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What is a certification exam?



What are certification exams?

Certification Exams

Microsoft Office Specialist Certificates in Office applications 
provide verifiable proof that a person has the foundational 
knowledge to use that application. 

Certiport, Microsoft, and industry have come together to 
determine which skills are necessary in the workplace. 

Having these certifications on your resume will  put yours 
to the top of the pile! Anyone taking these exams, 
regardless of the country they come from, will have the 
same foundational understanding, and will be ready to 
work in more productive way.



Creating my personal Certiport account



Create your Certiport Account
You need this account PRIOR to taking a certification exam

Certification exams in the classroom lab

1. Go to the Certiport website

2. Click on the Register button under New Users

https://www.certiport.com/portal/SSL/Login.aspx


Key points for filling out your profile

Certification exams in the classroom lab

1. Use your name as it appears on your 
driver’s license (for future ID).

2. We recommend to use your email address 
as a username. It is easy to remember and 
unique to you.

3. Select the guide, to see step by step 
instructions.

https://academy.ccilearning.com/wp-content/uploads/2020/04/QRG-Test-Candidate-Registration.pdf


Checking my technical requirements



Now check the technical requirements
When using Compass in the classroom lab, everything will be provided by your institution. 
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• Computer in the lab
• Keyboard and mouse
• Recommended minimum screen resolution of 1280 x 800
• A bandwidth download speed of at least 10Mbps*

• No cell phones
• No writing materials



Logging into Compass



Exam Start!
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1. Close all programs.
2. Wait for your exam start time and then click on the Compass icon on the desktop 
3. Click Yes to make changes to this device
4. Now you are on the Compass Log in page
5. Enter in your username and password
6. Click Login



After logging in you will see…

1. If your instructor has provided you with an exam group #
a) Toggle the button to Yes for an Exam Group (Enter in exam group ID if provided 

by your instructor)
2. Select No to Voucher 
3. Click Next
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Select your exam…

1. In the search field type in Word
2. Click on the blue hyperlinked title of your exam, e.g., Microsoft Word (Office 2019 or 

Office 365) exam

Please note that this screen will only appear if you do NOT have an exam group #.
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Accept the Non-Disclosure Agreement

1. If you have not filled out the Microsoft Agreement, you will need to do that here (you 
will be prompted)

2. Click Yes, I accept
3. Click Next
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The proctor will unlock your exam

Proctor enters their info to unlock the exam
1. The proctor will enter their username and 

password. 
2. Once the exam is unlocked you will be able to 

read through the tutorial instructions. You will 
have 5 minutes. 

3. When ready to start your exam, click start 
exam. The timer will start now. You have 50 
minutes to complete your exam
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Exam Tutorial Instructions 



You will now see the instructions for the exam

The exam will load. You will have a timed 5 minutes to read through your instructions. If you would 
like to read them ahead of time, click HERE
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https://certiport.pearsonvue.com/Educator-resources/Exam-details/Exam-tutorials/MCF_Tutorial.pdf
https://certiport.pearsonvue.com/Educator-resources/Exam-details/Exam-tutorials/MCF_Tutorial.pdf


Exam Interface



Video Link: Testing Interface
Watch the video by clicking on this link: vimeo.com/504832659
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https://vimeo.com/504832659
https://vimeo.com/504832659


Reviewing your Questions



Reviewing your questions
As you will see there are some key features to 
help you navigate through the test.

Mark for Review 
Each question provides the option to go back 
and review the questions that have been 
marked. After reviewing the question, be sure 
to DESELECT the review button at the top 
otherwise the system will keep bringing you 
back to the question to review it.

Mark Complete:
After reviewing your answers, the system will 
allot you 10 minutes to leave comments. Each 
question you select to leave a comment the 
system will take you back to that question 
where you can put comments in a text box. 
When finished commenting please DESELECT 
the comment box. Feel free to give your 
honest opinion. The more feedback we get, 
the better we can improve the questioning
language.

Mark for Feedback:
After reviewing your answers, the system will 
allot you 10 minutes to leave feedback 
comments. Each question selected will take 
you back to that same question where you 
can put comments in a text box. When 
finished commenting please DESELECT the 
comment box. Feel free to give your honest 
opinion. 
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Go to Summary
The Go To Summary button will take you the Summary page of all the questions. See next 
slide for image.

Certification exams in the classroom lab

Go To Summary
After clicking this button, 
you will be told that the 
system will save your work. 
Hit OK



Questions Summary
Any questions that you’ve marked for review will appear with an orange square.
Any questions that you’ve marked for commenting will appear with a blue square.
You can click on directly on the question. It will take you directly to that question in that project.
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Important: Finish your EXAM
You must click Finish Exam to submit your exam for grading. If you don’t, all your work will be lost. 

Certification Exams in the classroom lab

1. Click Finish Exam



Submitting your exam &
Seeing your results



Your results will appear on the screen
You will see your test results immediately after the exam. Once you are finished your exam, let your 

proctor know!
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Post Exam
Seeing your results in your

Certiport account



Viewing your results and transcripts
You view your results and transcript from your personal Certiport account 

Post Exam - reprinting your score report

1. Log into you Certiport account.
2. Under your name at the top of the screen, 

make sure you have selected the role “Test 
Candidate”

3. Click on the “My Transcript” tab
4. Scroll down to the exam. Next to it you will 

find a button with “Score Report”. Click the 
button.

5. You will see the report and at the top you 
will see a printer icon. You can print from 
here.
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https://www.certiport.com/portal/SSL/Login.aspx


SHARE on LinkedIn!
Download your digital badge



Share your badge!
You earned this, be proud and share!

You will receive a Certiport email with login 
instructions for creating an account with Credly.

You can go directly to Credly.com and create 
your account using the SAME email you used 
for your Certiport account.

For more information on sharing your badge, 
visit: support.credly.com
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https://www.credly.com/users/sign_in
https://support.credly.com/hc/en-us/articles/360020964272-How-do-I-share-my-badge-
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