UINTFIUDNTNUALAMAIVIIN

Occupational Standard and Professional Qualifications

ANTTAULAUUAYUNITTNY A1UNSlYTUTHNTUANTI9ATUIN

> o

ANNNAY -
S2UNU -



1. YoUNTFIUDNIN
ausTauzatiuayunsviuaunslalusinsunseauin §1sun13viau Microsoft Office Specialist Microsoft Excel

2. Usziin1suiuusaannasgiu

3. neilaueneds (Imprint)

4. voyaufasau
aussouzaunslelusunsumssiun Wuaussousfiesumunsaumelusunsusenawsiiinnuansalunisdumuasiinssuoya
Faansoasawinnudidnnseling dafureyaluguuuumss vieguteys wasthveyamaniuiyssananadureyaasauma
Tnsaunsaidenlygnasmununieiandunanuasfimnsauiunainuresunazesans uislyiinmeiveyaiiioneinsamulunmegsia
wagdnvihsisnuagunans q wu devitluamil duuedensian vdefuiun® fanismuauaneniuan agUsesmesslasina
anaunugiimensifinansas uau

Fatududefiguimsnosmsdnlalunmsdnduladmsunsdiiununsgsivesnuednasgiulngavuselisenmsaszansam

5. Usgdan1suiulsanasguluunazass

N/A

7. AR INNIATEUARY (Professional Qualifications included)

dndun199197u (Microsoft Office Specialist: Microsoft Excel) Tunu
dmTun1svina (Microsoft Office Specialist: Microsoft Excel) uussens
8. qm’gﬁﬁ%ﬂﬁwﬁlﬁ'ﬂwm (Related Professional Qualifications)

9. ‘WLi’Jﬂaa.limu%ﬁwuﬂiummg'mm%w (List of All Units of Competence within this Occupational Standards)

sWavLIBENTIOUE o

2011 5ﬂﬂflsﬁ§ﬂ%ml,azﬁ§ﬂﬁﬂ

2012 FannsiwanuesauALTITBYA
2013 Janssauasoyaluses
2014 ﬁnmmﬁwqmmazﬂqﬁﬁu

2015 REGREITIE

2021 fansiudenuasmsieen3snyn
2022 Fansuardaguuuutoya

2023 asgnsFuInazualastuge
2024 Fansunugiinazmsstugs

10. szEAUAMARA

q

10.1 AussauzaiuayunvneY aunslylusunsuniseduin dmiun1svineu (Microsoft Office Specialist: Microsoft Excel) 9unauy

ANANBMZYBINANTSITEU] (Characteristics of Outcomes)
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[V

yﬂﬂaﬁﬁQmﬁﬂwmmaqmamﬁL%'augﬁﬁmixmﬁiuamsnuzaﬁuaigumiﬁnmuﬁ?ﬂumﬂﬂﬁﬂiLmiumswﬁmm dwiunisyihau duau
fimnuguaiinugludoinsanuas innsnuaumsianeiuasnsduan menisasuaranisisndauasisnun nsaTaaLasTIYaa
msasenseslul@ nislogasuasiondu nisasausugiiuasunsningdu q aseuaquarmansalumsasauasunludsmniiivaisdsndn
waglrasausznounsiiiniiterdumunuresyamenin fegnadsnyn laun sulssaiiguuiioondn sumsiu lussmimsne

warnsUasiunisunlukazleuveya va1 Fusduinveddgiiyaaaily wag/viogivhauniasy naeniu uasn1ngaaImngsy

arannsailudszgnalviueunudifiegass Indaueaesiaddu wieneseaiauvinvzauedmdundemnylafd

N15LARUIEAUAMIAINYIAIN (Qualification Pathways)
1. gianansanfunsussiiuanssaugatuayunisviuaunslalusunsudsznana dmsumahnuaseuaquinSeu dnfnw v1s1wns
YAAININIATY AL JUIMS AaenIulseyruvialy
2. yivgnumsUszduuaglasunisiusesausauzaivayunsvhaununslylusunsuyssananad dusunsiem

- munaunmsUszfiumenimegeuluussmaliotngaina Microsoft Office Specialist (MOS) TUsunsuUszananan (Microsoft Word) %3

- HUNUNNIYSERIUMEIIgENTTaUEYasaNTTauraTUay U S NUaun1stelusun U sEIIanaA d1mSun1svined 91u3U 6 i

s ¢ N r ar
vnanLnt;usmmimamqwuﬁasmaammgmm%w
N/A

nauyAAalue I (Target Group)
UnEey dndAnw 91519013 YAAININIATE AU HUIINT naendulszywuiill

MUILENTIOUY (MUIBANTINULHINATOIRMEATTNi])
2011 {]’mmiﬁ%ﬂ%maxﬁ%ﬂﬁﬂ

2012 FansiAaTELALATTINTDYa

2013 $an1smanauazveyalunisng

2014 fwtumlegasiasieandu

a

2015 9AnNSunugi

o o ¥ e o o W o . .. . & N
10.2 Aussauzatuayun1iney aunslylusunsunisediuin dmiun1sineu (Microsoft Office Specialist: Microsoft Excel) Uuuszana

ANANWAUZYBINANTSITEUS (Characteristics of Outcomes)

yanaiinudnvzvasHansseusnfisUszasaluaussaugatuayunisviauaunslalusunsunseiuim dmiunisiu
TuUszgnaaziinugauaansanunslelsin s ewIntulszeng

v 6,

yauunsUszgnaleinse dugaitonasannisvinuYemMIs LAY I SIMsIUTEANE A By
TuFeansdanisiidenuasnsrndsnuniitewseunnamsendmiunsvinusiuiu wu mstmuadudenuazdanisveyadmiunisiianu
N3aTNERsAUINTUaRToIATIZN Nensareya aswilasiieantedinlunsieudnnsdnguiuuveya Innsurugil

uazasasUraLuuUsUle

N131AUIEAUAMIAIIYITN (Qualification Pathways)
1. gRamsaFunsussfiuaustaugaivayunsvhaununslslusuinsumaeiuudmiunsieu duau aseuaquiniSeu dnfnw 11519013
YAAININIATY AU JUIMS AaenIulssyruialy

2. givzrnunsUszdiukaglaiunisiusesaussouzatuayunisyhaumunslalusunsumseduin dmsunisviau tuau
- wunamnsusziliumenmadeululsenaiisUnsaina Microsoft Office Specialist (MOS) Tushnsum1s19A1ad (Microsoft Excel) #39
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- HUNUNNIUTERIUATIIEANT SO U saNTTaUT AT Ua LN I NUAUNSIElUTUN TN TAIIM EMSUNITYINNY Tusd 319U 5 g

s ¢ ! L . S
NRANLNUNNTINDDIYNUIEADITUITBININTFIUDITUN
N/A

nauyaAalua dw (Target Group)

fnEeu dnAnw1 91519013 YAAININIATE AU HUSINT naendulseywuiiall

¥

NUILFNTIOUL (MUBANTTOUSTINUAVDIAUQAIVIINL)

)

2021 IANFAATRNUAZNNTAIANITNUN

o

2022 dansuazinguLuuveya

2023 a9gnIAuIMLazLIlATTuge

2024 éTmmiLLmuqﬁLLazmsN%uga
AN UL AR LT
1. MSILEATANT 1
Ussmelly

1919 1 : FUNCTIONAL MAP uend KEY PURPOSE , KEY ROLES , KEY FUNCTION

AYINYIVINEVEN UNUWINEN wunfindn
Key Purpose Key Roles Key Function
A1B3U"Y SV AaduY Wi AadunY
- 20 |- 201 Iﬁﬂmﬂsmmﬁmﬁﬂmmﬁaaﬁ’uauumiﬁww

YUAY

202

Talusunsumnsnmuniioatiuayunsinn
Tuga
Y

fasue msraunudawanntdunudilyinnevmniaudievlanuiindn (Key Function)
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2. MTIULERUIT 1 (AD)

Uszneiby o

1919 2 : FUNCTIONAL MAP uweng KEY FUNCTION , UNIT OF COMPETENCE , ELEMENT OF COMPETENCE

v o
nummuan

Key Function

NUYEAUITIOUS

Unit of Competence

NUYEUIIOUSYDY

Element of Competence

S%E

AnasuY

Anasue

S%E

AasUNY

201

Tylusunsumn s wInioaiuayun
haudunu

2011

dans3sndnuasisnun

20111

W weyaadlulisnyn (Import data into

workbooks)

20112

wmaneludsnun (Navigate within

workbooks)

20113

Y af o af ﬂ
dngunuuidsnlinuagzisnyn (Format

worksheets and workbooks)

20114

fuupAIRonwAzLNLaY (Customize options

and views)

20115

syullemdmiunisineusaniu (Configure

content for collaboration)

2012

'«j"mm'ﬁtfuaasuaaﬂauaz“uwua;ga

20121

Japenveyaluisnds (Manipulate data in

worksheets)

20122

IngunvuaaLaryIveya (Format cells and

ranges)

20123

o Y o oa ! s .
NUUALALDDIYINLTAANUTD (Define and

reference named ranges)

20124

> - :
uaRaveYAATULUULAUAY (Summarize data

visually)

2013

ﬂwﬂﬂ?i@]”li']\?LLﬁ%‘U@ﬂ,lvﬁlwﬁﬂﬁ"lﬂ

20131

a519uazInFULUUATS9 (Create and format
tables)

20132

Usuunlmsne (Modify tables)

20133

nseuaInSEUaLans e (Filter and sort
table data)

2014

ATuAEATLagTandy

20141

> >

UNINYBLANT14BY (Insert references)

20142

mauazuaswaya (Calculate and transform
data)

20143

Fnguuuumazysuunluveminy (Format and
modify text)

2015

TMTUNULH

20151

a519uruni (Create charts)

20152

U%fmmylmmugi (Modify charts)

20153

Ingunuuupunll (Format charts)
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AUNNNEN

Key Function

NUWEHUIINUS

Unit of Competence

NUWEUIINUTYDY

Element of Competence

S%e

Anasune

SVd

Anasune

Se

Aasue

202

TolusunsumsAaioaiuayun

snudugs

2021

IANTEHIFRNLALNNTAIANIINUN

20211

dAn15133nYN (Manage workbooks)

20212

InseuIsnyndmiunsvinausiuiu (Prepare

workbooks for collaboration)

20213

lswazimuanmdenn1w (Use and configure

language options)

2022

o

Jansuazinguuuuveya

20221

\slgaanuveyaniley (Fill cells based on

existing data)

20222

5ﬂ§ﬂLLUULLa¥m5T«JaaU‘UaHa (Format and
validate data)

20223

Fngunvuuazmsnsedinglytoulodugs (Apply

advanced conditional formatting and filtering)

2023

A39gATANLIUAZILLATTUE

20231

lynsanziUieuiteulugns (Perform logical

operations in formulas)

20232

ﬂwwaa&amaﬁqﬁ%’u (Look up data by using

functions)

20233

malagluanduiuiuaziadugs (Use

advanced date and time functions)

20234

AAs1znveya (Perform data analysis)

20235

unludsymigns (Troubleshoot formulas)

20236

as1auazUsuunluualasesnsae (Create and

modify simple macros)

2024

M TUNUYHLALATITUES

20241

>

anuazUTuunlownugiiduas (Create and

Y

modify advanced charts)

20242

asnuazysuwnlunssasuna (Create and
modify Pivot Tables)

20243

asuazUiuunluunugfinnmseasuus (Create
and modify Pivot Charts)

AnasuY

ATELdLansug (a) Wuunudiladinsizmnnundainlanunfingn (Key Function) iealula wuneaussaus (Unit of Competence)

ILagneanITnuresy (Element of Competence)
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1. sWauIBaNssauS 2011

2. Yovunwaussouz f(‘fmﬂm%%n%mt,l,am‘i%ﬂﬁﬂ

3. munauafedi N/A

4. andlus ™M RNIEN O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

HiHwrIanssaugiagansadanisdsndanasiisnyn Tusesnsiivveyalaenisuauies visennuvasdunsludnvuresulau wiseenlau
MEIEN1sNgnaee wavausaluasasethndludweyaniely wasdTugumadmmnegiunisviau uaganmnsadisesweya viseuusTuenasmeeulay
= o ' 9 daa v o d

ensvhausiuuunaluladfdvianutsundasliy

7. AmTusTAUAAI

]

8. nzj::um%w (Sector)
N/A

9. Fooninuazsiiaendnduiivuisaussauzianunsalala (and)
N/A

10. %ﬂﬁ’mu&ﬁﬂ%aﬂ{]iﬂtﬁﬂﬂﬁtﬁ.ﬂ’é“l‘l’a\‘i (Licensing or Regulation Related) (813)
N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

aussauzeey (Element) an%“lumstlﬁﬁ'ﬁmu (Performance Criteria) 3BnsUsziliu (Assessment)
20111 1. Jauﬂ]laasa M3aseNsUHURNuY
thirgegaadudsnyn (Import data into 2. thiveyanlile Text WA AR
workbooks) 3. thiveyanlig Csv
20112 1. AgasaNIsUS RN

wweneludsnyn (Navigate within workbooks) — [luiaesiiethmsludsuvusesveyanegnieluena |unuazaunany
3 (Name Box uag Go To)
2. avwazaulawesiniidugadenlemansds

(Link)
20113 1. fapvansza (Size) ngasaNIsUS RN
éYﬂgﬂLLUUﬁ%ﬂ%mLazﬁgﬂﬁﬂ (Format worksheets and |2 fspnszezvounszat (Margin) WA AR
workbooks) 3. fepauuazaIEnEATY (Header & Footer)

4. Y¥umnugaveauad (AutoFit Row Height)

5. YSumnunanswesnedut (AutoFit Row Height)

6. pRaunaunzAeduLTEITNTA (Freeze Panes)

7. ssqﬁuﬁlﬁagﬂﬁmﬁ (Print Area)

8. BUUALUARIFASAILIA (Show Formulas)
20114 1. I%LﬂéaaﬁaLﬁ@ﬂ%mgmmmiﬁmu (Workbook M3aERNsUURNuY
ﬁmummaamngmm (Customize options and  [Views) Lmlvua:amamu
views) 2. unlvppuantiveadsnun (Excel Options)
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fus3aYLERY (Element) naumlunsUfianu (Performance Criteria) BnsUssiiu (Assessment)
20115 1. Joartulwaienans (Protect Workbook) MsEeRNsUURNY
ﬁzuLﬁ@mﬁm%’umﬁﬁwmiwﬁ’u (Configure content  |2. m’a%auﬁ%ﬂﬁﬂ (Inspect Workbook) WA AR
for collaboration) 3. ﬁuﬁﬂﬁ%m?mﬁaﬁﬁm%agaiuguLLU‘UG]'N 9 (Save
as)
4. wustulsla (Share and Export)
Lﬁ@mﬁﬁnm%mﬁ’uﬁuéﬁ‘u

12. mwguazﬁﬂwriawmﬁ{hLﬂ‘u (Pre-requisite Skill & Knowledge)
N/A
13, ﬁnwuazﬂ'ﬂugﬁmaen'ﬁ (Required Skills and Knowledge)

(N) ANUADINTATUTINE

1. fanuannsalumsiiveyalaensaninnsusuveyaies vsethwveyanelvadidnvsedinafilaanuuasdu o dludnvaresulau viesenlau
Y Y Y

2. fianwanunsalunisduauuagluaiosdiothmaludaiumeneyala 4 agluenans

3. finnuanunsalunsusugunesiaennanuasizauiun1syne 1wy Lnlun1siinmuINgEa1y (SL82UaU TN NIINULI)

NITLYAIUTINTOMUNIBYIUINTEAY NTUTUAIANINANUEIVBILINATAILNINYDIABTUUNDASH LR

NIPBULAZIAASENTATLIN N13RTWludsnT nsseyiuNanIaNam

4. fenuanansalumsdsesveya vidouusduenasnaseulat anaeudsnyn ensnusufiuuumeluladidviafivudsuulas

(1) ANUADINITATUANIN]

1. finnugaruilalusesguivuvedinaveyasinn1a o wagnsthuilelulusunsunisnadium

2. fianuganuanlalutunewitnsiieveyalnensUsuveyaiignaes waznisiiveyamelaainurasdu o wu antiafiduvesy

dl K v & ¥ = N &

vionninaluuvasinfiugiuveya vseanlvavesiumg

3. fianuganulaludaanislyesededmalushunuaveseyaln o fiesnigluenans uaznisanuavaulawesdniidugadoulemanedn

4. Zauzenuilalusaanislyniedioiouiuyuueinsieuiimiean 1w Ysuwasaiuilagraiunienseay USuanun1evedLniuasanadi

nInTaululdsndn Mvuansasadmiunsdaiun miLLﬁmLLaszlmﬁammaqﬁiﬂuﬂuumaaﬁmﬁu

5. finugmuilsluuneuiinmsdiseseya nmstsstulwatenans m'ﬁmufﬂaaumﬂm nstufind3snyn

19

wazmsuustuliiaienaaitenisvhaurniuiugBulussuniaiens wazuussuunann
14. wiinguineenis (Evidence Guide)

(n) nang1uNsUH TR (Performance Evidence)
N/A
) Mé’ﬂgwummg (Knowledge Evidence)
N/A
(M) Auwugitlun1suseidiu
N/A
(@) BnsUseiiiu
a1 U uRnu ¥3e wsAALKATIY

15. ¥auLun (Range Statement)
(n) Azt
wnsaussauriiiuFememslalusunsumasiunm Lﬁamﬁmmiﬁ%ﬂ%mLLazﬁgﬂ‘Jﬂ (Manage Worksheets and Workbooks)
(v) AeSungTEazIdYn

16. BUIBANTIAULIIN (213)




aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

N/A
17. goamnssusaa/naue1ingay (anf)
N/A
18. s1eaZIduANIZUIUNTTHAZIEN15UTEIHU (Assessment Description and Procedure)

13N TUURNU Y38 winavauNa
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1. SRARUIYANTTOUS 2012
2. YaNULANTIAUL

3. NUNIUATIN N/A

™M

4. aselny

dPNNsivaaUeYaNALYIIYRYA

USuusge

O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

aiwanssausiaziinnuenle Sinve waranunsodansiwaaveya uaryaveya udsnin lwu nsiiuveyadnlud® n1sens Anaen

WAEINYBYARUUTLAY NTALIUTUTIU NTUNTN AU HATUAR NTIANITUAT YTeRRRNL MIATelosdagan Tutinsinguiuuas

1G]EJ‘EJ'NQﬂG]EJ\'1LM1J’]3ﬁ1J

7. AmTusTAUAAI

]

8. nzj:um%w (Sector)

N/A

9. Y1 TINLaTINaRNINIUNVUIBaNssauslawnsalyla (a1d)

N/A

10. varuuavzangszileuiliiedvas (Licensing or Regulation Related) (a13i)

N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

dussauzeae (Element)

K s .. .
nanlun1sujjunenu (Performance Criteria)

35n15Us2U (Assessment)

20121
JouFesmeyaluisndn (Manipulate data in

worksheets)

1. Famsveyaluisniansoniunaterindn

2. lsgnssuaniugiu (AutoSum)

3. 679 Anaen uagaayaluAsndn (Cut, Copy uay
Paste)

4. Psmoyaluiaa (AutoFill way Flash Fill)

5. uvIsNUATAULYAA un WieAediy (Insert w3e
Delete)

AsansaNIsUf RN
UANNETANNAITY

20122
dnguuuuaauazyaveya (Format cells and ranges)

1. Amuagukuuiuay (Number Format)

2. wdlnaiwaa (Cell Styles)

3. 5Nms€fm§mmm%aé (Clear Formatting)

4. Jaaﬁuﬂﬁl,l,rﬁm%agaimaﬁaﬂmaé (Lock Cell)

5. wawuuazam%ﬂmiwmumaé (Merge and Unmerge)
6. %’mﬁ%mm%a;ﬂaiumaé (Alignment)

AsasaNIsUSURNU
LRI RRL

20123
ANUALAL D199 TaaNiTe (Define and reference

named ranges)

1. Ausdelniuwaavserisgaaiiiveya (Name
Manager way Defined Names)

2. Annalaglvnisensdadeviavaanioy

bl

ngasaNIsUS RN
WL GETHARRL

20124
WARIUaYAATULULWILATM (Summarize data visually)

1. uanaiuiludveyanlsunugillugaalien (Sparkline)
2. lyAdadnguuuumuiieuly (Conditional

Formatting)

MgasaNIsUS TR
WL GETHAERR

12. mmguazﬁnmriawmﬁﬁﬂLﬁu (Pre-requisite Skill & Knowledge)

N/A

10
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13. ﬁnwzuazmwgﬁﬂmmi (Required Skills and Knowledge)

(n) ANuADINIALTINYE

1. ﬁv”fﬂmmmmmm’lumﬁmmi‘ﬂ"aaﬂaluﬁ%ﬂ%mimymmsaﬁmuw%uauﬁwmaLigﬂ%m vhmsfunitugiu vinsens Anaen LLazmqﬂjﬂaaﬂaeLuﬁ%ﬂ%m
v‘hmnam%a;gaiumaé vhnmsunsnuazauLsas ua vioneduu

2. finwgmuaunsalunsdnguuuuimanuazeisveya Insausaviinisnay uazonidnnisuauman vimsunlunisdasumseyaluigaa
Fanenauun uarnaides

3. fivnwgmuaunsalunsdnguuuuiwaniaglyddsinaensuiuy vhnmsdnveaumelumas wagnsvilmedfurueveasas Uiulsguuuuiias
Tvalnawaauazarsmsinguuuuieas suehnisdeatunisunlunasdouveyalasdenivas

4. fivnwzmnuannsalumsdngliuuieas lasannsaiuuatazendseaniiate wu vhnsmdelniuraeas uagasg
vnsfualasenddederiaean

5. fivinveanuannsalunisaguveyamenn Tnsasnsaunsnusunifuanan muwslusveyaluwadiiol wislvuassnidnnisdaguuuunuiouly
() m’moﬁuaamsﬁvmmmi

1. fimnuguazinlaluFesnsdansveyaludsninfinonihnunsenfunaredindn Wendudmumasnanitugiu n1sens Anaen
wazeveyaludsndnlneledaidonnsnauuuiivy nadseyalusaniaglsnsiusnlui® msunsnuazauiean e vionedun

2. finruguazlaludoinsinguuuuimaauazeisveya niswausazeniEnNsaULaa nsunlunsindumisveyaluiaa
nsdanisnauwveyalueaa

3. finnuguezivlaludeinsinguuuumaalaglamdsinaonguuuy nsdavemumelumas wazmsidlumedfusunvesisas
nsusulegUuuusaiigan nslsdlaaaauay

aamsdnguuuuimaa nsdsatunisunluveyalaedonisaa

a. fiaruguezlsludeinsinguuuwaalastmundelniumaauasvineaaiiivoya n1serdemasaaiienisruinlagendds

5. finuguazivlaludeinsagveyamenmiieuanauuilunveyalmiiunm msluuazenidnnsdaguuuumuiauly

14. wingunineen1s (Evidence Guide)

(n) minguNsUURY (Performance Evidence)
N/A
() Mé’ﬂgmmmg (Knowledge Evidence)
N/A
(A) AuuzitunsUszdiy
N/A
(9) AnsUTBAIY
aen1sufUiRnu vse wiiazaunany

15. wauwun (Range Statement)
(n) AUz

v v '

vungaussouriifudewasnislalusunsumaeiuinduny ensdanisiaaveyauazyiaveya (Manage Data Cells and Ranges)
() ABuIeTIazLdYn

16. wuIwENTIAULIIN (@75)
N/A
17. qﬂmwnﬁm"m/na:um%wé'm (f;’lfl)
N/A
18. T1gazdeanszuIUNNsHAzISN15UsEAY (Assessment Description and Procedure)

asan1sUUR vise unvasaurany

11
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1. SWaRUIBENTTOUL 2013

2. Yovuazaussaus f{‘fmmimmLLaxszj"a;dasLumm

3, NUNIUAST N/A

4. andlus ™M RNIEN ]

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

yiwanssauzaziinnunla Sinve warausndanisnisn vieveyalun1sne luseanisawin nslealaansng MsuanILaInasI N13NT04

warn1sdasesvayalumTNasndinlneegnasingay

7. AmTusTAUAAI

]

8. NqualW (Sector)
N/A

9. Fooninuazsiaendnduiivuisaussauzianunsalala (and)
N/A

10. %aﬁ”muﬂw‘%angiﬂLﬁﬂUﬁLﬁﬂﬂTﬁq (Licensing or Regulation Related) (813)
N/A

. '] wa . .
11. amiﬂuzﬂaEJLLaanmsvm’ﬁUgum’]u (Elements and Performance Criteria)

dussauzeey (Element) nanlun1sujjunenu (Performance Criteria)

35n15Us2U (Assessment)

20131 1. #579m1574 (Insert Table)
A519uAzIAFULUUATS4 (Create and format tables) |2. ﬁ'mgﬂLLUUﬁnmﬁﬂﬂﬁﬁ’NL%é (Format as Table)
3, wlawmnsanduluiduriseas (Convert to Range)

AsansaNIsUf RN
UANNETANNAITY

20132 NVTOAULA AL ADAUUYDINITIY

1.
YSuunlumsie (Modify tables) 2. WNINLAZIMUARALOILARINATI (Total Row)
3. gauduLan (Banded Rows)
4.

19alnansns (Table Styles)

AsasaNIsUSURNU
LR AR

20133 1. Beadfuveyauuunangmeduy (Sort)
N39UALINITIYRYan1514 (Filter and sort table data) 2. nsesveya (Filter)

ngasaNIsUS RN
WL GETHARRL

12. ﬂ'nugl,l,azﬁnwzﬁauwﬁﬁﬁﬁﬁu‘ju (Pre-requisite Skill & Knowledge)
N/A

13, ﬁnumasmmgﬁammi (Required Skills and Knowledge)

12




aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

(1) ANUADINTATUTINYE

1. finvzanuanunsalunsdansmsn nganuazdnguuuumsningugas nsuwlamsaduraeas
wazn1sAwIndunssaluiamenudnuazreunsosiloaniy

2. inwgAuamnsatun1sinlelAsiEs9e9n1sng Ingyn1sins oaukLagARaNUYRIAITIE MRUAAIFIEDNIY 9 LT
wnsnuagimuanunIkanmas Tydaduund uadlvalnanias

3. finwgAnuananIalun1snsesuarIneveyan1sne laevin1snseseyadinesnis uasdniSesayawuuvaneneduy

(1) ANUADINITA AN

1. anuganuiialudoimsdanisanuardaguuuunss mslalsamsi nsuwvamsaduraeas uarnmsiuanluns@nluld
2. w3 lluEensunllATIaTwemIsIe NSNS eaULl WarAauy NsvuanEutonduy 9

3. mnugaunlaluiesnisnseseyakasn1sIntesayaluns1

14. wiinguine@enis (Evidence Guide)

(n) néng MU TR (Performance Evidence)
N/A
) wé’ﬂgmmmg (Knowledge Evidence)
N/A
(M) Auugiilun1susediu
N/A
(@) BnsUszidiu
a1 uRnu w3e usAALKATIY

15. ¥auLun (Range Statement)
(n) Az
wngaussauriliiudewssnslalusunsumaeiuinduny Wensdanisnsauazveyalunnsn (Manage Tables and Table Data)

(@) ANBBUIYIIUALLEYN

16. MnEsussAULII (013
N/A
17. gaamnssusaa/nauendingay (af)
N/A
18. SMEAZIBUANTZUIUNTTHAZIBN5UTEIEU (Assessment Description and Procedure)

1B TUURNY Y38 winavaunaa

13



aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

1. SRARUIYANTTOUS 2014
2. YaNULANTIAUL

N/A

™M

3. NUNIUATIN

4. aselny

AnumggnsLayilandu

USuusge

O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

yiwanssauriaziinnuila Sinve waranusadeniaienduivinganlunisdin wasdndunsmegasuasianduiiugi

Wandunstulanadnsiiuuugy Wandudanisiureaulagnaes

7. AmTusTAUAAI

]

8. NquaTW (Sector)

N/A

9. Y1 TINLaTINaRN TN UNVURBaNssaus a1 salyla (a1d)

N/A

10. varuuavsangszilsuiiiedvas (Licensing or Regulation Related) (a13i)

N/A

. '] wa . .
11. amiﬂuzﬂaEJLLaanmsvm’ﬁUgum’]u (Elements and Performance Criteria)

dussauzeae (Element)

K s .. .
nanlun1sujjuneu (Performance Criteria)

A5n15Us2lU (Assessment)

20141
UNINYBLANITB19B4 (Insert references)

1. fvuan1e19BsTeLauUUELIYS wuudinysal
WaTLUUNEY

2. funallnsonsdeagaaiiitouazmmsiiitelugns
3. 9B WAINTR viderIsnun

AsansaNIsUf RN
UANNETANNAITY

20142
MWﬁWLLa%LLﬂaQ‘UE}ga (Calculate and transform data)

1. ToWanduneada
2. Toanduiusiuau
3. TaManduiiiasnfiunisanuteuly

AsasaNIsUSURNU
LR AR

20143
JagunuuuazUsuunluvendu (Format and modify
text)

1. laendanienfunssanisvenny

2. ’L%Wnﬁsﬁuuﬂaaguquﬁﬂwmx‘uaﬂﬁ'gﬁﬂm

3.
yfsndudnguiuuremmuihiweanumsmiuinma
]

ngasaNIsUS TR
UrlNETEUNRTY

12. ﬂ'a’lugl,l,azﬁnwzfiauwmﬁﬁﬁu‘ju (Pre-requisite Skill & Knowledge)

N/A

13, ﬁnumasmmgﬁammi (Required Skills and Knowledge)

14




aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

(n) AURBINSIUTNYE

L. ﬁnwmmmmmiumﬁgwﬁ&%aaﬂaLLUUﬁmﬁ’wé WUUHIY IR WATUUUREL G‘hLﬁumiﬁwu’gmiﬂaéywﬁwl’mmaéﬁﬁ%aLLazmiNﬁﬁ%duqm
wazyimsesdeudanda uieisnyn

2. finwzanuannsalunssiiunisiunlnglefandumeadin wu AVERAGE), MAX(), MIN0 way SUMO waztfuisaalnglaiandy COUNT(), COUNTAQ
ey COUNTBLANK()

3. finwzanuannsalunssiiunsaudevlalaelawendu 1IFQ

4. nwrauannsalunssidunssamsivrennulaglefandu RIGHT), LEFTO waz MID) uwasennslagleandy UPPER), LOWER) was LENQ
uazdnguuuuvamlagleiandu CONCAT() wag TEXTIOINO

() mmﬁaqmﬁﬁmmm%

1. mmgmmLﬂTﬂﬂumﬁSNSwTagaLmuﬁ’uﬂ’wé LLUUﬁ"’uyiﬂj LAZLUUNEY ﬁwLﬁumiﬁmmimaaywqéwmmaéﬁﬁ%aLLasmﬁNﬁﬁ%aluqm
wagyimsesdemdanda uieisnyn

2. mmgmmL%ﬂﬂumﬁﬁwLﬁumﬁﬁwmaﬂmslﬂ?ﬂqﬁsﬁumqaﬁﬁ 19U AVERAGEQ, MAX(, MINO wag SUMO wagtiumaalaglefandy COUNTO, COUNTA) wag
COUNTBLANK()

3. amugarulalunsdidunismudeulalagluiandu IF)

a. mmgmmLﬂTﬂﬁﬂumwﬁLﬁumﬁ’mmaf‘fu%aﬂ’;mimﬂl%ﬂaﬁ%u RIGHTO, LEFT() wag MID) udasvennalaglawands UPPER(), LOWER() wag LEN()

Y

uazdnguuuuvamlagleiandu CONCAT() wag TEXTIOINO
14. wdnguiinesnis (Evidence Guide)

(n) néng UMY URU (Performance Evidence)
N/A
) wé’ﬂgmmmg (Knowledge Evidence)
N/A
(M) muugiilun1susediu
N/A
(9) WnsUseidiu
a1 U AU w3e usAALKATIY

15. ¥auLun (Range Statement)
(n) Mugin
mnwaussauziiudeneinislalusunsumssdiundun Wensdndumsnglugasuasiendu (Perform Operations by using Formulas and
Functions)
(v) FesueTEaziden
1. I%Waﬁﬁumaaaaﬁ%auL‘ummauﬂqmmsﬁmm‘lmsl%ﬁaﬁ‘i?umqaaa W AVERAGE(), MAX(), MINQ) wa SUM() wae
2. Iﬁ?ﬁa5%uﬂ’uﬁmau§maumeﬂsamqumﬂ%ﬁﬂ558’141'4’11%71‘14’;‘14 w1 COUNT(), COUNTAQ waz COUNTBLANK()
3. 1%1/%5%1&%6?’1Lﬁumimufé'auimﬁmaumeﬂsamqumﬂ%ﬁqﬁi’fuﬁ%ﬁumsmmL‘?@ulﬁﬂ vy IFQ fududeulutuden
a. 1%1/Taﬁsﬁuﬁmﬁ’umﬁmmiﬂjyammﬁmauL°umﬂﬁauﬂqumﬁ"l%ﬂ“ﬂﬁﬁi’fulﬁ@mﬁmmﬁ%@mm W RIGHT(), LEFT() wag MID()
5. Iﬁgﬂaﬁﬁuwa&guLmué’ﬂwmwaqﬁaé”ﬂ‘tﬁimauLﬁumﬂiamqumﬂ%ﬂaﬁﬁulﬁaLLUaag‘ULLUUé’ﬂwmwaaﬁué’ﬂm w1 UPPER(), LOWER() uag LEN)
6. ‘L%ﬂdﬁﬁuimgﬂLLU"USJ@mmﬁ'ﬂw%ammmswﬁumﬂuawaﬂaﬁmﬁﬁmauL°ummaumjmmﬂ%ﬁaﬁﬁwﬁa%ammmmmﬁumﬂwmaﬂaé’uﬁ U CONCAT() ua

TEXTJOIN()

16. WawaNSTAULS I (013)
N/A
17. goamnssusaa/naueninay (af)
N/A
18. 5188BYANTZUIUNTSHAZITN15US2IAY (Assessment Description and Procedure)

1B TUURNY Y38 winavaunad

15



aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

1. savLlgsusTIuE 2015

2. Fovurwaussnus IANTUNULH

3. MUNIUASST N/A

4. andlus ™M RNIEN O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

yinwanssauriaziinnunla Sinve waraunsoass unly wasdnguuuy wasdnnisusugil viselianiy asruseznaudy

o ! A o o Y 2 ~ ! ¥ . o 9 Ya = = ' ¥
LLa:iEJ\‘i‘EUUEJL‘WlJ“ZJG]ﬂ’J’lJJﬁ’]llﬁﬂiUﬂ’lﬁUgﬁJmJuaiuL’Jﬁﬂ“lj(ﬂ(mEJﬂ’]‘W LYU mﬂ‘?j Sparkllne ‘Vﬁfﬂﬂjﬁ LLaB/Mﬁaﬂﬁﬂﬂmmﬂmﬂ%LLﬂmuﬂﬁm‘Um‘Uay}aLmu

warlyIBn1sIunTaveLanILYBALLARILTI

7. AmTusTAUAAI

]

8. nzj:um%w (Sector)

N/A

9. Y1 TINLaTINaRNINIUNVUIBaNssauslawnsalyla (a1d)

N/A

10. varuuavzangszileuiliiedvas (Licensing or Regulation Related) (a13i)

N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

dussauzeae (Element)

K s .. .
nanlun1sujjunenu (Performance Criteria)

35n15Us2U (Assessment)

20151
a519uHuni (Create charts)

1. asausugfaeluidsnde (nsert Chart)

2. aununiluensenuduisndalu (Move
Chart)

3. Lﬂﬁauﬁﬁmmammugi (Change Chart Type)

AsansaNIsUf RN
UANNETANNAITY

20152
USuunluunugil (Modify charts)

1.

Lﬁmgmsz?a;gaaﬂuumuqﬁLﬁaﬂ%uﬂgammamu,wu{]ﬁ (Sel
ect Data)

2. AdULNUTEIaIRaTABENY (Switch Row /
Column)

3. LﬁmLLaxLLfﬁ%aﬂéﬂi%ﬂE)‘ULLNU{]Q (Add Chart
Element)

a. ss‘qsﬁuammLLamLmu‘LuLLmuqﬁ (Alt Text)

AgasaNIsUS RN
L GETHAERRL

20153
dnguuuuLaunill (Format charts)

1. Toienlassunugfififiog (Quick Layout)
2. 'Lﬂnalmél,mugﬁ (Chart Styles)

ngasaNIsUS TR
WL GETHARRL

12. ﬂ'nugl,l,azﬁnwfiauwmﬁﬁﬁu‘ju (Pre-requisite Skill & Knowledge)

N/A

13. ﬁnwmasﬂ’nugﬁé’l’mmi (Required Skills and Knowledge)

16




aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

(n) PwABaNTIAUYY

1. Vinwyanuansolunisanausugifluidsnda wasasumusuusugi

2. finwgarmansnsalunsunlousugi Tnevhnsiugeeyaaduunugl adussmunuasnedniluvasmeys Wauasunlvssaussnouunugd
3. finwzauannsalumsdnguiuuuugl Tnsluialassusugll uarloguuuuunugd

4. finwgarmansnsalumsfinveruuanailuiugiiftorisnisinieya

(4) ATWABINTIAILAIING

1. anuganulalumsanausuginieludsndn uazamousnuamuunugl

2. arugarulalunsunlousugd Taevinadiugaeyaadussund adussraunuazaeduluwasoya uuazunlvesnusenauunugl
3. amugarulalunsdnguuuuunugd Taglalasunugiiitey uadlvalauug

a. rngarmalalunsifiureauuanuniluunug dmumsniswndweyalniuauiintsmsasen

14. wiinguine@enis (Evidence Guide)

(n) néng MU TR (Performance Evidence)
N/A
) wé’ﬂgmmmg (Knowledge Evidence)
N/A
(M) Auugiilun1susediu
N/A
(@) BnsUszidiu
a1 uRnu w3e usAALKATIY

15. ¥auLun (Range Statement)
(n) Az
wgaussauriiiudewssnslalusunsumaeiunduny Wensdanisukugll (Manage Charts)

(@) ANBBUIYIIUALLEYN

16. MnEsussAULII (013
N/A
17. gaamnssusaa/nauendingay (af)
N/A
18. SMEAZIBUANTZUIUNTTHAZIBN5UTEIEU (Assessment Description and Procedure)

1B TUURNY Y38 winavaunaa

17



aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

1. sWaViunBENSTOUS 2021

2. YanuBaNTIOUL IANTHUFRNLAZNITAIANIIAYN

3. NUNIUATIN N/A

4. andlus ™M RNIEN O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

yiwanssourlazannsaUssgnalyeulusinsunsdmaienisianisssydidonuazmsnsaluiudsnun Tuses nsdnaenualasseninaisnyn
nse19dseyavisnyn madalvnuulas nsdanisnestuvesdsnyn laenmsiwsudsnynien sieusiuiu lwu msdesdunisunly
msvssiudsnTauazmaees nsdeaiulasassweaisnun nsminifadenmsmuauaynsdanisvefaLiu

VoA oA A o N <o s
warlunsesilaineriunisasaawilylulusunsy

7. AmTusTAUAAI

]

8. nzj::um%w (Sector)
N/A

9. Fooninuazsiiaendnduiivuisaussauzianunsalala (and)
N/A

10. %ﬂﬁ’mu&ﬁﬂ%aﬂ{]iﬂtﬁﬂﬂﬁtﬁ.ﬂ’é“l‘l’a\‘i (Licensing or Regulation Related) (813)
N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

dussauzeae (Element)

K s .. .
nanlun1sujjunenu (Performance Criteria)

35n15Us2U (Assessment)

20211
fﬁ'ﬂmiﬁ%ﬂqrw (Manage workbooks)

1. ﬁ’maamm‘ﬂmwmiwﬁ%aﬁa
2, 5w5555935a657m1,‘5§ﬂ1?ﬂ

3, Walvnuulas

4. fansiresduveaisnun

AsansaNIsUS RN
UNNETANNAITY

20212
daweseuisnyndmiun1svinausiuiu (Prepare

workbooks for collaboration)

1. Jaafudsnda (Protect Sheet)
2. Uostumnawaaursanuludsnda (Allow Edit
Ranges)

3. Yasiiulaseaseveadsnun (Protect Workbook)

AsasaNIsUSURNU
LR HAERRL

20213
lyuazfiwunndidennisn (Use and configure

language options)

1. mdifendmiunisAuinmiegns Wandu
2. Yansiuatvananainluwaa (Error Indicator)
3.

o
o

HIPNTE (Language Option)

ngasaNIsUS RN
UrlNETEINRY

12. ﬂ'nugl,l,azﬁnwfiauwmﬁﬁﬁu‘ju (Pre-requisite Skill & Knowledge)

N/A

13. ﬁnwmasﬂ’nugﬁé’l’mmi (Required Skills and Knowledge)

18




aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

(n) PwABaNTIAUYY

1. Vinwyanuansolunisdanisssydadonuasnismailuiuidsnyn wwu msdnasnualasssinadsnun msensdseyarmidsnun madelveuulag
mﬁmmma%ﬁuma&ﬁ%nﬁﬂ

2. finwgarmannsalumsndeudsnynitenisinnusauiu wu nistestudsnd msdestudsndauasvianeas msdestulasiassvsadsnyn

3. ﬁnwmmmmmiumﬁﬁy’qﬁﬁ&ﬁLﬁaﬂﬁm%’umiﬁwmmﬁwqm msfanisveRaiiu warnslnedesilaifeatumsmmasiniulsunss

(4) ATWABINTIAILAIING

v A

1. anwganailalunsdanisseydudenuagnismaaiiniudsnyn

2. mnugaunlaluniswseudsnyniiien sy usuniy

gl

3. avwganuilalunsminfadendmiunisiwin nsdanisvedaiv wasnisluaseadiedanmniw
14. wiinguin@enis (Evidence Guide)

(n) néng UYL TR (Performance Evidence)
N/A
) wé’ﬂgmmmg (Knowledge Evidence)
N/A
(M) Auwugiilun1susediu
N/A
(@) BnsUszidiu
a1 U AU w3e usAALKATIY

15. ¥auLun (Range Statement)
() AUz
‘Vilhaauiiauzf'jl,ﬁuﬁawadmﬂﬂzﬁ‘dmﬂimmiNﬁﬂmmﬁﬁuﬁuuﬁﬂmu%ﬂﬂizqﬂﬁ; L‘ﬁamﬁﬂmié'hLﬁaﬂLLazmiﬁu’ﬂv-ﬁlwﬁ%ﬂﬁﬂ (Manage Workbook Options
and Settings)

(%) Maduleseaviden

16. uawaNTTAULIIM (013)
N/A
17. goamnssusaa/nguennay (anf)
N/A
18. 518aBYANTZUIUNTSHAZITN15US2IAY (Assessment Description and Procedure)

a3 TUURNU ¥3e winavaunad

19



aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

1. savLlgsusTIuE 2022

2. Fovurwaussnus f{‘fmﬂml,ax%’mgﬂl,l,w{aga

3. MUNIUASST N/A

4. andlus ™M RNIEN O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

cmmuammuuuamwmmmmaawaamnmauawuaa mu mﬁl,mmamluﬁuamaaimlm Flash Fill v¥elsadennistiuveyadugs
¥nsdngUuuUAIAY wardIATNIIRTITaBUAINNgNABITBIEYR BNttinnquTaya @NMIIIAlRBNINKATIILALHATILEEY
sufanslodddulsunsuilerisaunomsveyaiiondu uasansnsaladoulumsdnguuuuiugaasnisnses
Tasarungnisdaguuuumeladeulaiidimuaies vislugrafieansngmsdaguuuumuideuly sufsansofansiunisiaguuuumuidoulaiasdle

7. AmTusTAUAAI

]

~

8. nzj::um%w (Sector)
N/A

9. Fooninuazsiiaendnduiivuisaussauzianunsalala (and)
N/A

10. %ﬂﬁ’mu&ﬁﬂ%aﬂ{]iﬂtﬁﬂﬂﬁtﬁ.ﬂ’é“l‘l’a\‘i (Licensing or Regulation Related) (813)
N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

v 7 wa . . a a
dussauzeay (Element) anm“lumiﬂgumm (Performance Criteria) 35n13Usziy (Assessment)

20221 1. \fuveyanleLATasile Flash Fill msandansu iR
\Wswaanuveyaniley (Fill cells based on existing WA ANHAI
data) 2. \finveyanieiandu RANDARRAY()
20222 1. sgyvemnuiisuaumnveyaiiley msansansUf iR
IngUuuULALATIERUVELA (Format and validate 2. WA ALNAY
data) AyRdUALgNABIvesayalaeiviuntmdusens

(List)

3. F9AINIATIVABUANNYNABIVRIVRYA
20223 1. danquueya (Group way Ungroup) ngasaNIsUS RN
Ingunvuuazminsedlagluioulatugs (Apply 2. AMUINIINATIN LazkaTIee8 (Subtotal) WA ALNATY
advanced conditional formatting and filtering) 3. 1th1en1sveyantiueen (Remove Duplicate)

4. dnguuvuneladeulaifmuaies

5.
lgasiiteasauazanangnisdnguuvummidevlviiiom
untuLes

12. ﬂqqugLLazﬁnwzﬁauwﬁﬁﬁﬁﬁu‘ju (Pre-requisite Skill & Knowledge)
N/A

13. ﬁnwmasﬂ’nugﬁé’l’mmi (Required Skills and Knowledge)

20




aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

(n) PwABaNTIAUYY

1. Vinwyanuansolunisdanisuasdnguuuuteya wu nisiuveyalureasaaanueyaiiiog nsifuveyalaglvnudnuusmsiiuesissinga (Flash Fil)
vieluidonnafiuveyadugeniefendu RANDARRAY()

2. finwgarmannsalunsdnguuuuiaiey WU 3SRt uTeyaTiey uagn1snsIaeUANLgnRBaayalastmualduTenIs
(List) WaAInnN1InsI9ABUAIILGNABITDITOYA

3. finwgarmannsalunsInnguueya U as1ansAuIlABuNSNHATIILAYHATINERE (Subtotal)
sufanslodddulusunsuilerisisenistesyaiianiusen (Remove Duplicate) uavansnsaluiioulsnsdnguuuuuasnisnsasiugs
Tasarungnisiaguuuumeladeulaiidinuaies vislugrafieansngmsdaguuuumuidouly

(4) ATWABINTIAILAIING

1. mwgermlaludeanisdnisuasdaguiuuteya menisiueyaluteusaaanveyaiiiog mainveyalnglsamdnuansiuessng
vielwdonnafuveyadugs

2. anugarualaluesnmssnguuuuiaiay Lagn1snIINAIUAIINGNABIVEITBYA

Py
° o

3. Anugaunlaluenisinnquueyawarn 1T INaT e N1SLIAdIaUTIENISTeLaTTiY warlygnsiiieasnangnisdnguiuuy
14. wiinguineenis (Evidence Guide)

(n) néng UMY URU (Performance Evidence)
N/A
) wé’ﬂgmmmg (Knowledge Evidence)
N/A
(m) Auwugiilun1susediu
N/A
(9) WnsUseidiu
a1 U uRnu w3e usAALKAIIY

15. ¥auLun (Range Statement)
(n) AUz

o

wngaussouriiiudewssnslalusunsumaeiundudszena Wiensdanisuazdnguuuuveya (Manage and Format Data)

(@) ANBDUIYIIUALLEYN

16. MnEsussAULII (013
N/A
17. gaamnssusaa/nauendinay (af)
N/A
18. SMBAZIBUANTZUIUNTTHAZIBNT5UTEIEU (Assessment Description and Procedure)

a3 TUURNY Y38 winavaunad
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aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

1. SRARUIYANTTOUS 2023
2. YaNULANTIAUL

N/A

™M

3. NUNIUATIN

4. aselny

A39gATANIUAZIILATTUGS

USuusge

O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

A e e

Mnvanssauziiaranansaafiunmemssngluges lnglansauanetandunideulvdureu lylaindudwmiunisaumveya

Wanduiuiuaziiatugs wseuiuvinsinevveyalavasuveyavaneyisiaansaundyminangasain suudasuazdnnisuwlasessny

7. AmTusTAUAAI

]

~

8. nzj:um%w (Sector)

N/A

9. Y1 TINLaTINaRN TN UNVURBaNssaus a1 salyla (a1d)

N/A

10. varuuavsangszilsuiiiedvas (Licensing or Regulation Related) (a13i)

N/A

. '] wa . .
11. aussausyaauaznamn1sU)uaeu (Elements and Performance Criteria)

dussauzeae (Element)

K s .. .
nanlun1sujjuneu (Performance Criteria)

A5n15Us2lU (Assessment)

20231
lynssne3euiieulugns (Perform logical operations

1. TyWenduuSeuiisuuuuiiteulavatadeouls IFS()
2. TyWandumrasiusuuiitoulavansdeuly SUMIFS()

AsansaNIsUf RN
UANNETANNAITY

in formulas) 3. leWsndumanadowuuiidoulovansdeuly

AVERAGEIFS ()

a. lesndutusnusuuiideulovaredevly

COUNTIFS ()

5. Tslsndumangean wiorshgauuuiivareouly

MAXIFS (), MINIFS ()
20232 L. I%Waﬁsi'fmﬁagumﬂdya;gaiul,l,mﬁaﬂaﬁmﬁ AsasaNIsUSURNU
ﬁumﬂzjua;ﬂaﬁ"aaﬁaﬁsﬁu (Look up data by using 2. lsfanduiitessdumvesiumisiirmun wilazaNaIY
functions)
20233 1. Taand WEEKDAY() iae WORKDAY() M3aERNSUSURNY

malaglyianduiuiuagiiandugs (Use advanced

date and time functions)

2. Tolandfu YEARFRAC()
DATEDIV () uay NETWORKDAY ()

LN ESALNGIY

20234
1@37%1;‘11@336 (Perform data analysis)

1.
3Lﬂswzﬁﬁa%aLLa:WEnﬂsajLLmIﬁ:wuaqsgaa@ﬁaaﬂqﬁ%u
2. Iﬁgm%mﬁa What-If Analysis

3. aiﬁﬁaaﬂawa'mﬂmﬁy'w Consolidate

4. lyandidinsigvveyanianmsiiu

MgasaNIsUH RN
WL GETHER R

20235
wnladsymigns (Troubleshoot formulas)

1. lowpSesiionsiaaau (Formula Auditing)
2. TninSosfofanuaiduanudiAyueenisAun
(Trace Precedence wag Trace Dependence)

3. luia3naileusziliugns (Evaluate Formulas)

M3EsANISUHURNU
WLEGET AR
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! ° wa . . aa a
aus3ausyay (Element) naunlun15U iR (Performance Criteria) 29n13U T8 (Assessment)
20236 1. Juiinyaendauslas (Record Macro) msandan1su RN
asnuazusuunlunalasesnsne (Create and modify  [2. Astiouulas U EUNAIY
simple macros) 3. spyseazdunluyaddaulag
wazunluyaddauslag (Edit Macro) aae VBA

12. mwguazﬁﬂwriawmﬁﬁwLﬂ‘u (Pre-requisite Skill & Knowledge)
N/A
13, ﬁnwuazﬂqmgﬁmaen'ﬁ (Required Skills and Knowledge)

n) ALABINNSITUTNYY

- inwganuasnsatunsiduninmssnglugns meowsnduiddouladusey 1wy IFSO, SUMIFS(), AVERAGEIFS, COUNTIFS(), MAXIFS(), MINIFS() Wy
) ﬁﬂwmmmmmiumﬂ%ﬂaﬁﬁi?ué’w%’umﬁﬁyum%auua w1 XLOOKUP(), VLOOKUP(), HLOOKUP(), MATCH() & INDEX()

. ﬁﬂwmmmmmiumﬂﬁgﬂaﬁﬁﬁui’uﬁuaznaﬁy’uqﬂ w1 WEEKDAY() U@z WORKDAY()

—~

. ﬁﬂwmmmmmiumﬁmemﬁa‘waﬂﬂimmagamaaﬂaﬂﬁu AND(), IF() waz NPER()
- vinweauasnsatunislueiesile What-If Analysis mefds Goal Seek uag Scenario Manager WagiinsevasUveyanangyianiey Consolidate
- Vinweanuansatunsiaseveyan1anisiy tnglylendu PMTO)

o

- vinwganmannsalumsundymiiifaannslygesdnnnlaginamaiiuainudfin (Trace Precedence wag Trace Dependence) uagUsziilugns

7

. YNEEANNEINNTAIUNTET AL IANTTUUIATEEN99Y

> 00 N O U AWN -

%) AUABINITATUATIA

_ewgeuanlaluFesnsdiiiunismemsanglugas medsnduiiideuladugeu
_eugeunanlaluFesnsleiandudmiunsaumveyadugs
_eugenuanlaluFesnsleianduiufiuasnadugs

: mwgymmLmyﬂza‘luG'aamﬁLfmzﬁLﬁawmﬂizﬁ%ﬁJ;&a@?ﬂaﬂdﬁﬁu ANDOQ), IF() uaz NPER()
_emugeuanlaluFesnisluiaiosile What-If Analysis waliasizvaguvayavansys
_eugeuanlaluFesnsiianeiveyanienisiiu Taglatendu PMTO

- AanuganuilaluEeimsundyyinanmslegasaialdaefnmudavivanud Ay wasdsziliugns

0o N o U AWN e

- AanuganlaluEemsanuazdanisuilasesnsing
14. wiinguineenis (Evidence Guide)

(n) nang1uNsUH TR (Performance Evidence)
N/A
®) Mé’ﬂgmmmg (Knowledge Evidence)
N/A
(@) Awugitlun1susediy
N/A
(9) WnsUszidiu
a1 U uRnu ¥3e wsAALKATIY

15. ¥auLun (Range Statement)
(n) fugin
mneaussnuriiudemeinslelusunsumaeiuntulsvgng ien1sassgrsduinuazunlasiugs (Create Advanced Formulas and Macros)
(v) AeSungTEazIdYn
1. Iﬁ?ﬂ“ﬁﬁﬁmﬁagum%a;&aiuumﬁaﬂaé"mﬁﬁsuawummamqumﬂ*gﬁaﬁ%’u 11 XLOOKUP(), VLOOKUP(), HLOOKUPY),
2. Islsnduifloasduavesiumisiitmuaiveuiumasounqunisluendu 1wy MATCH), INDEX)
3. I%VTQ5%14@@3mi’]zﬁ%@gamamsfﬁuﬁﬁuaumeﬂi@ummmﬂ%ﬁqﬁﬁu 1 PMT)
4. Ansgvmeyauasnensauwluiveweyaiiveuwnnsauagunslefandy 1wu ANDO, IFO uaz NPER()

5. 1A389ile What-If Analysis Usznaumisaas Goal Seek Wag Scenario Manager
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16. wuIwENSIAULIIY (And)
N/A
17. gaawinssusan/naueningan (i)
N/A
18. 519AIBUANTZUIUNTTUALIGN15UTEIEY (Assessment Description and Procedure)

a139n1sUHURNY W50 wilnarauNaI
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1. SWaRUIBENTTOUL 2024

2. Yovuazaussaus f{‘fmﬂml,mugﬁl,l,axmm%ugq

3, NUNIUAST N/A

4. andlus ™M RNIEN O

5. §1%5UY001TNUALHER1TN (Occupational Classification)

6. AIDSUNBNUNBAUTIAUY (Description of Unit of Competency)

nrnuaNsauzdazinnuenla Pinve uagaunsoasne unluununiitugs wu msaseuazFuuasununiiaeuny @519uazUSulnILEugil Box & Whisker,
Combo, Funnel, Histogram, Map, Sunburst tag Waterfall LATANUNSRESIMATUSULSN PivotTable TngasnnwasUsunasilantazdiian @519 Slicer
Jangureya dWinlann1sAwin uazdnguuuureya aunsnasaarUiuune PivotChart lngasiauasuuuasdindoniifloguu PivotChart Usuludlna

WALRILaLBYALLIANYDY PivotChart

7. AmTusTAUAAI

]

8. nzj::um%w (Sector)
N/A

9. Fooninuazsiiaendnduiivuisaussauzianunsalala (and)
N/A

10. %ﬂﬁ’mu&ﬁﬂ%aﬂ{]iﬂtﬁﬂﬂﬁtﬁ.ﬂ’é“l‘l’a\‘i (Licensing or Regulation Related) (813)
N/A

. '] wa . .
11. aussausyaauaznamn1IsU)uaeu (Elements and Performance Criteria)

v [ wa . . a a
au3Iauzyay (Element) naunlun15Uf iR (Performance Criteria) ABn1sUsliu (Assessment)

20241 1. asuazunlyunugiunug msandansu iR
anauazUsuunlownuniituas (Create and modify 2. anazunluusugiuuy Box & Whisker, Combo,  [unuagaunadnu
advanced charts) Funnel, Histogram, Map, Sunburst ez Waterfall
20242 1. aswazunly mseasunaiiviule (Pivot Table)  |nnsanganisufufau
asuazysuunlunnsnsasuna (Create and modify |2, Wiiaflann1sAuIm U EINASTY
Pivot Tables) 3. anuesesiednnsesveyalviunisaguua (Slicer)
20243 1. anauazwnlaunugfianasnauuaiiviula (Pivot  [n1sansanisufieu
asnauarUiuunluunugiinnnanssasuna (Create and  |Charts) UNNETANNAITY
modify Pivot Charts) 2.

Fansiudenguuuuiiangdnaduseasidenveunugi

12. ﬂqqugLLazﬁnwzﬁauwﬁﬁﬁﬁﬁu‘ju (Pre-requisite Skill & Knowledge)
N/A

13. ﬁnwmasﬂ’nugﬁé’l’mmi (Required Skills and Knowledge)

25




aussauzatuauunsyhaumunslalusinsunsduin §msun1sviau Microsoft Office Specialist Microsoft Excel

(n) PwABaNTIAUYY

1. Vinwyanuansolunisasaasunlowsugiitugs wu amaasunlowsugiivnug uunugfivuy Box & Whisker, Combo, Funnel, Histogram, Map,
Sunburst wag Waterfall

2. finwgarmannsalunsasauasunlumssasunauuulFule (Pivot Table) uavasariasiiodanseseya (Slicer)
3. finwgarmaninsalunsasemsasurauuuyulavatenguueya Tnafnfland 1w uasdnguuuuteya

a. finwgarmannsalunsasauasunliusunianaseagUauuuUsula (Pivot Charts)
uazdansiaudeniifioglnsanunsauiulssuuuuiianganasussanson

(4) ATWABINTIAILAIING

1. Vinwyanuansolunisasaazunlousugiitugs

2. inwgarmannsalunsasiauasunlumssasunauuuliule (Pivot Table) uavasariasiiodanseseya (Slicer)
3. finwgarmannsalunsasnsagURakuuUsUlavanenguueya

4. sinwgarmannsalunsasuasunluusugfiannasaagUnauuuUsula (Pivot Charts) uasdanisiaideniiionsdn

14. wiing1uineenis (Evidence Guide)

(n) néng1uNsUH TR (Performance Evidence)
N/A
) wé’ﬂgmmmg (Knowledge Evidence)
N/A
(M) muwugiilun1susediu
N/A
(@) BnsUszidiu
a1 U AU w3e usAALKATIY

15. ¥auLun (Range Statement)
(n) Az
wngaussouriliiudewssnslalusunsumaeiuindudszyna Lile dan1sunugiiuazn1313dugs (Manage Advanced Charts and Tables)

(@) ANBDUIYIIUALLEYN

16. MnEsussAULI (013
N/A
17. goamnssusaa/nauendinay (af)
N/A
18. SMBAZIBUANTZUIUNTTHAZIBNT5UTEIEU (Assessment Description and Procedure)

a3 TUURNY Y38 winavaunad
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