


 

Welcome 
Welcome to your Microsoft Excel 2019 course and thank you for choosing to study with Skills Campus.  

You will receive a digital copy of your study material, which will come in a ZIP file. Most operating 
systems have built-in software that will open this automatically. If your system does not open the file, 
you can easily open this file by downloading any free zip software. 

Skills Campus’ Learning Management Platform is powered by uCertify. 

 

Course Objective 
This course will teach you how to manage worksheets and workbooks; data cells and ranges; and 
tables, table data, and charts; and perform operations using formulas and functions. The content 
provides you the ability to create and edit a workbook with multiple sheets and use a graphic element 
to represent data visually.   

This level has a range of topics over 6 modules that are accompanied by quizzes, flashcards, hands-on 
labs, and video tutorials. 

All three levels map the objectives to successfully complete the exam for the Microsoft certification. 
Upon completion of all 3 levels of Microsoft courses with Skills Campus, you can gain the required 
skillset to go for the Microsoft MO-200 Exam, which leads to becoming certified with the Microsoft 
Office Specialist: Excel Associate (Excel and Excel 2019) certification. 

 

Syllabus 

Module 1: Logical and Lookup Functions 

Module 2: Advanced Formulas 

Module 3: Special functions 

Module 4: Importing and Exporting 

Module 5: Analysis 

Module 6: Macros and Forms 

  



 

Level 3: Excel Advanced Analytical Features  
 

After you complete this level, you will know: 

- Use function to make decisions and to return information from arrays and tables 
- Find and trap errors, control formula options, and use array formulas and functions 
- Perform calculations on dates, manipulate text, and use some statistical and financial 

functions 
- Import or create a connection to external data, use Power Pivot and cube functions to access 

information in the Power Pivot Data Model, and export Excel worksheets to other formats 
- Perform what-if analyses by using a watch window, scenarios, and the Goal Seek utility; and 

use some of the tools available in the Analysis Toolpack 
- Record and run macros, and create a simple form  
- How to manage workbooks and customize the Excel environment 

 

 
Module 1: Logical and Lookup Functions 

- A: Decision-making functions 
- B: Lookup and reference functions 
- Summary 

  
Module 2: Advanced Formulas 

- A: Auditing and error-trapping 
- B: Formula options 
- C: Arrays 
- Summary 

  
Module 3: Special functions 

- A: Date and time functions 
- B: Text functions 
- C: Other functions 
- Summary 

  
Module 4: Importing and Exporting 

- A: The Power Pivot Data Model 
- B: Exporting data 
- Summary 



 

  
Module 5: Analysis 

- A: What-if analysis 
- B: The Analysis Toolpack 
- Summary 

  
Module 6: Macros and Forms 

- A: Recording macros 
- B: Running macros 
- C: Forms 
- Summary 
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