the 2016, main featured applications (although there are still tests for the 2013 versions available): Word, Excel, 
PowerPoint, Access, and Outlook. Each application has its own test so that you can prepare for each test and take it when you are 
ready.  

 

 

Let’s look a little at each test.  
 
 
 
The first exam (77-725) is for Microsoft Office’s world-renowned 
word processor Word. It tests on the ability to: “Create and manage 
documents, Format text, paragraphs, and sections, Create tables 
and lists, Create and manage references, and Insert and format 
graphic elements.”2 

 
Click on the link below to see more. 

https://www.microsoft.com/en-us/learning/exam-77-725.aspx 

 
 
 
The second exam (77-727) listed is Microsoft Office’s spreadsheet 
application Excel. This test will focus on the ability to: “Create and 
manage worksheets and workbooks, Manage data cells and ranges, 
Create tables, Perform operations with formulas and functions, 
Create charts and objects”3 

 
Click on the link below to see more. 

https://www.microsoft.com/en-us/learning/exam-77-727.aspx 

 
 

 
Third on the list for exam (77-729) is one of Microsoft Office’s most 
dazzling application PowerPoint. This tests the ability to: “Create and 
manage presentations, Insert and format test, shapes, and images, 
Insert tables, charts, SmartArt, and media, Apply transitions and 
animations, Manage multiple presentations”4 

 
Click on the link below to see more. 

https://www.microsoft.com/en-us/learning/exam-77-729.aspx 

 
 
 
Fourth on the list is Microsoft Office’s database applications Access. 
This tests the ability to: “Create and manage a database, Build 
tables, Create queries, Create forms, Create reports” 

 
Click on the link below to see more. 

https://www.microsoft.com/en-us/learning/exam-77-730.aspx 
 

 
 
 
 

 
 

 
Finally, but not least is Microsoft Office’s web-based email application, Outlook 
testing the ability to: “Manage the Outlook environment for productivity, Manage 
messages, Manage schedules, Manage contacts and groups 

 
Click on the link below to see more. 

https://www.microsoft.com/en-us/learning/exam-77-731.aspx 

 

 
 
Now that we know a little about the tests, I will give you some ideas that will help you prep. 
 
 
 
Some questions: Are you short for time? When do you need the certification by? Do you plan to study alone? How much time will 
you give yourself for studying? Will you sign up for classes at a nearby college? Can you take online classes? Will your company be 
paying for the classes or is this out of your pocket? (Psst. If you want a help in asking the boss to cover the cost click here.) 

 

                                                           
1 https://www.microsoft.com/en-us/learning/certification-overview-mos.aspx 
2 https://www.microsoft.com/en-us/learning/exam-77-725.aspx 
3 https://www.microsoft.com/en-us/learning/exam-77-727.aspx 
4 https://www.microsoft.com/en-us/learning/exam-77-730.aspx 



1. A) If you decide to sign up for a class – Good for you! You will have the atmosphere keep you on schedule and challenged to 
do the best you can. You can even sign up at MATC for a 16-week course for only $446.25.  Just don’t forget to register for the 
test. 
 
B) You prefer to work on your own schedule? Ok, let’s give ourselves one month for study and end with the test. But I am 
depending on you to give no less then 7 hours per week to read and study.  

 
 

2. You’re going to need materials to help with the studying.  
A) First off, if you are a current student, your school should provide you with a student account that allows you to use 
Microsoft Office for free or for a discounted price. If not, it would be a good idea to invest and buy the suite. 
 

B) Second, here is a hand full of online sites that offer direction for the various 
applications: 
 

https://www.gcflearnfree.org/ 
https://www.lynda.com/ 
https://www.goskills.com/ 
https://lifehacker.com/how-to-master-microsoft-office-word-1767504409 
https://www.youtube.com/watch?v=TxLuuNprjXg 
https://www.youtube.com/watch?v=8lXerL3DHRw 
https://www.youtube.com/watch?v=1IA4SeajZRw 
https://www.youtube.com/watch?v=lbc1HX8Jccw 
https://www.youtube.com/watch?v=cMRXBuBx2Fw 

 
And there are more videos on Youtube that can help. 

  
 
 

C) You want books? How about checking with your local book store or ordering online: 
 
From Barns&Noble: https://www.barnesandnoble.com/b/books/microsoft-office/microsoft-office-2016/_/N-29Z8q8Z2j31 
From Amazon: https://www.amazon.com/Office-Applications-Microsoft-Books/b?ie=UTF8&node=4127 
From Microsoft:https://www.microsoftpressstore.com/store/browse/microsoft-office 
From Labelearning:http://www.lablearning.com/Store/Microsoft-Office-2016-Store-Subject/ 
 
 
 
 

3. What about what the test? What is it like?  Watch these video tutorials, supplied from Microsoft, on Youtube. 

 Active screen (0:44) 
 Best answer (0:20) 
 Build list (0:45)  
 Case studies (1:13)  

 Drag and drop (0:37) 
 Hot area (0:17)  
 Multiple choice (0:37) 
 Repeated answer choices (0:20) 

 Short answer (0:29) 
 Mark review (0:33) 
 Review screen (1:36) 

 
 
 
 
 

4. What about practice tests? Those are available too!  
Check out http://www.teachertube.com/document/32445 
 
This link is an excellent offer from Microsoft.  
https://www.microsoft.com/en-us/learning/certification-exams.aspx 

 



 
 

5. Let’s make a schedule. We are going to assign 2 hours of every day (no less than one) to reading our material and 
experimenting with the app. We want to experiment with every point that might be on the test so get familiar with the apps 
vocabulary and if your materials don’t show you how check Microsoft forums or search the internet.5 
 

Here is an example of another way to visualize a time division for your preparation: 

 

 

 

As you can see I’ve used a gnat chart to work out a project plan to keep on track to the time I have allotted for my tasks. 

6. How much are the tests? Here in the United States, Microsoft connects with Certiport.com offering each test at $96.00.6  (And 
if you are doing your own private study with free online tools you are really saving! What a deal!) 

So lets look at one possible total: Tests   $480.00 
     Professional Suite $400.00 
     Class at MATC $446.25 
        $1326.25 
 
The price may stand out to be over the top but here is a little inside, the company you are currently working for can support 
you furthering your education. They know that with this certificate you will be an even greater asset to its mission.  
 
  

Let me tell you, after passing the exam on these you will be more that proficient you will be like a Microsoft Office pro!  So, let’s not 
forget the goal. The Microsoft Office Certification is going to make a huge impact for 
you as you continue from here for the Help Desk Institute Support Center Analyst 
Certification. Keep studying, so that one day you make your mark on the world. 

                                                           
5 *Desclaimer everyone has to manage this project according to their lifestyle and the many variables that are involved in their daily life and by their work life. I only make a 
hurried plan not including any other possibilities that could increase the length of the project. 

6 http://shop.certiport.com/category-s/1905.htm 


