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Microsoft Excel Certification
Study Guide

Introduction

In  today’s  data-driven  world,
proficiency in Microsoft Excel is not
just a nice-to-have skill—it is often a
baseline requirement for many roles
in  finance,  operations,  marketing,
and  management.  Earning  a

Microsoft  Office  Specialist  (MOS)
certification in Excel validates your
ability  to  manipulate  data,  create
compelling  visualizations,  and
automate  repetitive  tasks.  A  well-
structured  Microsoft  Excel
Certification  Study  Guide  can
mean  the  difference  between



passing  on  your  first  attempt  and
struggling  with  complex  functions
under time pressure. This guide will
walk  you  through  everything  you
need  to  know:  from  choosing  the
right certification to mastering the
core  competencies,  leveraging
official  resources,  and  applying
proven  study  techniques.

Whether  you  are  targeting  the
Associate level (Excel 2019/365) or
the  Expert  level,  understanding
what the exam covers and how to
prepare  efficiently  will  save  you
hours of frustration. Let’s explore a
step-by-step roadmap to earn your
Microsoft  Excel  certification  with

confidence.

Understanding the
Microsoft Excel
Certification
Landscape

Before diving into study materials, it
is vital to understand the available
certification  tiers.  Microsoft
currently  offers  two primary Excel
certifications,  each  aligned  with
different  skill  levels.
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Microsoft Office Specialist
(MOS) – Excel Associate

The  Associate  certification  (Exam
MO-200 for Microsoft 365 Apps and
Office  2019)  targets  fundamental
ski l ls .  Candidates  should  be
comfortable creating and formatting
worksheets,  using  basic  formulas
(SUM,  AVERAGE,  COUNT) ,
managing  charts,  and  inserting
tables. This certification is ideal for
students,  administrative  assistants,
or professionals who use Excel for
day-to-day data entry and reporting.

Microsoft Office Specialist
(MOS) – Excel Expert

The  Expert  certification  (Exam
MO-201 for Microsoft 365 Apps and
Office  2019)  demands  a  much
deeper command of the application.
Expect  to  demonstrate  advanced
formulas (including nested functions
like IF, VLOOKUP, INDEX-MATCH),
PivotTables, macros, data validation,
and  advanced  charting.  This
certification  is  aimed  at  data
analysts,  project  managers,  and
power users who need to manipulate
large  datasets  and  build  complex
models.



There is also a Master certification,
which  requires  passing  both  the
Associate and Expert exams for the
s a m e  v e r s i o n .  F o r  m o s t
professionals,  start ing  with
Associate  and  then  progressing  to
Expert is the recommended path.

Key Topics Covered in
a Microsoft Excel
Certification Study
Guide

A comprehensive study guide should
break down the exam objectives into

manageable sections. Below are the
core domains you must master.

1. Manage Worksheets and
Workbooks

This  domain  covers  environment
navigation,  view  management
(splitting, freezing panes), and print
options.  You  should  know  how  to
insert,  delete,  rename,  and  move
worksheets.  Also  expect  to  work
with  multiple  windows,  arrange
workbooks,  and  set  the  print  area.

2. Create and Manage Cells
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and Ranges

Skills  include  formatting  cells
(number  formats,  alignment,
borders,  and  fills),  merging  and
unmerging  cells,  and  using  Flash
Fill. You must also handle relative,
absolute, and mixed references—an
area  where  many  test-takers  lose
points.  The  study  guide  should
emphasize  consistent  practice
with dollar signs ($) in formulas
to avoid common errors.

3. Create and Manage

Tables

Tables are essential  for  structured
references. You need to know how
to convert a range into a table, apply
table styles, add total rows, and use
slicers to filter data. The exam also
tests  sorting  and  fi ltering  by
multiple  criteria.

4. Apply Formulas and
Functions

This is perhaps the largest section
on both Associate and Expert exams.

Associate level: SUM,
AVERAGE, COUNT, COUNTA,



MIN, MAX, ROUND, IF,
SUMIF, COUNTIF, and basic
text functions (LEFT, RIGHT,
MID, CONCATENATE).
Expert level: Nested IFs, IFS,
SWITCH, VLOOKUP,
HLOOKUP, XLOOKUP, INDEX-
MATCH, SUMIFS, COUNTIFS,
AVERAGEIFS, statistical
functions (MODE, MEDIAN),
and array formulas.

Your study guide must include real-
world scenarios—for example, using
VLOOKUP to pull sales data from a
product  table,  or  nesting  IF  with
AND/OR  to  evaluate  multiple
conditions.

5. Create Charts and
Objects

Chart types (column, line, pie, bar,
and combination charts), formatting
chart  elements,  applying  chart
styles,  and  adding  trendlines  are
expected. For Expert, you may need
to create PivotCharts and customize
chart axes. Also, adding sparklines
and using camera tools can appear.

6. Analyze Data with
PivotTables and PivotCharts

PivotTables  are  a  cornerstone  of
advanced analysis. Master creating
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PivotTables,  modifying  the  layout
(rows,  columns,  values,  filters),
applying  slicers  and  timelines,
grouping data, and using calculated
fields. The study guide should walk
through refreshing data sources and
changing  the  default  aggregation
from  Count  to  Sum  when  needed.

7. Automate with Macros
(Expert Only)

The Expert exam includes recording,
running, and editing simple macros
u s i n g  t h e  V i s u a l  B a s i c  f o r
Applications  (VBA)  editor,  though
you won’t be expected to write code

from  scratch.  Understand  relative
and  absolute  macro  recording,
assigning  macros  to  buttons,  and
enabling macro security settings.

How to Build Your
Microsoft Excel
Certification Study
Plan

Now that  you know what’s  tested,
let’s  outline  an  effective  study
strategy.



Step 1: Obtain the Official
Exam Objectives

Microsoft publishes a detailed Skills
Measured document for each exam.
Download  it  from  the  Microsoft
certification  site  and  print  it  out.
Use  this  as  your  checklist.  Every
item in the guide should become a
topic you can teach to someone else.

Step 2: Assess Your Current
Skill Level

Take  a  practice  test  (Microsoft
provides free sample questions)  to
identify weak areas. For instance, if

you  struggle  with  VLOOKUP  or
PivotTable grouping,  allocate more
study  time  there.  Honest  self-
a s s e s s m e n t  p r e v e n t s
overconfidence.

Step 3: Use Official
Learning Resources

Microsoft Learn: Free, self-
paced learning paths designed
specifically for MOS exams.
Each module includes
interactive exercises.
LinkedIn Learning / Udemy:
Comprehensive video courses
that walk through exam
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objectives with follow-along
files.
Books: “MOS Study Guide for
Microsoft Excel” by Joan
Lambert is a classic resource.
Practice files are available for
download.

Step 4: Practice with Real
Projects

Nothing  substitutes  hands-on
experience.  Create  a  personal
budget,  analyze sample sales data,
and build a dashboard. Try to use
every  function  mentioned  in  the
objectives.  For  Expert  candidates,

automate  a  monthly  report  with
macros.

Step 5: Take Full-Length
Practice Exams

Exam simulations  (like  those  from
GMetrix or MeasureUp) mirror the
a c t u a l  i n t e r f a c e  a n d  t i m e
constraints.  Aim  for  a  consistent
score above 85% before scheduling
the real exam.

Essential Resources



for Your Study Guide

To  compile  your  personalized
Microsoft  Excel  Certification
Study  Guide,  consider  these  tools:

Microsoft’s Official Practice
Tests

These are available for purchase on
the  certification  website.  They
provide  realistic  question  formats
and  feedback  on  missed  items.

YouTube Channels

Channels  like  “ExcelIsFun”  and

“MyOnlineTrainingHub”  offer  deep
dives  into  specific  functions  and
exam tricks. Search for “MOS Excel
2019 tips” for curated playlists.

Excel Add-ins and Sample
Data

Download  sample  workbooks  from
Microsoft or data sets from sites like
Kaggle  to  practice  PivotTable
analysis. The more varied your data,
the better you’ll handle unexpected
exam scenarios.

Flashcards for Formula
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Syntax

Use  apps  like  Anki  or  Quizlet  to
memorize  function  arguments.  For
example:  =VLOOKUP(lookup_value,
table_array,  col_index_num,
[range_lookup]).

Common Mistakes to
Avoid

Even well-prepared candidates can
trip  on  minor  details.  Avoid  these
pitfalls:

Ignoring the version
differences: The 2019 and

Microsoft 365 versions behave
slightly differently for
functions like XLOOKUP
(available only in 365) or
dynamic arrays. Check which
exam version you are taking.
Overlooking formatting
nuances: The exam expects
you to apply cell styles,
conditional formatting, and
theme fonts exactly as
specified in the instructions.
Rushing through
PivotTables: Adjusting the
Value Field Settings (e.g.,
showing as % of grand total) is
a common asked skill.



Forgetting to save: Sounds
trivial, but the exam
environment may not auto-save
your work. Save frequently.

Exam Day Tips and
Strategies

The  MOS  exam  is  performance-
based: you complete tasks in a live
Excel  environment.  There  are  no
multiple-choice  questions.  Here’s
how  to  approach  it:

Read each task carefully.1.
The instructions tell you
exactly what to do (e.g., “Apply

the currency format with two
decimal places to range
B2:B10”). Do not add extra
steps.
Manage your time. You have2.
50 minutes for most exams. If
stuck on a task (e.g., a complex
formula), move on and come
back if time permits.
Use keyboard shortcuts.3.
They save seconds: Ctrl+C,
Ctrl+V, Alt+= for AutoSum,
Ctrl+T for tables. The exam
environment supports them.
Verify your work. Before4.
moving to the next task, check
that you completed the
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requested change; the system
will not auto-grade until you
finish all tasks.
Stay calm. The exam can only5.
test skills you have practiced.
Trust your study guide and
breathe deeply.

Conclusion

E a r n i n g  a  M i c r o s o f t  E x c e l
certification is a smart investment in
your  professional  development.  A
r o b u s t  M i c r o s o f t  E x c e l

Certif ication  Study  Guide
provides the structure you need to
master formulas, data analysis, and
automation.  By breaking down the
objectives,  using official  resources,
and  committ ing  to  hands-on
practice, you can pass the exam with
confidence. Remember that the goal
is not just a badge—it is the ability
to  t rans fo rm  raw  da ta  i n to
actionable insights. Start your study
plan today, and you’ll soon join the
r a n k s  o f  c e r t i f i e d  E x c e l
professionals who stand out in the
competitive job market.


