
word 2019 certification exam answers
word 2019 certification exam answers are essential resources for candidates preparing to
demonstrate their proficiency in Microsoft Word 2019. This certification validates skills in creating,
formatting, and managing documents using Word 2019 features effectively. Understanding the types
of questions, exam structure, and key topics covered can significantly improve a candidate’s chances
of success. This article provides a comprehensive guide to word 2019 certification exam answers,
including common question formats, study strategies, and important content areas. Additionally, it
explores the benefits of certification and practical tips to approach the exam confidently. The
information presented here will equip candidates with the knowledge to excel in their certification
journey.
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Overview of Word 2019 Certification Exam
The Word 2019 certification exam is designed to assess a candidate’s ability to use Microsoft Word
2019 to create and manage professional documents. This certification is part of the Microsoft Office
Specialist (MOS) program, which is globally recognized by employers. The exam tests knowledge and
skills related to document creation, formatting, collaboration, and integration with other Office
applications. Passing this exam demonstrates competency in using Word 2019’s advanced features,
enhancing career prospects in administrative, clerical, and technical roles.

Purpose and Benefits of Certification
Obtaining the Word 2019 certification validates expertise in document processing and word
processing software. It improves job opportunities by providing proof of technical skills to employers.
Certified professionals can expect increased productivity, better document quality, and a clear
understanding of Word 2019 functionalities. This certification also serves as a stepping stone for more
advanced Microsoft Office certifications and IT credentials.



Exam Eligibility and Requirements
The Word 2019 certification exam is open to individuals with basic computer knowledge and
familiarity with Microsoft Word. There are no formal prerequisites, but prior experience with Word
2016 or earlier versions is beneficial. Candidates typically prepare through self-study, instructor-led
training, or online courses focused on Word 2019 features and best practices.

Common Question Types and Exam Format
The exam format plays a critical role in how candidates approach the word 2019 certification exam
answers. Understanding the question types and structure helps in efficient time management and
focused preparation. The exam usually consists of performance-based tasks that require
demonstrating practical skills within the Word 2019 application environment.

Performance-Based Tasks
These are simulated scenarios where candidates perform specific tasks such as formatting a
document, inserting tables, or applying styles. The tasks reflect real-world job responsibilities and test
the application of knowledge rather than theoretical understanding. Exam takers must complete
these tasks accurately to receive full credit.

Multiple-Choice and Matching Questions
Alongside practical tasks, the exam may include multiple-choice questions that assess conceptual
knowledge of Word 2019 features. Matching questions require aligning terms or commands with their
correct definitions or functions within the software.

Time and Scoring
The certification exam typically lasts between 50 to 60 minutes, during which candidates must
complete all assigned tasks. Scoring is based on accuracy and completeness, with a passing score
generally set around 700 on a 1000-point scale. Partial credit may be awarded for tasks completed
correctly.

Key Topics Covered in Word 2019 Certification
The content areas covered by word 2019 certification exam answers encompass a broad range of
skills necessary for proficient use of the software. Mastery of these topics ensures readiness for both
practical and theoretical exam components.



Document Creation and Formatting
This includes creating new documents, applying and modifying text formatting, using themes and
styles, and managing document sections and page layouts. Candidates must know how to apply fonts,
paragraph settings, and alignment to produce polished documents.

Working with Tables and Graphics
Skills in inserting, formatting, and modifying tables are essential. Additionally, the ability to add and
manipulate images, shapes, SmartArt, and charts is tested. Understanding how to optimize document
visuals enhances overall document quality.

Collaboration and Review Features
Candidates should be familiar with track changes, comments, and document protection. These
features facilitate teamwork and ensure document integrity during the review process. Managing
versions and merging documents may also be included.

Advanced Document Management
This area covers mail merge, macros, templates, and integration with other Office applications.
Knowledge of how to automate repetitive tasks and customize documents for mass distribution is
advantageous for exam success.

Effective Study Strategies for Exam Preparation
Preparing for the Word 2019 certification exam involves a strategic approach that combines practical
experience with theoretical knowledge. Utilizing various resources and consistent practice improves
retention and skill proficiency.

Hands-On Practice
Regularly using Microsoft Word 2019 to complete tasks similar to those on the exam is critical.
Practice should include formatting complex documents, managing tables and images, and using
collaboration tools. Simulated exam environments or practice tests can enhance readiness.

Study Materials and Resources
Utilize official Microsoft training guides, online tutorials, and video courses that focus on Word 2019
features. Supplementary books and practice exams are also beneficial. Access to up-to-date materials
ensures familiarity with the latest software version and exam requirements.



Time Management and Review
Developing a study schedule that allocates sufficient time to each key topic helps cover all exam
objectives thoroughly. Regular review sessions reinforce learning and identify areas needing
improvement. Group study or professional instruction may provide additional support.

Sample Word 2019 Certification Exam Answers
Familiarity with common question types and example answers aids in understanding how to approach
the certification exam. Below are sample tasks and suggested responses that reflect typical
requirements.

Formatting a Document
Task: Apply a heading style, set line spacing to 1.5, and justify the paragraph text.

Answer: Select the desired text, apply Heading 1 style from the Styles gallery, set line spacing to 1.5
via the Paragraph dialog box, and choose the Justify alignment option.

Inserting and Modifying a Table
Task: Insert a 4x5 table and apply the “Grid Table 5 Dark” style.

Answer: Use the Insert Table option to create a 4-column by 5-row table, then select the table and
apply the “Grid Table 5 Dark” style from the Table Styles gallery.

Using Track Changes for Collaboration
Task: Enable Track Changes and add a comment to a specific sentence.

Answer: Activate Track Changes from the Review tab, select the sentence, and click New Comment
to add feedback or notes.

Tips for Success on the Word 2019 Certification Exam
Achieving a passing score on the word 2019 certification exam answers requires strategic preparation
and confidence during the test. The following tips support exam day success.

Familiarize yourself with the exam interface and tools before starting.

Read each task carefully to understand all requirements fully.

Manage exam time efficiently, allocating more time to complex tasks.

Use keyboard shortcuts to improve speed and accuracy.



Double-check completed tasks to ensure all steps are correctly performed.

Stay calm and focused to reduce errors caused by exam anxiety.

Frequently Asked Questions

What topics are covered in the Word 2019 certification exam?
The Word 2019 certification exam covers topics such as creating and managing documents,
formatting text and paragraphs, managing tables and lists, applying references, mail merging, and
collaborating on documents.

Where can I find official Word 2019 certification exam study
materials?
Official study materials for the Word 2019 certification exam can be found on the Microsoft Learn
website, including practice tests, tutorials, and training modules specifically designed for Microsoft
Office Specialist (MOS) certification.

Are there practice tests available for the Word 2019
certification exam?
Yes, there are various practice tests available online including from Microsoft's official site and other
educational platforms that simulate the Word 2019 certification exam environment to help candidates
prepare effectively.

How can I prepare effectively for the Word 2019 certification
exam?
To prepare effectively, review the exam objectives, use official Microsoft training resources, practice
using Word 2019 features regularly, take practice exams, and consider joining study groups or online
forums for additional support.

Is the Word 2019 certification exam part of the Microsoft
Office Specialist (MOS) program?
Yes, the Word 2019 certification exam is part of the Microsoft Office Specialist (MOS) certification
program, which validates proficiency in using Microsoft Office applications.

Can I use external resources or cheat sheets during the Word
2019 certification exam?
No, the Word 2019 certification exam is a proctored test, and external resources or cheat sheets are



not allowed during the exam to ensure the integrity and fairness of the certification process.

How do I register for the Word 2019 certification exam?
You can register for the Word 2019 certification exam through the official Certiport website or
authorized testing centers. Scheduling and payment are done online, and you can choose your
preferred testing location and date.

Additional Resources
1. Microsoft Word 2019 Certification Exam Guide
This comprehensive guide covers all the essential topics for passing the Microsoft Word 2019
certification exam. It includes detailed explanations, practice questions, and tips for mastering
document formatting, collaboration tools, and advanced features. Perfect for both beginners and
experienced users aiming to validate their skills.

2. Word 2019 Exam Practice Questions & Answers
A focused collection of practice questions and answers designed specifically for the Word 2019
certification exam. This book offers realistic exam scenarios, detailed answer explanations, and
strategies to help candidates improve their test-taking confidence and accuracy.

3. Mastering Microsoft Word 2019 for Certification
This book provides an in-depth look at Microsoft Word 2019 functionalities with an emphasis on exam-
relevant topics. It features step-by-step tutorials, real-world examples, and practical exercises to
reinforce learning and prepare effectively for the certification test.

4. Microsoft Office Specialist Word 2019 Study Guide
Tailored for those pursuing the MOS Word 2019 certification, this study guide breaks down exam
objectives into manageable sections. It includes review questions, skills assessments, and tips to help
candidates focus their study efforts and achieve certification success.

5. Word 2019 Certification Exam Prep Workbook
A hands-on workbook filled with exercises and practice tests aligned with the Word 2019 certification
exam objectives. It emphasizes skill-building through practical application, helping learners to develop
proficiency and confidence in using Word's advanced tools.

6. Passing the Microsoft Word 2019 Certification Exam
This book offers a strategic approach to preparing for the Word 2019 certification exam, highlighting
key concepts and common pitfalls. It includes expert advice, time management tips, and detailed
walkthroughs of complex tasks encountered on the exam.

7. Microsoft Word 2019: From Basics to Certification
Designed for learners at all levels, this book starts with foundational Word skills and progresses to
advanced features required for certification. It balances theory with practical exercises and includes
mock exams to test readiness.

8. Word 2019 Certification Exam: Questions and Detailed Answers
A resource filled with hundreds of exam-style questions accompanied by thorough answer
explanations. This book helps candidates understand the reasoning behind correct answers, making it



easier to grasp difficult concepts and improve exam performance.

9. The Complete Word 2019 Certification Study Pack
An all-in-one study resource combining tutorials, practice exams, and answer keys for the Word 2019
certification. It supports self-paced learning and is ideal for candidates seeking a structured path to
certification with ample opportunities for practice and review.
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