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Introduction

MicroSoft Imagine Academy (MSIA) is an initiative is a huge step towards the realization of HEC's vision of
having an education system which produces graduates and scholars whose skills are certified against a singular
scale, a scale recognized in every country around the globe.

HEC & Microsoft has setup and awarding status of Microsoft Imagine Academy to all private and public sector
universities and Certiport Testing Center to all public sector universities across Pakistan and AJ&K.

The Microsoft IT Academy program provides a complete IT education solution that bridges the world of
education with the world of work. The program is designed to help drive employability, digital literacy,
technical and STEM-focused training and certification, and 21st-century workforce development for students.

Providing benefits for students, educators, academic institutions and your community.

Studies suggest that in the next 5 to 10 years there will be a significant shortage in the supply of skilled IT
professionals. Microsoft Imagine Academy helps bridge the skills gap by providing institutions the curriculum
for technology education and learning tools that will enable students and educators to achieve success.

Membership is open to all accredited educational institutions of HEC.

WHAT IS MOS CERTIFICATION?

Microsoft Office Specialist (MOS) certification is the premier credential chosen by individuals seeking to
validate their skills and advance their careers.

Microsoft Office is a powerful service designed to unleash the best ideas, get things done and stay connected
on the go. And MOS shows the world that you have the skills to tap the full features and functionality of
Microsoft Office. You can demonstrate your increased performance, individual differentiation and

personal confidence.

With three certification levels, the MOS credential allows individuals to validate their skills and progress
toward their career goals. The Core and Expert level, individuals get certified in specific Microsoft

Office applications. At the Master level, individual's must successfully complete 4 certification exams — 3
required and 1 elective.


http://www.certiport.com/Portal/desktopdefault.aspx?page=common/pagelibrary/MOS-Master.html

Microsoft IT Academy and Certiport Test Center

(CISCO Networking Academy)
First Floor, Central Library

Project Staff

Amanatullah Khalil
 Focal Person

*  Proctor

*  MSIA Administrator
e Master Trainer

Rifagatullah
e Certiport Test Administrator

Ms Sana Salim
e IT Academy Lab Incharge/Assistant



Obijectives of MOS Certification

» Augment formal Education

» Enhance your Higher Education experience & prospects
» Attain the knowledge and skills companies are looking for
» Achieve industry-recognized certification

» Boost your workforce resume

» Gain valuable experience and confidence

» Prepare for a successful future

Microsoft Office

% Specialist

MAMEHERE

has successiully completed the requirements to be recognized as a Microsoft Office Specialist for
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MOS Certificate Valuation

> Earlier people had to travel overseas and spent $2500 for taking a test of $96.

»  Shaheed Benazir Bhutto Women University has now been declared as Microsoft IT
Academy and Certiport Test Center

Microsoft

Office Specialist

EXAM VOUCHER

Compare

Microsoft Office Specialist Exam Voucher

Our Price; $96.00

This product includes one Microsoft Office Specialist Exam Voucher, which may be used for any
of the MOS exam (Word, Word Expert, Excel, Excel Expert, PowerPoint, Access, Qutlook, Access,
OneNote, SharePoint) in versions for Office 2010, 2013 and 2016

pmore info

Who can give MOS Exam?

» The selected PM laptop scheme students.

> Interested Students
» Faculty and Admin staff.
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This Microsoft Office Specialist (MOS) certificate can be yours!

% Enabled FREE MICROSOFT Certifications
4 For ALL Students, ALL Faculty and Staff
£ in YOUR University

Distinguish Yourself & demonstrate that
you have the skills to compete in today's
Global Market.

Choose the MOS Exams,
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Word  Excel ~PowerPoint Access outlook  OneNote SharePoint

To see your name on this Certificate: J
Avail FREE Exam on First Come First Served Basis

Register NOW !!! Contact University Focal Person & CC to:

“mos@sbbwu.edu.pk

R A€ Microsoft CErTiporT LS

A PEARSON VUE BUSINESS E(E)l[j;ﬁ‘;\ PEI[(O)TT:]]



mailto:mos@sbbwu.edu.pk

How to Prepare for Microsoft Office Specialist (MOS) Certification Exam

MOS Enrollment with Microsoft Imagine Academy (MSIA) for Training

To know about Microsoft Imagine Academy (MSIA) Program, visit the following URLof HEC's official we bsite:

http://hec.gov.pk/english/services/students/msia/Pages/default.aspx

For the introduction and detailed information about MOS, visit the URLgiven asunder:

http://hec.gov.pk/english/services/students/msia/Pages/Microsoft-Office-Specialist.aspx

For MOS Enroliment and Training at Microsoft Imagine Academy (MSIA), follow the URLIink given as below:

http://hec.gov.pk/english/services/students/msia/Pages/MOS-Enrolment.aspx

Scroll down till the end of the page and locate “ Shaheed Benazir Bhutto Women University Peshawar” asshown
below and Click on the URL:

http://hec.gov.pk/english/services/students/msia/Pages/MOS-
Enrolment.aspx?Paged=TRUE&p 1D=100&PageFirstRow=101&&View={73B5BBAF-5DB1-4580-AAEQ-
FE931AC20431}}
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http://hec.gov.pk/english/services/students/msia/Pages/Microsoft-Office-Specialist.aspx

It will lead to Microsoft Sign-In page. You may provide either credentials of your Personal Account (Live.com /
Hotmail.com/ MSN.com / Outlook.com) or School/Faculty A ccount (Office 365) as shown below:

S et et | T E -2E8
C A Mool Copons htpres Nogin e .oom ts Jad ! B

Sign in

e your Mugresclt acogant

$ For Example: abe@hotmail.com

T

click on create one for new
email id.

> PM Laptop selected Students can enter their email ID through which they applied for laptop scheme, these
students don’t need to create new email id. They can use their that email id for tutorials.
> If anyone have Microsoft id then she can enter it or for new email id ,click on create one:

B2 Microsoft

Create account

An email address is required

rozinazahir@hotmail.com

MOS Enrollment and Training at Microsoft Imagine Academy (MSIA) Page 8 of 27



B® Microsoft

Create account

rozinazahir @hetmail.com

Use a phone number instead

Use your email instead

»Passwords must have at least 8 characters and contain at least two of the following: uppercase letters, lowercase
letters, numbers, and symbols. & password can't contain the part of your email address that comes before the @ sign.

BE Microsoft
4 rozinazahir@hotmail.com

Create a password

Enter the password you would like to use with your
account.

«| Send me promotional emails from Microsoft

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.




B® Microsoft

€ rozinazahir@hotmail.com

Create account

We need just a little more info to set up your
account.

rozina

zahirullah

& Secure | https:;//signup.ive.com/s

B% Microsoft

4 rozinazahir@hotmail.com

Add details

We need just a little more info to set up your
account.

Country/region

Pakistan

Birthdate
October

018 Microsoft  Terms of Use
O Type here to search

24



B Microsoft

€ rozinazahir@hotmail.com

Create account

Before proceeding, we need to make sure a real
person is creating this account.

Enter the characters yo

» Accept agreement and click on “Continue” button shown as under:

/ I Shaheed Benazir Bhutto X r [3 Welcome to the learning X Y ) Microsoft Office Speciali: X ¥ (¢ Page not found :\6_\ - -

& C' | @ Secure | https//imagineacademy.microsoft.com,/A CodeRedemption?whr=uri:mic

&channel=AnonymousAuthent

Microsoft Imagine Academy Sana Salim

Take a moment to acknowledge the following:

Your use of the Microsoft Learning website and all associated materials and services are
governed by these terms of use.

You agree that Microsoft may share information about your activities on Microsoft Learning
services with your employer/academic institution. To learn more, about the information
collected by this site, see our privacy and cookies statement.

If you do not agree, do not select “| Accept” and do not access or use the site.
¥ | Accept

User Guide FAQ Contactus Privacy & Cookies Terms of use  Trademarks © 2018 Microsoft = Microsoft

B seawU_Logo.gif ~ | showall | X
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Create your profile and click on save button as shown below:

M HEC Launchin... | [+ GENERACGAS.. = M Welcometo C.. |n Console -» De.. \1 u:Shaheed Ben... ‘Tleandidatu ‘Hl Outlook.com...  Leamer-Edit.. X  NewTab | + - X
€ (8 nitpsymagineacademy.microsoftcom/? 0B AkamafHEATICONFIETS Cambridge MA USEE ¢ O Search % B ¥ A O nmma =

Profile
Information in your profile is private, Make sure the information below is comrect.

First name
‘ hifaqat

Last name
‘ khalil

Contact email

‘ rifaqatkhalil@gmail.com

Default language

English (English)

Location

Pakistan (;, usl)

Give yourself a unique ID
‘ 54888

Example: A12343

Save Cancel

A B4 B me

MOS Enrolliment and Training at Microsoft Imagine Academy (MSIA) Pagel2of 27



Now it will activate and save you profile with Microsoftas shown under:

Activating

Saving profile changes

MOS Enrolliment and Training at Microsoft Imagine Academy (MSIA) Pagel3of 27



At the end of saving candidate’s profile , it will lead you to the Microsoft Imagine Academy — Dash Board shown asunder:

Microsoft Imagine Academy  Catalog - I Shaheed Benazir... | Rifagatu.. -

Help topics

ApDirng your Coures

Fu:dm.] courses o aie

Finding course system requirements

Printing a transcript

Printing course completion certificates

MOS Enrolliment and Training at Microsoft Imagine Academy (MSIA) Page 140f 27



Microsoft Office Specialist (MOS) Training and Learning Plan

Clicking on * MY COURSES'will lead the page having MOS Training and Learning Plan courses shown asbelow:

Shaheed Berazr... | Fifagabu. -

Loading course

Microsoft Office Specialist (MOS) Training and Learning Plan Pagel5of 27



Click on highlighted button to view the “ SYLLABUS as shown under:

Microsoft Imagine Academy Catalog Searc urs Virtual University..

Khushnoo..

© LEARNING
Microsoft O

Microsoft Access 2013 Essentials

Microsoft Excel 2013 Essentials

User Guide FAQ Contactus Privacy & Cookies Termsofuse Trademarks @ 2016 Microsoft =m Microsoft

ne Academy (0o N carch for courses p

Overview  Syllabus  System requirements

Show all

i
odule 1: Introduction 40% complete 0 2

Module 1 Introd!

'l Getting Started

'm{ Introduction to Word 2013 00209/ 000025

m( oo
l;l Practice J

'l{ Module Conclusion

0:00:00// 000816

0% complete

@ Module 3: Reviewing and Revising Content 0% complete

@ Module 4: Final Layout 0% complete

Microsoft Office Specialist (MOS) Training and Learning Plan Pagel6of 27



you can review the tutorials as mentioned below

& C | & Secure | httpsy/imagineacademy.microsoft.com/?whr=urimicrosoftaccount#welcome @ § P

- Download this video |2/

Word 2013 Add images, online videos, tables, and background

images

ESS@DTIE”S Work with a table of contents, references, citations,

and a bibliography

(n) S ©® ®

ooou3t / ocor44

Next
9 Introduction to Word 2013

Course Material can also be downloaded from the link
Click here


http://mos.vu.edu.pk/

Certiport Registration for MOS Exam

Oncethe candidate gets trained for MOSfrom Microsoft Imagine Academy (MSIA) must registered as SBBWUP Student /
SBBWUP Staff at Certiport to appear for MOS online exam. For this purpose, please visit URL: http://www.certiport.com
and click on "REGISTER’button as shown under:

e
C E RT l P O RT- Register | @ LOGIN Support for.. a2

A PEARSON VUE BUSINESS QUICK SITE MENU

HOME PRODUCTS TEST CANDIDATES PARTNER WITH CERTIPORT TESTING CENTERS ABOUT US SHOP

TEST CANDIDATES PARTNER WITH CERTIPORT TESTING CENTERS

Microsoft cmren  Microsoft  f\ AUTODESK. |\ AUTODESK. ~ @dises IC
Office Speciakit ASSOCIATE Techriciady Associate Certified User Certified Professiona IDIG‘ITL LITERACY

© 2016 Certiport, Inc. | Privacy and Cookies Policy | Sitemap » f in &

This website uses cookies. Continuing to use this website gives consent to cookies being used. For more information see our cookies policy.

Certiport Registration for Microsoft Office Specialist (MOS) Exam Pagel8of 27


http://www.certiport.com/

Provide the required information and click on “ NEXT” button as shown below:

CERT|PORT

User Registration

* Welcome to Ceriport Preferred language: English b

Country: * Pakistan T

Welcome to Certiport User Registration. This is the first step to accessing globally recognized certfication exams and
Profile unlocking the many resources available to you.

I W] certioort Privacy Statarsent I $ Check the Certiport Privacy Statement

By accessing this website and checking the box you indicate your acceptance of Cerbport’s, a business of NCS Pearson, Inc.,
Privacy Policy, Terms and Conditions, and use of cockies to support your experence and by proveding your personal
information you consent to the collection, use, and transfer of your personal data to Cerbiport, its authorized third parties,
including Certipart, and our test program owners including Certipart a2 the data controller. In addibon, some bedt program
ownaers have their own, possibly different, privacy policies-

Enter the characters shown on the  Jlvesiim : Enter the Characters of the
above image: * L Captcha Here

To avoid creabting duplicate user accounts, you can wenify that you have not previously registered with Certiport by using the

Loagin Assistant.

s & resured Sald )

& 2016 Cerbport, Inc. | Privacy and Cookies Policy | Sdemap
This website uses cook

Continuing o use = website wvies consent to cookies being used, For more informaten see our cookies palicy.
Cont t th bait tt kies b d. F f t cookies policy

Certiport Registration for Microsoft Office Specialist (MOS) Exam Pagel9of 27



Provide the following information and click on “ NEXT’ button as shownunder:

{ [ Shaheed Benazir Bhutto . X \< [ Course View b .(M Inbox - sanasalim@sbby X y Certiport Portal b KD Mathematica 11.1 Crack = X ‘( [ Registration X \\ : 1S o= |
< c | 8 Secure | https;//www.certiport.com/portal/Pages/Registration.aspx 1}| :

-

CERT|PORT

A PEARSON YUE BUSINESS

User Registration

@ Welcome to Certiport First name:*
» Account Setup Middle name:
Personal Information Last name:*
Profile L Display surname first:
Choose A Purpose This is exactly how your name will appear on your certificate(s).
Summary

Day Month Year
Srthise =T

If you forget your username or password and need to use sutomated assistance to retrieve them, you will be asked for your
birthdate in order to verify your identity.

LOGIN INFORMATION

Username: *

Password:*

Confirm password: *

Your username must have at least & characters, Your password must have at least § characters, and is case sensitive. Neither username nor passwerd may

contain spaces.

You will use this infarmation to login to take exams, view your results, and access toals at wiww,certiport.com. You will receive an email containing this
informatian, Keep your credentials in a safe place.

SECURITY QUESTIONS/ANSWERS

-

) snaps docx A | ¥ seewu Logogif & X
) | == e ; oo L207PM
AEICACI IENE ews

1. Student/ Staff's Name must be spelled accurately. At the time when the certificate will be printed, the name of
student/ staff will appear exactly asit was entered. Be careful, sincethis field can’t be changed later.

2. User Name must be easy to remember. It may be the combination of characters and numb ers, e.g., ali2006. The
User Name will be entered in, before taking the exam. Thisfield can’t be changed later.

3. Password must be easy to remember aswell. This field can be changed at any time from candidate’s pr ofile.

Certiport Registration for Microsoft Office Specialist (MOS) Exam Page 200f 27



Enter the required information and click on “NEXT” button as shown under:

; \ \
-/ I Shaheed Benazir Bhutto . X \< [ Course View x \<M Inbox - sana.salim@sbby X >/ Certiport Portal X \( [ Mathematica 11.1 Crack X \<D Registration X \\ @JLEIM
& c ‘ @ Secure | httpsy//www.certiport.com/portal/Pages/Registration.aspx w | H

CERT|PORT

User Registration

ﬂ\'\l’elcome to Certiport CONTACT INFORMATION
‘our email address will be required if you forget your username or password and for official Certiport communications.
@ Account Setup ¥ | add Il b d if forget d and for official Certiport i
» Personal Information Email:*
Profile Confirm Email:*
Choose A Purpose Phone:
Student ID:

Summary

) allow Certiport to contact me via e-mail regarding new programs, promoticnal offers, and events.

MAILING ADDRESS

Country: Pakistan ¥
CERTIPORT ‘
Sana Ayan
Line 1:%
Line 2:
City:*
Zip/Postal Code:*

-

&) snaps.docx € % sEBWU Logo.gif G Show all x

NOTE:

1. E-mailis arequired field. If student/staff does not have an e-mail address, have it created a free account with
Hotmail/MSN/Outlook/Live.com or use parent’s e-mail or last resort, may use the teachers (not recommended).
The e-mail is used for receiving “Welcome Letter” with Student / Staff's User Name / Password and a
Congratulation Letter upon passing certification exam

2. Student/ Employee ID isn’t required field by Certiport. Nevertheless, it may recommended asked by your state

3. Mailing address may be used for coordination with the candidate, i.e., Student / Staff

Certiport Registration for Microsoft Office Specialist (MOS) Exam Page210of 27



Choose the correct option and click on “ SUBMIT” buttonas shown below:

p . \/  / Y - 5 o
I Shaheed Benazir Bhutto . X ¥ [ Course View X Y M Inbox - sanasalim@sbby X ) [ Certiport Portal X ¥ [ Mathematica 111 Crack X { [} Registration X @J =
& C' | 8 Secure | htips//www.certiport.com/portal/Pages, b g
N
CERTIPORT
A PEARSON VUE BUSINESS
Are you currently enrolled as a student (part-time or full time)?*
Yes
No
Are you currently employed?*
Yes
No
Gender
Male
Female
018 Certiport, a business of NCS Pearson, Inc. | Privacy and Cookies Policy | Sitemap » f in
site USes coo ontinuing to use this website consent to cookies being used. For more information see our cookies policy.
| Showall | x

W] MIT snaps docx ~ 54 sBBWU Logo.gif ~

5 AEEIRCIEE Pee

Tick the box as highlighted below and click on “NEXT” button as shown under:

<~
CERT|IPORT’

A PEAREON VUE BU a8

User Registration

oV Welcome to Certiport, KHUSHNOOD
You have successfully completed registering with Certiport and now have access to all the benefits granted to Certiport
users through the Certiport portal.

Please tell us what you would like to do next: (please select at least one)

#| Take an exam or prepare for an exam

You may also wish to register for the following:

! Register to become a proctor

© 2016 Certiport, Inc. | Privacy and Cookies Policy | Sitemap » f

This website uses cookies. Continuing to use this website gives consent to cookies being used. For more information see our cookies policy.
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Onthis screen, click on “ REGISTER button to register yourself for Microsoft Office Specialist (MOS) Certification as
shown below:

CERT|PORT

A FEAREON VUE BUEINESS

User Registration

@ Welcome to Certiport . . -l
To take an exam, you must be registered with the certification program.

Certiport You are registered. Edit registration data
IC3 (IC3)

Certiprep for Microsoft Office Certifications (CPMCAS)

Business Fundamentals (BIZ)

Microsoft | Register |

Microsoft Office Specialist (MOS)

* Program Registration
Summary

Microsoft Technology Associate (MTA)

Microsoft Certified Educator (MCE)

Adobe ;'Regi'ster |
Adobe Certified Associate (ACA)
Adobe Certified Expert (ACE)

Intuit | Register |

Intuit QuickBooks (QBC)

Autodesk | Register.;
Autodesk Certified User (ACU)

Autodesk Certified Professional (4CFP)

4 Dre.--:\usj &\1 ,:J &J

© 2016 Certiport, Inc. | Privacy and Cookies Policy | Sitemap »

This website uses cookies. Continuing to use this website gives consent to cookies being used. For more information see our cookies policy.
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Click on below highlighted button to fill the fields. Also tick boxes for accepting Non-disclosure agreement with
Microsoft and click on * SUBMIT” button as shown under:

Microsoft | | Microsoft

Technalogy Associate

Microsoft Registration

Attention Microsoft Technology Associate (MTA) and Microsoft Office Specialist (MOS) candidates: You can include your name and address in your local language

(double-byte characters) in addition to the required English alphabet fields. eCertificates and Microsoft official transcripts can be made available with your double-
byte character name if you enter it here.

Reguired Fields (Romanized Characters Only for name and address, i.e. o

namae]

Optional Fields {Double-Byte Characters Only, i.e. & i)

| Use my Certiport profile data | |C|ic|-< this button to fill in your Microsoft profile from your Certiport profile.

First name:*
Middle name:

Last name:*

First name:

Middle name:

Last name:

Phone:

Email:*

Company:

Job title:

Language:™ English T

Country: v

Country:* | v
(* indicates a required field)

Microsoft Non-Disclosure Agreement Mon-Disclosure agreement status: Mot accepted

¥ou must accept the Non-Disclosure Agreement before you can take an exam.

) Microsoft may use the contact information I have provided to contact me regarding important security, product and event information.

") Microsoft Partners may use the contact information I have provided to contact me regarding important security, product and event information.

© 2016 Certiport, Inc. | Privacy and Cookies Policy | Sitemap W f

This website uses cookies. Continuing to use this website gives consent to cookies being used. For more information see our cookies policy.
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Onthis screen, you can see that you're registered with Microsoft for MOS Certification. Now, click on “NEXT” button

as shown below:

CERT|PORT

A PEAREON WUE BUBINESS

User Registration

@ Welcome to Certiport . . I
To take an exam, you must be registered with the certification program.
& Account Setup

Certiport You are registered. Edit registration data

& Personal I
& Profile IC3 (IC3)

Certiprep for Microsaoft Office Certifications (CPMCAS)

1se A Purpose
Business Fundamentals (BIZ)

Microsoft You are registered. Edit registration data

Microsoft Office Specialist (MOS)

* Program Registration

Summary

Microsoft Technology Associate (MTA)

Microsoft Certified Educator (MCE)

Adobe | Register |
Adobe Certified Associate (ACA)
Adobe Certified Expert (ACE)

Intuit | Register |

Intuit QuickBooks (QBC)

Autodesk | Register |
Autodesk Certified User (ACU)

Autodesk Certified Professional (ACP)

© 2016 Certiport, Inc. | Privacy and Cookies Policy | Sitemap
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Finally, click on “FINISH” button to complete the registration with Certiport as shown under:

I Shaheed Benazir Bhutto = X D Course View X ' ™| Inbox - sana.salim@sbbv. X _3'" Certiport Portal x X D Mathematica 11.1 Crack = X ¥ D Registration b SRNY léJ
< C | & Secure | https://www.certiport.com/portal/Pages/Registration.aspx b+l

S
CERT|PORT

A PEARSON WUE BUSINESS

User Registration

& Welcome to Certiport Congratulations Sana. You have successfully completed...
@ Account Setup ¥ Account Setup

¥ Personal Information

' Profile

' Program Registration

¥ Accept Proctor Agreement

» Summary : Please be sure to keep your personal profile updated and visit the Certiport portal to access information regarding your
certification(s) and the many other benefits available to you.
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Upon successful completion of regeistration, candidate, i.e., SBBWUP Student / SBBWUP Faculty / Staff can see his/her
accounts's home page as shown under:

\
/ I Shaheed Benazir Bhutto X \<D Course View X \<M Inbox - sanasalim@sbby X y Test Candidate | My Cert X \(D Mathematica 11.1 Crack = X \<D Registration X \: @E‘&u
[ (& | ® Not secure | www.certiport.com/Portal/DesktopDefault.aspx?roleid=1 1 ‘ :
ot : Welcome Sana! =
C E RT T P O R T [ Test Candidate v My Profile O LOGOFF

A PEARSON VUE BUSINESS

MY CERTIPORT MY TRANSCRIPT

Show the world you did it.

TOTAL: 6  UNREAD: 6
Send your transcripts to anyone, anytime. Click to view transcripts. L GRS

ci'-(a'

iy -
q LOCATE A CATC
= For Test Candidates inside North America: Use the Email form or dial (800) 497-8923. o - ~

» For Test Candidates outside North Amenca: Contact the Solution Provider in your area.

Contacting_ Support:

For an FAQ and additional self-support information for all Test Candidates, please visit our frequently asked questions page.

|_| T authorize Certipert and its third-party pariners to view my transcripts and contact me regarding potential employment
opportunities.

My Exams

CERTIFICATION EXAMS

You have no assigned exam vouchers.
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For details visit our Microsoft IT Academy icon/link on website on front page
or

Click here


http://sbbwu.edu.pk/sbbwu/IT_Center/index/itc_ms_it_academy
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