MCA

Microsoft® Office Specialist
(Office 365 and Office 2019)

COMPLETE

STUDY
GUIDE

WORD EXAM MO-100, EXCEL EXAM MO-200,
AND POWERPOINT EXAM MO-300
Includes one year of FREE access after activation to the interactive
online learning environment and study tools:
3 practice exams

300 electronic flashcards
Searchable key term glossary

y 4
1 SYBEX
ERIC BUTOW A Wiley Brand






Microsoft® Office Specialist

Complete Study Guide
(Office 365 and Office 2019)

Eric Butow

_«SBEX

A Wiley Brand



Copyright © 2021 by John Wiley & Sons, Inc. All rights reserved.

Published by John Wiley & Sons, Inc., Hoboken, New Jersey.
Published simultaneously in Canada.

ISBN: 978-1-119-71849-9
ISBN: 978-1-119-71851-2 (ebk.)
ISBN: 978-1-119-71850-5 (ebk.)

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permitted under Sections
107 or 108 of the 1976 United States Copyright Act, without either the prior written permission of the Publisher, or
authorization through payment of the appropriate per-copy fee to the Copyright Clearance Center, 222 Rosewood
Drive, Danvers, MA 01923, (978) 750-8400, fax (978) 646-8600. Requests to the Publisher for permission should be
addressed to the Permissions Department, John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030, (201)
748-6011, fax (201) 748-6008, or online at http://www.wiley.com/go/permissions.

Limit of Liability/Disclaimer of Warranty: While the publisher and author have used their best efforts in preparing
this book, they make no representations or warranties with respect to the accuracy or completeness of the contents of
this book and specifically disclaim any implied warranties of merchantability or fitness for a particular purpose. No
warranty may be created or extended by sales representatives or written sales materials. The advice and strategies
contained herein may not be suitable for your situation. You should consult with a professional where appropriate.
Neither the publisher nor author shall be liable for any loss of profit or any other commercial damages, including but
not limited to special, incidental, consequential, or other damages.

For general information on our other products and services or to obtain technical support, please contact our Customer
Care Department within the U.S. at (877) 762-2974, outside the U.S. at (317) 572-3993 or fax (317) 572-4002.

Wiley also publishes its books in a variety of electronic formats. Some content that appears in print may not be
available in electronic formats. For more information about Wiley products, visit our web site at www.wiley.com.

Library of Congress Control Number: 2021938302

TRADEMARKS: WILEY and the Wiley logo are trademarks or registered trademarks of John Wiley & Sons, Inc. and/
or its affiliates, in the United States and other countries, and may not be used without written permission. Microsoft

is a registered trademark of Microsoft Corporation. All other trademarks are the property of their respective owners.
John Wiley & Sons, Inc. is not associated with any product or vendor mentioned in this book.

Cover Image: © Getty Images Inc./Jeremy Woodhouse
Cover Design: Wiley


http://www.wiley.com/go/permissions
http://www.wiley.com

To my family and friends



Acknowledgments

I have many people to thank, starting with my literary agent, Matt Wagner. He connected
me with Sybex to write this book and managed our relationship well. Next, I want to give a
shout out to my excellent editing team: Gary Schwartz, Barath Kumar Rajasekaran, Chris-
tine O’Connor, and Senior Acquisitions Editor Kenyon Brown.

And, as always, I want to thank my family and friends for their everlasting support.
I couldn’t write this book without them.

—FEric Butow



About the Author

Eric Butow is the owner of Butow Communications Group (BCG) in Jackson, California.
BCG offers website development, online marketing, and technical writing services. Eric is a
native Californian who started working with his friend’s Apple II Plus and Radio Shack
TRS-80 Model IIT in 1980 when he lived in Fresno, California. He learned about program-
ming, graphic design, and desktop publishing in the Fresno PC Users Group in his
professional career, and when he started BCG in 1994.

Eric has written 40 other technical books as an author, co-author

or, in one case, as a ghostwriter. Most of Eric’s works were written for
the general book market, but some were written for specific clients
including HP and F5 Networks. Two of his books have been trans-
lated into Chinese and Italian. Eric’s most recent books are Program-
ming Interviews for Dummies (For Dummies, 2019) with John
Sonmez, Ultimate Guide to Social Media Marketing (Entrepreneur
Press, 2020) with Herman, Liu, Robinson, and Allton, and Instagram
for Business for Dummies Second Edition (For Dummies, 2021) with
Jennifer Herman and Corey Walker.

Upon his graduation from California State University, Fresno in 1996 with a master’s
degree in communication, Eric moved to Roseville, California, where he lived for 13 years.
Eric continued to build his business and worked as a technical writer for a wide variety of
businesses from startups to large companies including Intel, Wells Fargo Wachovia, TASQ
Technology, Cisco Systems, and Hewlett-Packard. Many of those clients required their
technical writers to know Microsoft PowerPoint, which Eric has used since the early 1990s.
From 1997-1999, during his off-time, Eric produced 30 issues of Sacra Blue, the award-
winning monthly magazine of the Sacramento PC Users Group.

When Eric isn’t working in (and on) his business or writing books, you can find him
enjoying time with friends, walking around the historic Gold Rush town of Jackson, and
helping his mother manage her infant and toddler daycare business.

About the Technical Editor

Kristen Merritt is an experienced technical editor who has reviewed books for several pub-
lishers, including Wiley and Microsoft Press. Kristen spent 12 years in technical sales, and
she is currently employed as a digital marketer.






Contents at a Glance

Introduction
Assessment Test

Answers to Assessment Test

Part | Word Exam MO-100

Chapter 1 Working with Documents

Chapter 2 Inserting and Formatting Text

Chapter 3 Managing Tables and Lists

Chapter 4 Building References

Chapter 5 Adding and Formatting Graphic Elements
Chapter 6 Working with Other Users on Your Document
Part 1l Excel Exam MO-200

Chapter 7 Managing Worksheets and Workbooks
Chapter 8 Using Data Cells and Ranges

Chapter 9 Working with Tables and Table Data

Chapter 10 Performing Operations by Using Formulas and Functions

Chapter 11 Managing Charts

Part 1l PowerPoint Exam MO-300
Chapter 12 Creating Presentations
Chapter 13 Managing Slides

Chapter 14 Inserting and Formatting Text, Shapes,
and Images

Chapter 15 Inserting Tables, Charts, SmartArt, 3D Models,
and Media

Chapter 16 Applying Transitions and Animations
Appendix Answers to Review Questions

Index

xxi
XXVill
xl

1

3
35
61
99
117
151

169
171
233
279
303
341

373
375
461

493

543
589

627
639






Contents

Introduction xxi
Assessment Test Xxviii
Answers to Assessment Test xl
Part | Word Exam MO-100 1
Chapter 1 Working with Documents 3
Navigating Within Documents 4

Searching for Text 4

Linking to Locations Within Documents 8

Moving to Specific Locations and Objects in Documents 9

Showing and Hiding Formatting Symbols and Hidden Text 10

Formatting Documents 13
Setting Up Document Pages 14
Applying Style Settings 15
Inserting and Modifying Headers and Footers 17
Configuring Page Background Elements 18

Saving and Sharing Documents 20
Saving Documents in Alternative File Formatting 20
Changing Basic Document Properties 21
Modifying Print Settings 23
Sharing Documents Electronically 24

Inspecting Documents for Issues 26
Locating and Removing Hidden Properties

and Personal Information 26
Finding and Fixing Accessibility Issues 28
Locating and Correcting Compatibility Issues 29

Summary 30

Key Terms 31

Exam Essentials 31

Review Questions 33

Chapter 2 Inserting and Formatting Text 35

Adding and Replacing Text 36
Finding and Replacing Text 36
Inserting Symbols and Special Characters 40

Formatting Text and Paragraphs 42
Adding Text Effects 42
Applying Formatting by Using Format Painter 43
Setting Line and Paragraph Spacing and Indentation 43
Applying Built-In Styles to Text 46

Clearing Formatting 47



X Contents

Creating and Configuring Document Sections 50
Formatting Text in Multiple Columns 50
Inserting Page, Section, and Column Breaks 52
Changing Page Setting Options for a Section 53

Summary 56

Key Terms 57

Exam Essentials 57

Review Questions 58

Chapter 3 Managing Tables and Lists 61

Creating Tables 62
Converting Text to Tables 64
Switching Tables to Text 65
Creating Tables by Specifying Rows and Columns 66

Modifying Tables 68
Sorting Table Data 68
Configuring Cell Margins and Spacing 70
Merging and Splitting Cells 73
Resizing Tables, Rows, and Columns 75
Splitting Tables 80
Configuring a Repeating Row Header 82

Creating and Formatting Lists 85
Structuring Paragraphs as Numbered and Bulleted Lists 85
Changing Bullet Characters and Number Formatting 86
Defining Custom Bullet Characters and Number Formatting 88
Increasing and Decreasing List Levels 91
Restarting and Continuing List Numbering 92
Setting Starting Number Values 94

Summary 95

Key Terms 96

Exam Essentials 96

Review Questions 97

Chapter 4 Building References 99

Creating and Managing Referencing Elements 100
Inserting Footnotes and Endnotes 100
Modifying Footnote and Endnote Properties 103
Creating and Modifying Bibliography Citation Sources 104
Inserting Citations for Bibliographies 107

Working with Referencing Tables 109
Inserting Tables of Contents 109
Customizing Tables of Contents 110
Adding Bibliographies 112

Summary 113

Key Terms 113



Chapter

Chapter

5

6

Contents

Exam Essentials
Review Questions

Adding and Formatting Graphic Elements

Inserting Illustrations and Text Boxes
Adding Shapes
Including Pictures
Inserting 3D Models
Adding SmartArt Graphics
Placing Screenshots and Screen Clippings
Inserting Text Boxes
Formatting Illustrations and Text Boxes
Applying Artistic Effects
Adding Picture Effects and Picture Styles
Removing Picture Backgrounds
Formatting Graphic Elements
Setting Up SmartArt Graphics
Working with 3D Models
Adding and Organizing Text
Formatting Text in Text Boxes
Adding Text in Shapes
Changing SmartArt Graphic Content
Modifying Graphic Elements
Positioning Objects
Wrapping Text Around Objects
Adding Alt Text to Objects
Summary
Key Terms
Exam Essentials
Review Questions

Working with Other Users on Your Document

Adding Comments
Inserting Comments
Reviewing and Replying to Comments
Resolving Comments
Deleting Comments
Tracking Your Changes
Turning On Track Changes
Reviewing Tracked Changes
Accepting and Rejecting Tracked Changes
Locking and Unlocking Change Tracking
Summary
Key Terms

Xi

114
115

117

118
118
120
121
122
123
125
127
127
128
131
132
134
136
137
137
139
141
142
142
143
146
148
148
148
149

151

152
152
153
154
155
157
157
158
159
162
165
165



xii

Part Il

Chapter

Chapter

Contents

7

8

Exam Essentials
Review Questions

Excel Exam MO-200

Managing Worksheets and Workbooks

Importing Data into Workbooks
Bringing in Data from TXT Files
Importing Data from CSV Files
Navigating Within Workbooks
Searching for Data Within a Workbook
Navigating to Named Cells, Ranges,
or Workbook Elements
Inserting and Removing Hyperlinks
Formatting Worksheets and Workbooks
Modifying Page Settings
Adjusting Row Height and Column Width
Customizing Headers and Footers
Customizing Options and Views
Customizing the Quick Access Toolbar
Displaying and Modifying Workbook Content
in Different Views
Freezing Worksheet Rows and Columns
Changing Window Views
Modifying Basic Workbook Properties
Displaying Formulas
Configuring Content for Collaboration
Setting a Print Area
Saving Workbooks in Other File Formats
Configuring Print Settings
Inspecting Workbooks for Issues
Summary
Key Terms
Exam Essentials
Review Questions

Using Data Cells and Ranges

Manipulating Data in Worksheets
Pasting Data by Using Special Paste Options
Filling Cells by Using Auto Filling
Inserting and Deleting Multiple Columns or Rows
Adding and Removing Cells

Formatting Cells and Ranges
Merging and Unmerging Cells

165
166

169

171

172
173
174
178
178

180
182
190
190
192
200
206
207

211
214
216
218
219
222
222
224
224
225
229
229
229
231

233

234
234
238
240
242
245
245



Chapter

Chapter

9

10

Contents xiii

Modifying Cell Alignment, Orientation, and Indentation 246

Formatting Cells by Using Format Painter 249
Wrapping Text Within Cells 250
Using Number Formatting 252
Applying Cell Formatting from the Format
Cells Dialog Box 253
Working with Cell Styles 254
Clearing Cell Formatting 256
Defining and Referencing Named Ranges 258
Defining a Named Range 258
Naming a Table 263
Summarizing Data Visually 265
Inserting Sparklines 265
Applying Built-In Conditional Formatting 269
Removing Conditional Formatting 271
Summary 275
Key Terms 275
Exam Essentials 275
Review Questions 277
Working with Tables and Table Data 279
Creating and Formatting Tables 280
Creating Excel Tables from Cell Ranges 280
Applying Table Styles 282
Converting Tables to Cell Ranges 283
Modifying Tables 285
Adding or Remove Table Rows and Columns 285
Configuring Table Style Options 288
Inserting and Configuring Total Rows 289
Filtering and Sorting Table Data 292
Filtering Records 292
Sorting Data by Multiple Columns 296
Summary 298
Key Terms 299
Exam Essentials 299
Review Questions 300
Performing Operations by Using Formulas
and Functions 303
Inserting References 304
Inserting Relative, Absolute, and Mixed References 305
Referencing Named Ranges and Named Tables in
Formulas 307
Calculating and Transforming Datas 310

Performing Calculations Using the AVERAGE(), MAX(),
MIN(), and SUM() Functions 310



Xiv

Chapter

Part 1l

Chapter

Contents

11

12

Perform Conditional Operations by
Using the IF() Function
Formatting and Modifying Text
Formatting Text Using the RIGHT(), LEFT(),
and MID() Functions
Formatting Text Using the UPPER(), LOWER(),
and LEN() Functions
Formatting Text Using the CONCAT{()
and TEXTJOIN() Functions
Summary
Key Terms
Exam Essentials
Review Questions

Managing Charts

Creating Charts
Building Charts
Working with Chart Sheets
Modifying Charts
Adding Data Series to Charts
Switching Between Rows and Columns in Source Data
Adding and Modifying Chart Elements
Formatting Charts
Using Chart Layouts
Applying Chart Styles
Adding Alternative Text to Charts for Accessibility
Summary
Key Terms
Exam Essentials
Review Questions

PowerPoint Exam MO-300

Creating Presentations

Modifying Slide Masters, Handout Masters,
and Note Masters

Changing the Slide Master Theme or Background
Modifying Slide Master Content
Creating Slide Layouts
Modify Slide Layouts
Modifying the Handout Master
Modifying the Notes Master

Changing Presentation Options and Views
Changing the Slide Size
Displaying Presentations in Different Views
Setting Basic File Properties

321
325

325
329

333
336
337
337
338

341

342
342
344
348
348
351
352
355
356
364
366
368
368
369
370

373

375

377
378
383
384
389
393
400
406
406
408
410



Chapter

13

Contents

Configuring Print Settings for Presentations
Printing All or Part of a Presentation
Printing Notes Pages
Printing Handouts
Printing in Color, Grayscale, or Black and White

Configuring and Presenting Slideshows
Creating Custom Slideshows
Configuring Slideshow Options
Rehearsing Slideshow Timing
Setting Up Slideshow Recording Options
Presenting Slideshows by Using Presenter View

Preparing Presentations for Collaboration
Mark Presentations as Final
Protecting Presentations by Using Passwords
Inspecting Presentations for Issues
Adding and Managing Comments
Preserving Presentation Content
Exporting Presentations to Other Formats

Summary

Key Terms

Exam Essentials

Review Questions

Managing Slides

Inserting Slides
Importing Word Document Outlines
Inserting Slides from Another Presentation
Inserting Slides and Selecting Slide Layouts
Inserting Summary Zoom Slides
Duplicating Slides

Modifying Slides
Hiding and Unhiding Slides
Modifying Individual Slide Backgrounds
Inserting Slide Headers, Footers, and Page Numbers

Ordering and Grouping Slides
Creating Sections
Modifying the Slide Order
Renaming Sections

Summary

Key Terms

Exam Essentials

Review Questions

XV

411
411
413
414
415
417
417
422
423
427
430
436
437
438
439
441
446
447
456
457
457
459

461

462
462
465
467
469
474
475
476
477
480
484
484
486
488
489
490
490
491



xvi

Chapter

Chapter

Contents

14

15

Inserting and Formatting Text, Shapes,
and Images

Formatting Text
Applying Formatting and Styles to Text
Formatting Text in Multiple Columns
Creating Bulleted and Numbered Lists
Inserting Links
Inserting Hyperlinks
Inserting Section Zoom Links and Slide Zoom Links
Inserting and Formatting Images
Resizing and Cropping Images
Applying Built-In Styles and Effects to Images
Inserting Screenshots and Screen Clippings
Inserting and Formatting Graphic Elements
Inserting and Changing Shapes
Drawing by Using Digital Ink
Adding Text to Shapes and Text Boxes
Resizing Shapes and Text Boxes
Formatting Shapes and Text Boxes
Applying Built-In Styles to Shapes and Text Boxes
Adding Alt Text to Graphic Elements for Accessibility
Ordering and Grouping Objects on Slides
Ordering Shapes, Images, and Text Boxes
Aligning Shapes, Images, and Text Boxes
Grouping Shapes and Images
Displaying Alignment Tools
Summary
Key Terms
Exam Essentials
Review Questions

Inserting Tables, Charts, SmartArt, 3D Models,
and Media

Inserting and Formatting Tables
Creating and Inserting Tables
Inserting and Deleting Table Rows and Columns
Applying Built-In Table Styles
Inserting and Modifying Charts
Creating and Inserting Charts
Modifying Charts
Inserting and Formatting SmartArt Graphics
Inserting SmartArt Graphics
Converting Lists to SmartArt Graphics
Adding and Modifying SmartArt Graphic Content

493

495
495
501
502
504
504
505
509
511
513
515
518
518
520
523
525
527
529
532
534
534
535
537
538
539
540
540
541

543

544
544
545
548
551
551
554
560
560
560
563



Chapter

Appendix

16

Contents

Inserting and Modifying 3D Models
Inserting 3D Models
Modifying 3D Models

Inserting and Managing Media
Inserting Audio and Video Clips
Creating and Inserting Screen Recordings
Configuring Media Playback Options

Summary

Key Terms

Exam Essentials

Review Questions

Applying Transitions and Animations

Applying and Configuring Slide Transitions
Applying Basic and 3D Slide Transitions
Configuring Transition Effects

Animating Slide Content
Animating Text and Graphic Elements
Animating 3D Models
Configuring Animation Effects
Configuring Animation Paths
Reordering Animations on a Slide

Setting Timing for Transitions
Setting Transition Effect Duration
Configuring Transition Start and Finish Options

Summary

Key Terms

Exam Essentials

Review Questions

Answers to Review Questions

Part I: Word Exam MO-100

Chapter 1: Working with Documents

Chapter 2: Inserting and Formatting Text

Chapter 3: Managing Tables and Lists

Chapter 4: Building References

Chapter 5: Adding and Formatting Graphic Elements

Chapter 6: Working with Other Users on Your Document

Part IT: Excel Exam MO-200

Chapter 7: Managing Worksheets and Workbooks

Chapter 8: Using Data Cells and Ranges

Chapter 9: Working with Tables and Table Data

Chapter 10: Performing Operations by Using Formulas
and Functions

Chapter 11: Managing Charts

Xvii

565
565
567
568
568
576
581
584
585
585
587

589

590
590
592
596
596
606
609
612
617
619
619
620
622
622
623
624

627

628
628
628
629
630
630
631
632
632
632
633

634
634



xviii

Index

Contents

Part III: PowerPoint Exam MO-300

Chapter 12: Creating Presentations

Chapter 13: Managing Slides

Chapter 14: Inserting and Formatting Text, Shapes,
and Images

Chapter 15: Inserting Tables, Charts, SmartArt, 3D Models,
and Media

Chapter 16: Applying Transitions and Animations

635
635
636
636

637
638

639



Table of Exercises

Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise

Exercise

11
1.2
1.3
1.4
2.1
2.2
2.3
3.1
3.2
3.3
41
4.2
5.1
5.2
5.3
5.4
6.1
6.2
71
7.2
7.3
7.4
7.5
8.1
8.2
8.3
8.4
9.1
9.2
9.3
101
10.2

Navigating and Modifying TextinaDocument. . .................... 13
Setting Up Your Document . .. ..ottt 20
Changing the File Type and Sharing Your Document................. 26
Checking Out Your Document. ...ttt iiieeneann 30
Finding and Replacing Text . . ... ...t e et 41
Changing a Paragraph Format ........ ... ... ... i, 49
Inserting Sections. . ... .o e 55
CreatingaTable ... ..o e e et 67
ModifyingaTable. ... e e 84
Formatting Your List. . . ... .. . e 95
Insert a Footnote, Source, and Citation . .......................... 108
Adding a TOC and Bibliography ........... ... . .. 113
Inserting Shapes and Graphics. . ......... . i, 127
Formatting Pictures and Graphics .......... ... ... i, 137
Adding Text to Shapes and Graphics............. ..o i, 142
Positioning Graphics and Adding Alt Text. . ....................... 147
Inserting, Replying to, and Deletinga Comment ................... 156
Track Changes . . ..ottt e e e e 164
Importing Text and CSV FormatFiles. . ............. ... oo, 177
Navigating inaWorkbook .. ........ ... .. .. . 190
Formatting a Workbook . ........ ... i 206
Changing Workbook Propertiesand Views. . ...................... 221
Changing Print Settings and Inspecting a Workbook. ............... 228
Manipulating Data ......... ..ot e e 244
Formatting Cellsand Ranges .............ciiiiiiiiiiiinnnn. 258
Define and Reference Named Ranges . ......... ... ... ... 264
SummarizingData Visually . . ... . i 274
CreatingaTable . ... .. o e e e 284
ModifyingaTable. ... e 292
Filtering and Sorting Your Table Data .......... ... ... i, 298
Inserting References. . ... i e 309

Calculate and Transform Datas. . ...t 324



XX

Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise
Exercise

Exercise

10.3
111

11.2
11.3
121

12.2
12.3
12.4
12.5
131

13.2
13.3
141

14.2
14.3
14.4
14.5
15.1

15.2
15.3
15.4
15.5
16.1

16.2
16.3

Table of Exercises

Formatting and Modifying Text .......... ... . ... 336
Creating Charts . . ... ..ot e et 346
Modifying Charts . ... e e 355
Formatting Charts. . . ... .. e 368
Modifying Slide Masters, Handout Masters, and Note Masters. ...... 406
Changing Presentation Optionsand Views. . ...................... a1
Configuring Print Settings for Presentations ...................... 416
Configuring and Presenting Slideshows .. ........................ 436
Preparing Presentations for Collaboration ........................ 456
Inserting Slides . ... ... e 475
Modifying Slides. . ... ..o e e 483
Ordering and Grouping Slides ........... ... 489
Formatting Text. . . ..o ot e e e 504
Inserting Links. . ... ... e 509
Inserting and Formattinglmages . ............ ... . i i, 518
Inserting and Formatting GraphicElements....................... 534
Ordering and Grouping Objectson Slides. . ........... ..., 539
Inserting and Formatting Tables. . ............ ... ... .. ... ... ... 550
Inserting and ModifyingCharts .............. ... .. ... ... 559
Inserting and Formatting SmartArt Graphics...................... 565
Inserting and Modifying3D Models. . .......... ... ... ... 568
Inserting and ManagingMedia........... ... ... . . .. 584
Applying and Configuring Slide Transitions . . ..................... 596
Animating Slide Content . ... ... i 618
Setting Timing for Transitions. . .. ........ ... i 622



Introduction

Welcome to this book about becoming a Microsoft Certified Office Specialist for the Micro-
soft 365 suite of productivity applications to which you can subscribe. You can also use this
book with the one-time purchase version of Office, which Microsoft calls Office 2019.

Microsoft 365 allows you to use different versions on many platforms, including Win-
dows, macOS, i0S, iPadOS, and Android. You can even use the free online version of Micro-
soft 365. This book, however, talks about using the most popular version of Microsoft 365
on the most popular operating system, which happens to be the Word, Excel, and Power-
Point applications in Microsoft 365 running on Windows 10.

You may already know about a lot of Word, Excel, and PowerPoint features by working
with it, but no matter if you use Word, Excel, and PowerPoint for your regular documenta-
tion tasks, or if you’re new to the application, you’ll learn a lot about the power that Word,
Excel, and PowerPoint gives you to create all kinds of documents.

Who Should Read This Book

If you want to prepare to take one or all the Microsoft Office Specialist exams, which will
help you become a certified specialist in Word, Excel, and/or PowerPoint, and hopefully
increase your stature, marketability, and income, then this is the book for you. Even if you’re
not going to take the exam, but you want to learn how to use Word, Excel, and PowerPoint
more effectively, this book will show you how to get the most out of using Word, Excel, and
PowerPoint based on features that Microsoft believes are important for you to know.

What You’ll Learn from this Book

What you learn in this book hews to the topics in the Microsoft Office Specialist exams,
because this book is designed to help you learn about the topics in the exam and pass it on
the first try.

After you finish reading the book and complete all the exercises, you’ll have an in-depth
understanding of Word, Excel, and PowerPoint that you can use to become more productive
at work and at home (or in your home office).

Hardware and Software Requirements

You should be running a computer with Windows 10 installed, and you should have Word,
Excel, and PowerPoint for Microsoft 365 or Word, Excel, and PowerPoint 2019 installed
and running too before you dive into this book. Either version of Word, Excel, and Power-
Point contains all of the features that are documented in this book so that you can pass

the exam.



XXii Introduction

How to Use this Book

Start by taking the Assessment Test after this introduction to see how well you know Word,
Excel, and PowerPoint already. Even if you’ve been using Word, Excel, and PowerPoint for a
while, you may be surprised at how much you don’t know about it.

Next, read each chapter and go through each of the exercises throughout the chapter to
reinforce the concepts in each section. When you reach the end of the chapter, answer each
of the 10 Review Questions to test what you learned. You can check your answers in the
appendix at the back of the book.

If you’re indeed taking the exam, then there are two other pedagogical tools that you can
use: Flashcards and a Practice Exam. You may remember flashcards from when you were in
school, and they’re useful when you want to reinforce your knowledge. Use the Flashcards
with a friend or relative if you like. (They might appreciate learning about Word, Excel, and
PowerPoint, too.) The Practice Exam will help you further hone your ability to answer any
question on the real exam with no worries.

How to Contact Wiley or the Author

If you believe you have found an error in this book, and it is not listed on the book’s web
page, you can report the issue to our customer technical support team at support.wiley
.com.

You can email the author with your comments or questions at eric@butow.net. You
can also visit Eric’s website at www.butow.net.

How this Book Is Organized
Part I: Word Exam MO-100

Chapter 1: Working with Documents This chapter introduces you to navigating within
a document, how to format a document so that it looks the way you want, saving a doc-
ument, sharing a document, and inspecting a document before you share it, so that all of
your recipients can read it.

Chapter 2: Inserting and Formatting Text This chapter follows up by showing you
how to add text into a document, how to format text and paragraphs in your document
using Word tools, including Format Painter and styles, as well as how to create and
format sections within a document.

Chapter 3: Managing Tables and Lists This chapter shows you how to use the built-in
table tools to create tables of information, convert the table to text (and vice versa), as
well as modify the table to look the way that you want. You’ll also learn how to create
bulleted and numbered lists in your text.

Chapter 4: Building References This chapter tells you about how to add and format
reference elements in a document including footnotes, endnotes, bibliographies, citations
in those bibliographies, as well as a table of contents.
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Chapter 5: Adding and Formatting Graphic Elements This chapter covers all of the ins
and outs of adding various types of graphic elements in a document. Word comes with
plenty of stock shapes, pictures, 3D models, and Microsoft’s own SmartArt graphics.
What’s more, you’ll learn how to add text boxes that sit outside of the main text in the
document, such as for a sidebar.

Chapter 6: Working with Other Users on Your Documents This chapter wraps up the
book with a discussion about how to use the built-in Comments and Track Changes
features when you share a document with others. The Comments feature allows you to
add comments outside of the main text for easy reading, and the Track Changes feature
shows you which one of your reviewers made changes and when.

Part II: Excel Exam MO-200

Chapter 7: Managing Worksheets and Workbooks This chapter introduces you to
importing data into workbooks, navigating within a workbook, how to format work-
sheets and workbooks so that they look the way you want, customizing Excel options
and views, saving a workbook, sharing a workbook, and inspecting a workbook before
you share it, so that all of your recipients can read it.

Chapter 8: Using Data Cells and Ranges This chapter follows up by showing you how
to manipulate your data in a worksheet to show the data that you want to see, how to
format cells and ranges in a worksheet using Excel tools, including Format Painter and
styles, define and reference cell ranges, as well as how to summarize your data with
Sparklines and conditional formatting.

Chapter 9: Working with Tables and Table Data This chapter shows you how to use
the built-in table tools to create tables of information, convert the table to a cell range
(and vice versa), as well as modify the table to look the way that you want. You’ll also
learn how to sort and filter text in a table.

Chapter 10: Performing Operations by Using Formulas and Functions This chapter tells
you how to insert references into a cell formula, perform calculations, count cells, execute
conditional operations, as well as format text using a variety of built-in Excel functions.

Chapter 11: Managing Charts This chapter covers how to create charts within a work-
sheet and on a separate worksheet, how to modify a chart to show the data you want,
how to format a chart with layouts, styles, and add alternative text to a chart so that
everyone who sees the chart will know what it’s about.

Part III: PowerPoint Exam MO-300

Chapter 12: Creating Presentations This chapter introduces you to managing presenta-
tions including how to modify slide masters, handout masters, and note masters, change
presentation options and views, configure print settings for your presentation, configure
and present slideshows, and prepare presentations for collaboration with others.
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Chapter 13: Managing Slides This chapter follows up by showing you how to insert slides
including from Word and other presentations, insert Summary Zoom slides, modify slides
including inserting slide headers and footers, as well as how to order and group slides.

Chapter 14: Inserting and Formatting Text, Shapes, and Images This chapter shows
you how to format and apply styles to text in a slideshow, insert links, insert and format
images, insert and format graphic elements including shapes and text boxes, as well as
order and group objects on slides.

Chapter 15: Inserting Tables, Charts, SmartArt, 3D Models, and Media This chapter
tells you how to insert and format tables, charts, SmartArt graphics, 3D models, audio
and video clips, and screen recordings into a slideshow.

Chapter 16: Applying Transitions and Animations This chapter covers how to apply
and configure transitions between slides, animate content within a slide, and set timing
for slide transitions.

Interactive Online Learning
Environment and TestBank

Learning the material in the MCA Microsoft® Office Specialist Complete Study Guide
(Office 365 and Office 2019) is an important part of preparing for the Microsoft Office Spe-
cialist exams, but we also provide additional tools to help you prepare. The online TestBank
will help you understand the types of questions that will appear on the certification exam.

The Sample Tests in the TestBank include all the questions in each chapter as well as the
questions from the Assessment Test. In addition, there is a Practice Exam containing 150
questions. You can use this test to evaluate your understanding and identify areas that may
require additional study.

The Flashcards in the TestBank will push the limits of what you should know for the
certification exam. The Flashcards contain 300 questions provided in digital format. Each
flashcard has one question and one correct answer.

The online Glossary is a searchable list of key terms introduced in this Study Guide that
you should know for the Microsoft Office Specialist exams.

To start using the test bank to study for the Microsoft Office Specialist

‘dTE exams, go to www.wiley.com/go/sybextestprep and register your
book to receive your unique PIN. Once you have the PIN, return to www.
wiley.com/go/sybextestprep, find your book, and click register, or
login and follow the link to register a new account or add this book to an
existing account.

Exam objectives are subject to change at any time without prior notice
OTE and at Microsoft’s sole discretion. Please visit the Microsoft Certifi-

cations website (https://docs.microsoft.com/en-us/learn/

certifications/) for the most current listing of exam objectives.


http://www.wiley.com/go/sybextestprep
http://www.wiley.com/go/sybextestprep
http://www.wiley.com/go/sybextestprep
https://docs.microsoft.com/en-us/learn/certifications
https://docs.microsoft.com/en-us/learn/certifications

Objective Map

Objective

Word for Office 365 or Office 2019

Section 1: Manage documents

1.1 Navigate within documents

1.2 Format documents

1.3 Save and share documents

1.4 Inspect documents for issues

Section 2: Insert and format text, paragraphs, and sections
2.1 Insert text and paragraphs

2.2 Format text and paragraphs

2.3 Create and configure document sections
Section 3: Manage tables and lists

3.1 Create tables

3.2 Modify tables

3.3 Create and modify lists

Section 4: Create and manage references
4.1 Create and manage reference elements
4.2 Create and manage reference tables
Section 5: Insert and format graphic elements
5.1 Insert illustrations and text boxes

5.2 Format illustrations and text boxes

5.3 Add text to graphic elements

5.4 Modify graphic elements

Section 6: Manage document collaboration
6.1 Add and manage comments

6.2 Manage change tracking

Excel for Office 365 or Office 2019

Introduction

Chapter

2,5
2,3,4,5

N

L L L
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Objective

Section 1: Manage worksheets and workbooks
1.1 Import data into workbooks

1.2 Navigate within workbooks

1.3 Format worksheets and workbooks
1.4 Customize options and views

1.5 Configure content for collaboration
Section 2: Manage data cells and ranges
2.1 Manipulate data in worksheets

2.2 Format cells and ranges

2.3 Define and reference named changes
2.4 Summarize data visually

Section 3: Manage tables and table data
3.1 Create and format tables

3.2 Modify tables

3.3 Filter and sort table data

Section 4: Perform operations by using formulas
and functions

4.1 Insert references

4.2 Calculate and transform datas

4.3 Format and modify text

Section 5: Manage charts

5.1 Create charts

5.2 Modify charts

5.3 Format charts

PowerPoint for Office 365 or Office 2019
Section 1: Manage presentations

1.1 Modify slide masters, handout masters, and
note masters

1.2 Change presentation options and views

Chapter

7
7
7,8,9,10,11
7

7,8,9

10
10
7,8,10

11
11
11

12

12
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1.3 Configure print settings for presentations
1.4 Configure and present slide shows

1.5 Prepare presentations for collaboration
Section 2: Manage slides

2.1 Insert slides

2.2 Modify slides

2.3 Order and group slides

Section 3: Insert and format text, shapes, and images

3.1 Format text

3.2 Insert links

3.3 Insert and format images

3.4 Insert and format graphic elements
3.5 Order and group objects on slides

Section 4: Insert tables, charts, SmartArt, 3D
models, and media

4.1 Insert and format tables

4.2 Insert and modify charts

4.3 Insert and format SmartArt graphics
4.4 Insert and modify 3D models

4.5 Insert and manage media

Section 5: Apply transitions and animations
5.1 Apply and configure slide transitions
5.2 Animate slide content

5.3 Set timing for transitions

Introduction XXvii
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14
14
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Assessment Test

1. How big of a table can you create using the Table grid in the Insert menu ribbon?
A. 12 columns and 10 rows
B. 10 columns and 8 rows
C. 10 columns and 10 rows
D. 12 columns and 12 rows
2. What search option do you use to find all words in a document that start with the same
three letters?
A. Match Suffix
B. Match Prefix
C. Use Wildcards
D. Sounds Like (English)

3.  What menu option do you click to create a new comment in a document?
A. Insert
B. References
C. Review
D. Home

4. What are the three reference elements that you can add to a document?
A. Citation, source, and bibliography
B. Caption, table of figures, cross-reference
C. Footnote, endnote, citation
D. Table of contents, table of figures, table of authorities

5.  You need to have a link on page 30 of your document that goes back to page 1. What menu
option do you click on to get there?

A. Home

B. References
C. View

D. Insert

6. Where can you find pictures to add into a Word document? (Choose all that apply.)
A. On a drive connected to your computer
B. On the Internet
C. Stock images
D. Office.com


http://office.com

