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BA Study Guide Part 1 
• Exam content: using Microsoft Office suite of apps (Word, Excel, Outlook, and PPT) 

Exam day:  

• You will have 120 min in total. Please remember time is limited! 
• Tasks and attachments will be provided to you in a printed version along with the digital copies. 
• You will be provided Excel and Word documents to work in.  
• You need to bring a laptop with Windows apps (Word, Excel, Outlook, and PPT) and a charger!! 
• No additional resources are allowed.  
• You are not allowed to ask questions during the exam except ones related to the saving of the exam 

documents and if data or important attachments are not found in the material provided.  
• Use copyable formulas as much as possible and practice all formulas prior to the exam. 

 

Word 

• Adjusting font sizes and styles 
• Following specific corporate identity guidelines  

(provided during the exam) 
• Familiarity with creating and following templates  
• Adding headers, footers, and footnotes 
• Copying and pasting texts, pictures, etc. 
• Inserting and cropping images 
• Creating tables 
• Merging/splitting cells in a table 
• Inserting page breaks and altering document layout/orientation 
• Inserting shapes and adding text to shapes 
• Exporting as PDF 

 

Outlook 

• Writing a professional email 
• Creating/altering an email signature  
• Creating calendar entries  
• Creating calendar invites 
• Sharing calendar with others 
• Setting an out-of-office message  
• Attaching a file to emails 
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PowerPoint 

• Creating a presentation following specific corporate identity guidelines 
(provided during the exam) 

• Creating different slides layouts (title page, agenda, body slide) 
• Inserting pictures, videos, links 
• Adding speaker notes 
• Using transitions and animations 
• Exporting as PDF 

 

Excel 

• Visually re-creating content in Excel from a PDF 
• Pulling data from different Excel Sheets via formulas 
• Inserting and editing graphs and charts 
• Creating tables, merging cells  
• Formatting cells as percentages/currencies, setting appropriate decimals 
• Use Excel calculations:  

o COUNTIF 
o COUNT 
o SUMIF 
o SUM 
o VLOOKUP 
o AVERAGE 
o ROUND 
o IF 
o MIN 
o MAX 
o MINIF 
o MAXIF 

• Converting Excel sheets to formula view (Ctrl + ` (grave accent))  
• Exporting as PDF 
• Adding a footer 

 

Terminology 

• Proxy (ppa.) 
• Expenditures 
• Request for proposal 
• Bid comparison 
• Workflow 

 


