CP S2 01: Microsoft Office Specialist
Credits: 2 Time: 30 hours

Microsoft Excel (Microsoft 365 Apps and Office
2019): Exam MO-200

jalist Program certific
S Apps and Offic

’s use a performance-based format testing 2 candidate’s kr

viedae. skills and abilities

programs

Spedialist Program exam task ins

o tructions generally do not include the command name. For example, function names
3 This means cang s must understand the purpese and common usage of the
program functionality in order to successfully complete the tasks in gach of the projects.
. The M pecialist Progray >rates multiple projects as in the previous version, white using enhanced

eoT|

11 Import data into workbooks
1 mport data from it file )

2 lmpe
1.2 Navigate within workbooks
2.1 ¥ Search for data within a v ok
| I amed cells o
i e 3 ¥ erl

1.3

14

Manage Worksheets and Workbooks

3 2 ksheet rows ar |
4 Cr NJ0
.. Z 45 NMogify basic workbook propestic
= Microsoft 5 Diliy etinle

NB\'Q"I_B ‘;»::—dn\: gast | : ;"308
OW\A g Po“gan';g\a \NDIA-680
erald,




CP S2 01: Microsoft Office Specialist
Credits: 2 Time: 30 hours

Microsoft Excel (Microsoft 365 Apps and Office 2019)

1.5  Configure content for collaboration 3.3 Filter and sort table data

ks in aiternative 1 sart data by multiple

4.1 insert references

Formulas and Functions

2.2 Format cells and ranges

Perform Operations by using

Manage Data Cells and Ranges

2.3  Define and reference named ranges
e = 5.1 Createcharts

23.2 Grre

24 S ize data visually

5.2 Madify charts

3.1 Create and format tables

i Oes Hom ¢ AN

5.3 Format charts

rtlapies to o

32 Modify tables

Manage Tables
and Table Data

& Microsoft




