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Advance your everyday proficiency with Word 
2013. 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 2013 certification, this official Study Guide delivers:

• Focused exam prep for each MOS objective
• Skill-building procedures and case scenarios
• Hands-on tasks to apply what you’ve learned
• Practice and review questions
• Ready-made practice files

Sharpen the skills measured by these objectives:
• Create and Manage Documents
• Format Text, Paragraphs, and Sections
• Create Tables and Lists
• Apply References
• Insert and Format Objects

Pierce

EXAM 77-418

About MOS
A Microsoft Office Specialist (MOS)  
certification validates your proficiency 
with Microsoft Office programs,  
demonstrating you can meet globally 
recognized performance standards. 
Hands-on experience with the tech-
nology is required to successfully pass 
Microsoft Certification exams.

See full details at: 
microsoft.com/learning/certification 

Practice Files
Available at:
http://aka.ms/mosWord2013/files

MOS: Word 2013

microsoft.com/mspress

Certification/Microsoft Access

ISBN: 978-0-7356-6925-3

U.S.A. $19.99
Canada  $20.99

[Recommended ]

Microsoft 
Word

EXAM 77-418 

Joan Lambert

MOS 2013  
Study Guide

spine = .48”








































































































	Contents
	Introduction
	Who this book is for
	How this book is organized
	Download the practice files
	Sidebar: Adapting exercise steps

	Get support and give feedback
	Ebook edition
	Errata
	We want to hear from you
	Stay in touch


	Taking a Microsoft Office Specialist exam
	Microsoft Office Specialist certification
	Selecting a certification path
	Test-taking tips
	Certification benefits
	For more information

	Objective 3: Create tables and lists
	3.1 Create tables
	Creating basic tables
	Inserting preformatted tables
	Practice tasks

	3.2 Modify tables
	Formatting tables
	Modifying table data
	Modifying table structure
	Practice tasks

	3.3 Create and modify lists
	Creating bulleted and numbered lists
	Modifying bulleted and numbered lists
	Practice tasks

	Objective review

	Index



