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The Microsoft Office for Business (MOB) hands-on course covers the following
three applications:

Microsoft Word
Microsoft Excel
Microsoft PowerPoint

Examinees are required to appear in a separate assessment for each of the above-
mentioned applications. Each assessment comprises 5 to 8 projects, with 1 to 7
practical tasks in each project. This set of model questions includes sample
projects covering all three applications—Word, Excel, and PowerPoint. 

In this document, two model projects have been provided for each application. In
each model project, the questions are presented in a style similar to that used in
the actual examination. However, the number of projects and the number of tasks
within each project may differ in the actual exam.

Note: All project‑specific Data Files are available for download on the ICAP
website for examinees’ use.
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TASKS

Change the line spacing of the entire document to 1.5 with
12 pt spacing after each paragraph.1
On the second page, turn the table into text and separate
all data using tabs.2

Use the Basic (Elegant) style set for the entire document.3

Apply a Continuous Section Break at the bottom of the
first page.4
Add a bookmark called DigitalPiano to the “Types of
Pianos” heading.5

P a g e  7



TASKS

Apply the Reflected Bevel, Black style to the Solid Body
Piano graphic on the first page.6
Modify the whole document so the top and bottom
margins are 1.0" (2.54 cm) and the left and right margins
are 1.2" (3.048 cm).7

Insert the upright_piano.png photo, located in the Exam
Folder, between the second and the third paragraph.8
Create a Rectangle: Rounded Corners shape after the
table and move the last paragraph (starting with 'Today’s
piano...') into the shape.9
Hyperlink the phrase modern pianos in the third
paragraph to the DigitalPiano bookmark.10
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M O D E L  P R O J E C T  2
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TASKS

On the second page, set the table to auto fit according to
its content.1
Convert the first page text into single column, from The
Great wall of China... to ...of its builders.2
On the Second page immediately before the quote "He
who has climbed..., insert an Austin Quote textbox. Move
the quote into the textbox. 3

Apply the Film Grain Artistic Effect to the image on the
first page. 4
On the second page, replace the default bullets with the
Infinity (∞) symbol.5
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TASKS

On the second page, sort the table alphabetically by
Aspects from A-Z6
Insert a Footnote with the URL on the first page
https://whc.unesco.org/en/list/438/ at the
green‑colored term “UNESCO World Heritage Site.”7

Please reply to the comment on the second page with the
word ‘Yes’ and then resolve the comment.8

Apply the picture watermark image Wall.jpg from the
Exam Folder, set the scale to 100%, and enable washout.9
Use the Document Inspector to remove all Headers,
Footers, and Watermarks from the document while
leaving all other hidden properties unchanged.10
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M O D E L  P R O J E C T  1
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TASKS

On the Sales Data worksheet, insert a mixed refence in
cell H4 so the formula will correctly calculate the
commission for all employees.1
Join cells A1:I1 of the Sales Data worksheet. Do not
change the alignment of the content. 2

Configure the Sales Data worksheet so rows 1 through 3
remain visible as you scroll vertically. 3

On the Chart worksheet, adjust the chart so that the bars
for Younus and Altamash are not displayed.4
On the Sales Data worksheet, highlight the values that are
below average in the range C4:F115
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TASKS

Add the chart title “Quarterly Sales by Salesperson” and
position the legend below the title.6
On the Sales Data worksheet, insert a column sparkline in
the Trend column to show the sales pattern from Qtr 1
through Qtr 4, and highlight the highest value in each
sparkline.

7
Insert a new column between Commission and Trend,
then joins Emp_ID and Salesperson with an underscore,
skipping any blank parts.8
Through the use of function fill cell C13 with the highest
commission, and cell H13 with the lowest sale value from
the quarter sales data.9
Inspect the workbook for compatibility issues. Copy the
results to a new worksheet. 10
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TASKS

On the Purchases worksheet, format the data range A5:I15
as a Table with headers. Apply the table style Aqua, Table
Style Medium 13. Make sure the header row displays the
table's header color.

1
On the Sales worksheet, create a named range for Item
Names belonging to the Accessories category. Name this
range “Category_01”.2
On the Purchases worksheet, perform a multiple column
sort. First sort alphabetically by the Category column
(Ascending), then sort by Quantity (Descending).3
Add a new column named Stock_Level on the Purchases
worksheet, and use a function that checks the Quantity
value so that it displays “Critical” when the Quantity is less
than 20, “Low” when the Quantity is less than 30, and
“Sufficient” for all other values.

4
On the Sales worksheet, insert a function in cell A18 that
returns the data in the Category, Quantity, and Unit Price
columns, sorted in descending order by Unit Price.5
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TASKS

Import StockData.txt located in the Exam Folder as a
table on a new worksheet.6

Insert a Footer with today’s date on the left, and then
return to Normal view.7
On the Sales worksheet, insert a column named Code
after the Item ID column, and enter a formula that
extracts the three rightmost characters from the Item ID.8
On the Purchases worksheet, In date column, convert the
date format similar to the outbound Transaction
worksheet (dd-mmm-yyyy).9
On the Sales worksheet, create a 3-D Clustered Bar chart
(Apply Style 6) that shows the Total (PKR) for each Item
Name. Insert the Chart Title “Item wise Total”. Position
the new chart below the table.10
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TASKS

Apply a 5‑point Soft Edges effect to the picture on Slide 1,
then add a Random Bars animation set to start With
Previous.1
On Slide 5, add the name and height of the 4th tallest
building in SmartArt design. Take the building details
from Slide 4.2

Change the SmartArt layout on Slide 3 to Closed Chevron
Process and apply the Metallic Scene SmartArt Style.3

Add the Date, Time, and Slide Number so they appear on
every slide in the presentation.4
In the Right pane of the last slide titled Key Takeaways,
insert the video Buildings.mp4 located in the Exam
Folder.5
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TASKS

Set the handout layout to print 3 slides per page and
change the orientation to Landscape.6

Create a custom slide show named ‘Highlights’ with
Slides 1, 3, and 5.7

Add the Vortex transition to every slide, and configure
the slides to advance automatically after 2 seconds.8
On Slide 2, change the bullets animation effect to ‘By
word’ with a 10% delay between words.9
Set the print settings to print Notes Pages for the
presentation. Then mark the presentation as Final to
restrict editing.10
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TASKS

Use Ground.jpg (located in the Exam Folder) as the Slide 1
background and apply the Marker Artistic Effect.1

On Slide 2, turn the bullets into a Vertical Bullet List
SmartArt with the Subtle Effect.2

Add the Trophy icon from the Celebration category to
the orange title box on Slide 5.3

Reduce the presentation file size by embedding only the
characters used in the fonts, then save the presentation.4

Use the Turntable animation (Direction: Down) on the 3D
Football model on Slide 4.5
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TASKS

On Slide 5, turn the bullets into a Basic Timeline  
SmartArt with the Inset Style.6
Insert a Summary Zoom slide immediately after Slide 1.
Include all slides except the first slide in the Summary
Zoom, using all default settings. Set the title of the
Summary Zoom slide to “Overview”.

7
On Slide 3, insert a Map chart based on the table, apply
Chart Style 5, remove the chart title, and position the
chart at the bottom‑right of the slide.8
On Slide 2, replace the bullets with the graphic
Soccer.png located in the Exam Folder. 9
Create a handout by using PowerPoint’s feature that sends
the slides into Microsoft Word, selecting the layout that
places blank lines below each slide. Save the Word file as
Slides_Handout.docx in the Exam Folder.10
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