	 	 
	 	[image: ] 




Microsoft Excel Associate 2019/Office 365 
Student Study Guide
Introduction 
[bookmark: _Toc42874978][bookmark: _Toc42875288][bookmark: _Toc43116121][bookmark: _Toc44001860]Microsoft License Terms
This courseware is the copyrighted work of Microsoft and/or its suppliers, and is licensed, not sold, to you. Microsoft grants you a license to use this courseware, but only in accordance with the “Guidelines” below. Except as expressly provided for herein, you may not copy, adapt, modify, prepare derivative works of, distribute, publicly display, sell or use this courseware, in whole or in part, for any commercial purpose without the express prior written consent of Microsoft Corporation.
This courseware is provided to you “as-is.” Microsoft makes no warranties as to this courseware, express or implied.  MICROSOFT CORPORATION HEREBY DISCLAIMS ALL WARRANTIES AND CONDITIONS WITH REGARD TO THE SOFTWARE, INCLUDING ALL WARRANTIES AND CONDITIONS OF MERCHANTABILITY, WHETHER EXPRESS, IMPLIED OR STATUTORY, FITNESS FOR A PARTICULAR PURPOSE, TITLE AND NON-INFRINGEMENT. Microsoft may change or alter the information in this courseware, including URL and other Internet Web site references, without notice to you.
Examples depicted herein are provided for illustration purposes only and are fictitious. No real association or connection is intended or should be inferred.
This courseware does not provide you with any legal rights to any intellectual property in or to any Microsoft products.
The Microsoft Terms of Use are incorporated herein by reference.
Guidelines
This courseware is only for use by instructors and only to teach a class for current Microsoft Imagine Academy program members. If you are not an instructor, you are not permitted to use this courseware. The following terms apply to your use of this courseware:
· You may distribute this courseware only to those students enrolled in your class using the courseware, or publish this courseware on a secured website that is restricted to students enrolled in that class, provided that if you distribute this courseware: 
· you will not grant any rights to copy, adapt, modify, prepare derivative works of, distribute, publicly display or sell this courseware; 
· you may not distribute this courseware under terms that would permit commercial use, or under terms that purport to require that this courseware, in whole or in part, be sublicensed to others or redistributable at no charge; and 
· you will maintain and not alter, obscure or remove any copyright or other protective notices, identifications or branding in or on the courseware. 
· If you are using this courseware in Microsoft OneNote format, you may use supplemental materials in addition to and in conjunction with your classes, provided that you: 
· will only use supplemental materials developed by you and not by, or in collaboration with, any third party; 
· clearly differentiate the supplemental materials from the Microsoft content, including this courseware, by inserting prominent notice on the supplemental materials clearly indicating to students that they are not Microsoft materials. Such notices must: (i) clearly identify the supplemental materials, and (ii) not state or imply that Microsoft authored or endorsed the supplemental materials; and 
· warrant and represent that the supplemental materials will not infringe or violate any intellectual property, proprietary, personal or any other rights of any third party. 
© 2020 Microsoft. All rights reserved.
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[bookmark: _Toc44001861][image: ] Introduction
Welcome to the Microsoft Excel Associate Student Study Guide. This guide prepares you for Microsoft Office Specialist: Excel Associate (Excel and Excel 2019) certification exam. Preparing for certification is exciting! Employers around the world recognize Microsoft certifications as premier technical certifications. Certifications give you a professional edge by providing globally recognized industry endorsed evidence of skills mastery, demonstrating your abilities and willingness to embrace new technologies. Gaining these skills and certifying can unlock your potential and opportunities.
The Student Study Guide includes three 50-minute hands-on projects to help you assess your readiness for the exam. These scenario-based projects consist of multiple real-world tasks that map to exam objectives. Each project covers approximately 35 exam objectives, allowing ample opportunity to gain certification skills through practice and preparation. 
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[bookmark: _Hlk43136592][bookmark: _Hlk43143696]The following Study Guide features were designed and structured to support achievement of the MO-200: Microsoft Excel (Excel and Excel 2019) certification exam. 
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This Study Guide is based around a single business scenario that unifies all project tasks and gives you a single focus for applying what you learn. As tasks are completed, you will become more productive and efficient with Microsoft Excel while navigating common workplace responsibilities. 
The Scenario: Munson’s Pickles and Preserves started as a small farm market focused on fresh produce. Due to the success of the business, coupled with the family’s passion for greenery, Munson’s is now considering expanding the business to include a flower and plant nursery. Envision yourself as a Munson’s Pickles and Preserves Farm employee tasked with evaluating and researching the potential flower and plant nursery expansion. Your collected research and data will guide the future development and expansion of the farm. 

[bookmark: _Toc41934073][bookmark: _Toc44001864][image: ] Projects
The Student Study Guide is divided into three different projects. Projects include a set of up to 40 tasks to be completed within approximately 50 minutes to simulate the certification exam environment. Based on exam MO-200: Microsoft Excel (Excel and Excel 2019), each task addresses specific objectives to assess your knowledge of the application in a real-world context.

[bookmark: _Toc41934074][bookmark: _Toc44001865][image: ] Data Files/Media Files
The Project Files folder contains all data and media files. These resources are the starter and supporting files that you will use to complete the projects. 
[bookmark: _Toc41934071][bookmark: _Toc44001866][image: ] Learning Directory
The Learning Directory provides a table which includes certification exam objectives, online resources, step-by-step guidance for practice of skills, along with mapping to the Study Guide projects and the MSIA Microsoft Excel Associate 2019 course. This directory allows you the ability to focus on specific concepts to improve competency with Microsoft Excel 2019.

[bookmark: _Toc44001867][image: ] Strategies for Success 
· Before beginning each task, read the instructions carefully to ensure the task is performed correctly
· As you move through the project, use the checkbox provided as an organizational tool to track completion
· If you have difficulty completing a task, utilize the Learning Directory to research and practice specific concepts until mastery 
· If a project task instructs you to enter “specific text,” the text in quotation marks indicates what you will input into the document. The comma inside the quotations should not be included
· When completing project tasks that include formulas and functions, enter the formula and/or function rather than copying and pasting text
· Use the Insert Function dialog box to simplify using functions in project tasks
· Consider completing all three projects to cover each exam objective
· The Learning Directory may only address one or two options for completion, but there may be multiple ways to complete each project task correctly

[bookmark: _Toc44001868][image: ] Software Requirements
In preparation of using the Student Study Guide, ensure you have a computer with:
· [bookmark: _Toc41934090]Office 2019 or Office 365

[bookmark: _Toc44001869][image: ] Additional Information and Resources
· To learn more about Microsoft Office certifications, visit Microsoft Office Certification
· To view the Certiport Microsoft Office Specialist 365 and 2019 Exam Tutorial, visit Certiport Exam Tutorial
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