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Microsoft Office Specialist Excel
Self-Paced Instructions

1. Navigate to Microsoft.com

2. Sign-in using your PC credentials

3. Open a blank Excel spreadsheet using the Excel icon on the left side panel
4. Once in the spreadsheet, go to the Insert Tab

5. Click on the “Add-ins” icon

6

Navigate to “Admin Managed” Add-ins
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7. Click Jasperactive for Office
a. Note: If you do not see the Jasperactive Add-in located here, use this link to
manually upload it. You will need to download the zip file found at bottom of
the page, then follow steps 8, 9, and 10 in the link to successfully upload it.
8. After successfully loading the Add-in, go to the Home Tab and click on the More Options
icon (...) on the right side of the screen.


https://www.microsoft.com/en-us/microsoft-365?rtc=1
https://support.jasperactive.com/support/solutions/articles/36000259403-jasperactive-mos-online-manual-upload
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9. Open Jasperactive for Office
10. Click Get Started
a. Ifyou are a new JasperActive user, click on the “Register Here” link. Then select
Learner/Student, 13 & Older, Sign up with Email, Insert your account details
(Use PC email address), and Agree to Terms to continue
b. If you already have a JasperActive account, type in your username and password.
Follow the instructions found here to link your old account to the new class code
found below.

@ Jasperactive | Authenticate - Goagle Chrame: - o x

Jasperactive for Office X # accounts jasperactive.comyAccount/Login?ReturmUrl=%2Fconnect¥Fauthorizel2Fcallback KaFeL..
eractve | Auhenicat - Googie Chrome = {

A‘ Jasperactive

Jaspe ractlve icounts jasperactive.com/Account/Register?RetumUri=%2Fconnect%2Fauthorize!
MOS Online 5 eractive
Tailored exercises for Welcome! Please log in te your account. P
Word, Excel & PowerPoint Email or Username
Anytime Anywhere ™

mame
(]

e Password
' Benchmark

Password Create my Jasperactive Profile

Create Project New User? Register here

We keep your personal information private. See our Privacy
& Lessons P Yo pe P Y

Forgot your password? Reset Password What is your role?
@ Summary Assessment LEARNER/STUDENT
OR
|
eBook EDUCATOR/INSTRUCTOR
1 LOG INWITH B LOGINWITH
OFFICE MICROSOFT
Already have an account? Log in here.
CERSIARIES ] LOG INWITH G LOGINWITH
FACEBOOK GOOGLE

Jasperactive 1.1.0.0


https://support.jasperactive.com/support/solutions/articles/36000077589-how-to-reactivate-expired-courses-
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11. After signing in, use the following group code: $2D8D-07F2-0621
12. Start by taking the benchmark exam
a. If you cannot open benchmark, refer to step #7a to download the manual Add-
in, as this is the best route to ensure compatibility.
13. Work through all the in-app and interactive exercises for each lesson
a. This process will look like the screenshot below with the instructions on the right

and the Excel working pane on the right and top of your screen.
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7 0 Enter text
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g 1. In the new blank workbook, click cell A2

i 2. Type: Price Quote and press ENTER.

11

12 Notice the current active cell is now A3

13 When you press ENTER, Excel completes

14 the entry of data in the current cell, then

15 moves the cell pointer to the next cell

16 down.

w 3. Press ENTER twice to move down two

18 rows.

19

20 4. In cell A5, type: Airfare and press ENTER

21 5. In cell A6, type: Hotel and press ENTER. -
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14. Once you have completed all five lesson areas, complete the Summary Assessment. You
may skip the Create Project.
15. Contact the course facilitator (Sarah Soule — ssoule@providence.edu) with any

guestions along the way. Exams will be taken in-person during fall orientation.

Additional Notes:

e The JasperActive Add-In works best when used in your browser, rather than on the 365
Desktop App.

e Students must complete as least 80% of the lessons and receive a 70% or higher on the
Summary Assessment to sit for the final certification exam.


mailto:ssoule@providence.edu

