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The Microsoft Office Specialist Exam and This Text
This textbook has been certified and carries the ProCert Certified logo, distin-
guishing this courseware as a trusted and critical part of preparing for a certifica-
tion exam. This solution meets all course objectives to prepare students to take 
the Microsoft Office Specialist (MOS) Core exam for this subject matter.

For more information on MOS certification, go to: certiport.pearsonvue.com/Certifications/Microsoft 

CORE EXAM

OBJECTIVE TEXT LOCATION

1 Manage Worksheets and Workbooks
1.1 Import data into workbooks

1.1.1 Import data from .txt files pp. 336–338 Importing and Exporting Data

1.1.2 Import data from .csv files pp. 336–338 Importing and Exporting Data

1.2 Navigate within workbooks

1.2.1 Search for data within a workbook pp. 38–41 Other Navigation Methods

1.2.2 Navigate to named cells, ranges, or 
workbook elements

pp. 82–85 Creating Names for Cells and Ranges

1.2.3 Insert and remove hyperlinks pp. 358–359 Inserting Hyperlinks for Navigation

1.3 Format worksheets and workbooks

1.3.1 Modify page setup pp. 160–161 Customizing the Page Setup

1.3.2 Adjust row height and column width pp. 26–28 Adjusting Column Width and Row Height

1.3.3 Customize headers and footers pp. 136–139 Headers and Footers

1.4 Customize options and views

1.4.1 Customize the Quick Access toolbar p. 4 The Quick Access Toolbar and pp. 366–368 DYS 
E15-D5

1.4.2 Display and modify workbook content in 
different views

pp. 124–126 Adjusting View Options

1.4.3 Freeze worksheet rows and columns pp. 124–126 Adjusting View Options

1.4.4 Change window views pp. 124–126 Adjusting View Options

1.4.5 Modify basic workbook properties pp. 161–162 Editing Document Properties

1.4.6 Display formulas pp. 80–81 Display and Print Formulas

1.5 Configure content for collaboration

1.5.1 Set a print area pp. 136–139 Printing Options

1.5.2 Save workbooks in alternative file 
formats

pp. 337–338 Exporting

1.5.3 Configure print settings pp. 36–37 Printing Worksheets

1.5.4 Inspect workbooks for issues pp. 362–365 Inspecting Your Workbook

2 Manage Data Cells and Ranges
2.1 Manipulate data in worksheets

2.1.1 Paste data by using special paste options pp. 9–12 The Office Clipboard

2.1.2 Fill cells by using AutoFill pp. 33–35 Entering a Series Using AutoFill

2.1.3 Insert and delete multiple columns or 
rows

pp. 55–56 Insert and Delete Rows, Columns, and Cells

2.1.4 Insert and delete cells pp. 55–56 Insert and Delete Rows, Columns, and Cells

2.2 Format cells and ranges

2.2.1 Merge and unmerge cells pp. 30–31 Cell Alignment

2.2.2 Modify cell alignment, orientation, and 
indentation

pp. 30–31 Cell Alignment

2.2.3 Format cells by using Format Painter pp. 13–14 Formatting Text Using Font Group Settings

2.2.4 Wrap text within cells pp. 30–31 Cell Alignment
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2.2.5 Apply number formats pp. 157–160 Creating Custom Number Formats

2.2.6 Apply cell formats from the Format 
Cells dialog box

pp. 157–160 Creating Custom Number Formats

2.2.7 Apply cell styles pp. 153–155 Cell Styles

2.2.8 Clear cell formatting pp. 153–155 Cell Styles

2.3 Define and reference named ranges

2.3.1 Define a named range pp. 82–85 Creating Names for Cells and Ranges

2.3.2 Name a table p. 77 Tables Name and pp. 278–279 DYS E11-D2

2.4 Summarize data visually

2.4.1 Insert sparklines pp. 281–282 Creating Sparklines

2.4.2 Apply built-in conditional formatting pp. 179–183 Conditional Formatting Using Graphics 
and Custom Rules and pp. 260–262 The Quick Analysis 
Tool

2.4.3 Remove conditional formatting pp. 179–183 Conditional Formatting Using Graphics 
and Custom Rules

3 Manage Tables and Table Data
3.1 Create and format tables

3.1.1 Create Excel tables from cell ranges pp. 139–140 Excel Tables and pp. 274–276 Working 
with Tables

3.1.2 Apply table styles pp. 277–279 Table Style Options 

3.1.3 Convert tables to cell ranges p. 139 Excel Tables

3.2 Modify tables

3.2.1 Add or remove table rows and columns pp. 274–276 Insert and Delete Table Rows and 
Columns

3.2.2 Configure table style options pp. 277–279 Table Style Options

3.2.3 Insert and configure total rows pp. 278–279 Total Row

3.3 Filter and sort table data

3.3.1 Filter records pp. 139–140 Excel Tables and pp. 275–276 Apply a 
Sort or Filter

3.3.2 Sort data by multiple columns pp. 139–140 Excel Tables and pp. 275–276 Apply a 
Sort or Filter

4 Perform Operations by Using Formulas and Functions
4.1 Insert references

4.1.1 Insert relative, absolute, and mixed 
references

pp. 79–82 Using Relative and Absolute Cell References

4.1.2 Reference named ranges and named 
tables in formulas

pp. 82–85 Creating Names for Cells and Ranges

4.2 Calculate and transform data

4.2.1 Perform calculations by using the 
AVERAGE(), MAX(), MIN(), and SUM() 
functions

pp. 77–79 SUM, AVERAGE, COUNT, MAX and MIN

4.2.2 Count cells by using the COUNT(), 
COUNTA(), and COUNTBLANK() 
functions

pp. 77–79 SUM, AVERAGE, COUNT, MAX and MIN

4.2.3 Perform conditional operations by using 
the IF() function

pp. 130 – 133 The IF Function

4.3 Format and modify text

4.3.1 Format text by using RIGHT(), LEFT(), 
and MID() functions

pp. 220–225 Using Functions to Modify Text

4.3.2 Format text by using UPPER(), LOWER(), 
and LEN() functions

pp. 220–225 Using Functions to Modify Text

4.3.3 Format text by using the CONCAT() and 
TEXTJOIN() functions

pp. 220–225 Using Functions to Modify Text
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5 Manage Charts
5.1 Create charts

5.1.1 Create charts pp. 96–100 Create Charts to Compare Data

5.1.2 Create chart sheets pp. 105–107 Move and Size Charts

5.2 Modify charts

5.2.1 Add data series to charts pp. 98–99 Selecting Chart Data and p. 100 DYS E4-D1

5.2.2 Switch between rows and columns in 
source data

pp. 107–108 Edit Chart Data

5.2.3 Add and modify chart elements pp. 100–104 Chart Tools

5.3 Format charts

5.3.1 Apply chart layouts pp. 98–100 Selecting Chart Data

5.3.2 Apply chart styles pp. 101–103 Chart Design Tools

5.3.3 Add alternative text to charts for 
accessibility

pp. 363–365 Inspect a Workbook for Accessibility and 
DYS E15-D4

EXPERT EXAM

OBJECTIVE TEXT LOCATION

1 Manage Workbook Options and Settings
1.1 Manage workbooks

1.1.1 Copy macros between workbooks pp. 322–324 Storing and Sharing Macros 

1.1.2 Reference data in other workbooks pp. 60–62 Create Cell References to Other 
Worksheets

1.1.3 Enable macros in a workbook pp. 320–321 Changing Macro Security

1.1.4 Manage workbook versions pp. 370–373 Manage Workbook Versions

1.2 Prepare workbooks for collaboration

1.2.1 Restrict editing pp. 368–373 Protecting Workbooks 

1.2.2 Protect worksheet and cell ranges pp. 368–373 Protecting Workbooks

1.2.3 Protect workbook structure pp. 368–373 Protecting Workbooks

1.2.4 Configure formula calculation options pp. 368–373 Protecting Workbooks

1.2.5 Manage comments pp. 359–360 Inserting and Viewing Comments

1.3 Use and configure language options

1.3.1 Configure editing and display languages p. 365 Configure Editing and Display Languages

1.3.2 Use language-specific features p. 365 Configure Editing and Display Languages

2 Manage and Format Data
2.1 Fill cells based on existing data

2.1.1 Fill cells by using Flash Fill pp. 221–225 Merge and Modify Text with Functions 
and Flash Fill

2.1.2 Fill cells by using advanced Fill Series 
options

pp. 343–344 Advanced Options for Filling a Data 
Series

2.2 Format and validate data

2.2.1 Create custom number formats pp. 157–160 Creating Custom Number Formats

2.2.2 Configure data validation pp. 133–135 Controlling Data Entry with Data 
Validation

2.2.3 Group and ungroup data pp. 255–257 The Outline Feature

2.2.4 Calculate data by inserting subtotals 
and totals

pp. 255–260 The Outline Feature and Subtotals 

2.2.5 Remove duplicate records pp. 293–296 Remove Duplicates

2.3 Apply advanced conditional formatting and filtering

2.3.1 Create custom conditional formatting 
rules

pp. 179–183 Conditional Formatting Using Graphics 
and Custom Rules

2.3.2 Create conditional formatting rules that 
use formulas

pp. 179–183 Conditional Formatting Using Graphics 
and Custom Rules

2.3.3 Manage conditional formatting rules pp. 179–183 Conditional Formatting Using Graphics 
and Custom Rules
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3 Create Advanced Formulas and Macros
3.1 Perform logical operations in formulas

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

pp. 228–232 Nested Functions

3.2 Look up data by using functions

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

pp. 252–255 Introducing Lookup Functions 

3.3 Use advanced date and time functions

3.3.1 Reference date and time by using the 
NOW() and TODAY() functions

pp. 176–177 Using Date Functions

3.3.2 Calculate dates by using the WEEKDAY() 
and WORKDAY() functions

pp. 176–177 Using Date Functions and pp. 177–179 
Calculations Using Date and Time

3.4 Perform data analysis

3.4.1 Summarize data from multiple ranges 
by using the Consolidate feature

pp. 341–342 Summarizing Data

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

pp. 203–207 Scenario Manage and Goal Seek

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

pp. 198–199 NPER Function

3.4.4 Calculate financial data by using the 
PMT() function

pp. 195–197 PMT Function

3.5 Troubleshoot formulas

3.5.1 Trace precedence and dependence pp. 232–234 Trace Precedents and Trace Dependents

3.5.2 Monitor cells and formulas by using the 
Watch Window

pp. 235–237 The Watch Window

3.5.3 Validate formulas by using error 
checking rules

pp. 234–237 The Watch Window

3.5.4 Evaluate formulas pp. 235–237 The Watch Window

3.6 Create and modify simple macros

3.6.1 Record simple macros pp. 321–324 Recording Macros

3.6.2 Name simple macros pp. 321–324 Recording Macros

3.6.3 Edit simple macros pp. 321–324 Recording Macros

4  Manage Advanced Charts and Tables
4.1 Create and modify advanced charts

4.1.1 Create and modify dual-axis charts pp. 345–347 Additional Charts and Chart Tools

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

pp. 345–347 Additional Charts and Chart Tools

4.2 Create and modify PivotTables

4.2.1 Create PivotTables pp. 292–296 Creating PivotTables

4.2.2 Modify field selections and options pp. 298–300 Changing Value Field Settings

4.2.3 Create slicers pp. 302–304 Filtering with Slicers

4.2.4 Group PivotTable data pp. 297–301 Formatting PivotTables

4.2.5 Add calculated fields pp. 304–307 Creating Calculated Fields

4.2.6 Format data pp. 297–301 Formatting PivotTables

4.3 Create and modify PivotCharts

4.3.1 Create PivotCharts pp. 307–308 Creating PivotCharts

4.3.2 Manipulate options in existing 
PivotCharts

pp. 307–308 Creating PivotCharts

4.3.3 Apply styles to PivotCharts pp. 307–308 Creating PivotCharts

4.3.4 Drill down into PivotChart details pp. 307–308 Creating PivotCharts


