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The Microsoft Certified Excel Expert Certification demonstrates competency in

creating, managing and distributing professional spreadshests for a variety of < 140y St pExcelT 4 R/ \— I, SESELEHRAEHORRIADETTATTY
specialized purposes and situations. The exam covers the ability to customize a3+ )LigExcel—hEER . B, fefi T AEEHZEIALET ., CORBRTIEK. 7Sy bD

Excel environments to meet project needs and to enhance productivity. RN N[~ m e > P

Expert workbook examples include custom business templates, multiple—axis ;:\:;k"ifj\f?@%rﬁggaﬁié%ﬁékiﬁiiiii?j;izizgg%ﬂﬁ;;é%%gfa-éiﬂ
financial charts, amortization tables, and inventory schedules. = {-EEZ@"):.—)L?’;E%;“&U%?: N ’ V=

An individual earning this certification has approximately 150 hours of :bEQE’é%('}'f:@)\fi\ ﬂ;ﬁ:l:ﬁ'ﬁ;’é?ﬁm505#[55'10)?5‘@&%?%%5%%?#‘5, ERDTFR/—

instruction and hands—on experience with the product, has proven competency o T b =g Y 5-% 5 N \ T o o -
at an industry expert—level and is ready to enter into the job market. They can E;;Té;;ggééggt{gﬁ?ﬁ;&&ﬁzﬁfﬁb%%%;g:iz\"_cg;;;/\ bLsLT

demonstrate the correct application of the principle features of Excel at an
expert—level and can complete tasks independently.

Microsoft Office Specialist Program certification exams use a performance— Microsoft Office AR 1) ZRFOH'S LIBERER Tl Microsoft Office 3654 & UXOffice 2019

based format testing a candidate’ s knowledge, skills and abilities using the TOYSLERERALT. SEREDMSE. X)L, EHEFANT 2/ S TF—T U AR— 2D LM
Microsoft Office 365 and Office 2019 programs: BESATOET - o ~Re 4
Microsoft Office Specialist Program exam task instructions generally do not Microsoft Ofﬁce;{o’\“/-\'")ZI~7’D7‘5A0)5‘1\‘,§§9170)$JILEI'Ii EE v UREIEEENT
include the command name. For example, function names are avoided, and are \ L= I ;.15 —= 5 et ~L = o
replaced with descriptors. This means candidates must understand the purpose 255%097;22%%%'%%%%'%%2?‘ u;ﬁ;;fg;?)*éfﬁilg“fﬁiiﬁ?ﬁg’&géﬂ'é
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complete the tasks in each of the projects. Microsoft Office R A YRR TAS S LDHBH R IE. BHFNDTOY S LOBIEEAY—IL,

The Microsoft Office Specialist Program exam format incorporates multiple HEE B EUHEEEBRLLEAD. BID/N—Say ERECERDTOS 7B TNE
projects as in the previous version, while using enhanced tools, functions, and + e = N !

features from the latest programs.
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Manage Workbook Options and Settings TvIDFA T a bR EEZEETS

1.1 Manage workbooks 117905 &8T5

1.1.1 Copy macros between workbooks 11.17vHceyodalE—d45%

1.1.2 Reference data in other workbooks 112D TvoDSRT—4

1.1.3 Enable macros in a workbook 1.1.37vHoTIYHo0Za/MIZTS

1.1.4 Manage workbook versions 1.14TvIDIN—a 05 EBT B

1.2 Prepare workbooks for collaboration 12EREERDOIVIEERTS

1.2.1 Restrict editing 121REZHIRT S

1.2.2 Protect worksheets and cell ranges 1220 —heIIEHTHRET S

1.2.3 Protect workbook structure 123790 DERERET D

1.2.4 Configure formula calculation options 124B8HEA T aVE8RETS

1.2.5 Manage comments 1.250ANEEET D

1.3 Use and configure language options 138EA T avDFERERTE

1.3.1 Configure editing and display languages 13 1REEELRTEEBLTHRETH

1.3.2 Use language—specific features 1.3 25 B A DHEEEES

Manage and Format Data T—ANEBEEARTE

2.1 Fill cells based on existing data 21 BEDT—RIZEDINTEIILEZIEDS

2.1.1 Fill cells by using Flash Fill 211 25922 74)VEFERALTEIILEZED S
2.1.2 Fill cells by using advanced Fill Series options 2128 ELA— D4 ATLavH#EAHALTEILEED S
2.2 Format and validate data 22T —3DNERRTEEREE

2.2.1 Create custom number formats 221 —Y—HBEDORTEREERTS
2.2.2 Configure data validation 222 ANRBNZEEHRTET S

2.2.3 Group and ungroup data 223T—BDTIN—TIL(TISA)EEAN/ERT S
2.2 4 Calculate data by inserting subtotals and totals 224INEHEBEIERALTT —2%51E 95
2.2.5 Remove duplicate records 225FHEL-La—F#HIBRT S

2.3 Apply advanced conditional formatting and filtering 2IEELREHHEERRTLEIqILIZERATS
2.3.1 Create custom conditional formatting rules 231 —H—REDEHMHEEXRTEIL—ILEERTS
2.3.2 Create conditional formatting rules that use 2328 A EFERTIEUMEEXLFERTS
2.3.3 Manage conditional formatting rules 233FHAEEXRTETDIL—ILEEEHTS
Create Advanced Formulas and Macros EBELGHALTIOZERTS

3.1 Perform logical operations in formulas IR CHRIEEEZETTS



3.1.1 Perform logical operations by using nested functions
including the IF(),IFS(), SWITCH(), SUMIF(),AVERAGEIF(),
COUNTIF(), SUMIFS(),AVERAGEIFS(),
COUNTIFS(O),MAXIFS(), MINIFS(, ANDQ, OR(),and NOT()
functions

3.2 Look up data by using functions

3.2.1 Look up data by using the VLOOKUP(), HLOOKUPJ(),
MATCH(),and INDEX() functions

3.3 Use advanced date and time functions

3.3.1 Reference date and time by using the NOW() and
3.3.2 Calculate dates by using the WEEKDAY() and
WORKDAY() functions

3.4 Perform data analysis

3.4.1 Summarize data from multiple ranges by using the
Consolidate feature

3.4.2 Perform what—if analysis by using Goal Seek and
Scenario Manager

3.4.3 Forecast data by using the AND(),IF(), and NPER()
functions

3.4.4 Calculate financial data by using the PMT() function
3.5 Troubleshoot formulas

3.5.1 Trace precedence and dependence

3.5.2 Monitor cells and formulas by using the Watch
Window

3.5.3 Validate formulas by using error checking rules
3.5.4 Evaluate formulas

3.6 Create and modify simple macros

3.6.1 Record simple macros

3.6.2 Name simple macros

3.6.3 Edit simple macros

Manage Advanced Charts and Tables

4.1 Create and modify advanced charts
4.1.1 Create and modify dual axis charts

4.1.2 Create and modify charts including Box & Whisker,
Combo, Funnel, Histogram, Map, Sunburst, and Waterfall
charts

4.2 Create and modify PivotTables

4.2.1 Create PivotTables

4.2.2 Modify field selections and options
4.2.3 Create slicers

4.2.4 Group PivotTable data

4.2.5 Add calculated fields

4.2.6 Format data

4.3 Create and modify PivotCharts

4.3.1 Create PivotCharts

4.3.2 Manipulate options in existing PivotCharts
4.3.3 Apply styles to PivotCharts

4.3.4 Drill down into PivotChart details
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