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Directions:

Professional Business Associates is hosting the 2003 Regional Conference for the Society of Information Professionals at its headquarters in Columbus, Ohio.  You have been given the assignment of assisting the organization by providing your administrative support expertise.  Therefore, please prepare the following jobs for review and presentation at the next meeting of the Planning Committee of the Society of Information Professionals Conference.

You may use your reference materials for assistance during the test.  Please refer to the Style Guide of Professional Business Associates for correct formats and procedures.

Please follow directions carefully—print out hard copies of documents as instructed.  

1) The World Wide Web is the same thing as the Internet. 

a) True

b) False

2) Most small offices today own minicomputers.  

a) True

b) False

3) You can get a computer virus by reading an e-mail message.  

a) True

b) False

4) Multi-tasking makes computer time-efficient.

a) True

b) False

5) When supervisors are truly effective communicators, the grapevine can, and will be, eliminated.  

a) True

b) False

6) Which of the following is NOT a storage media on which a user can save data?

a) CD-ROM 

b) CD-R

c) CD-RW

d) DVD-RW

7) Which of the following is NOT an operating system?

a) Linux

b) DOS

c) Windows

d) Office 97 

8) Which of the following is NOT an output device?

a) Ink jet

b) Laser

c) Flat panel display

d) Trackball 

9) A new computer purchased today would most likely have which kind of drive available?

a) CD-R

b) CD-RW

c) CD-ROM

d) DVD 

10) When you believe your computer is infected with a virus, which of the following is NOT recommended?

a) Replace older backups with current ones  

b) Run a virus protection program to kill the virus

c) Let others who have used your computer know about a potential virus

d) Check all disks that may have come in contact with the computer

11) Which of the following would NOT be an appropriate backup method for large amounts of data?

a) Floppy disks 

b) Internet

c) Optical disks

d) Magnetic tape

12) You pick up the phone and someone asks for you.  Which of the following is grammatically correct?

a) “This is me.”

b) “This is she.” 

c) “I’m who you are asking for.”

d) “It is me who you are asking for.”

13) Which of the following is correctly divided as indicated by slash marks for database use?

a) Monday,/ November/ 7,/ 2003
b) Monday,/ November 7,/ 2003 

c) Dr./ James E./ Parker

d) Dr. James/ E. Parker

14) Which of the following is considered good writing?

a) The report will be read by the department chair.

b) Mrs. Meyer will deliver the address.

c) He isn’t going to take a vacation this year.

d) The money was recorded by the treasurer after the meeting was over.

15) Which of the following describes the device that takes what you have written on a piece of paper and sends it digitally to a computer for input?

a) PDA

b) Touch pad

c) Cross pad 

d) Infrared device

16) Which of the following correctly ranks from smallest to largest the various classifications of computers?

a) PC, mainframe, minicomputers, supercomputer

b) PC, minicomputer, mainframe, supercomputer 

c) Minicomputer, PC, supercomputer, mainframe

d) Minicomputer, PC, mainframe, supercomputer

17) Which of the following is the correct method for copying text from the Internet into a word processing program?

a) Right-click on text, save, open in word processing program

b) Double-click text to open it in a word processing program, save

c) Select text, copy, and paste in word processing program

d) It is not possible to copy text from the Internet

18) The www before numerous Internet addresses means which of the following:

a) Wide World of the Web

b) Web WorldWide

c) World Wide Web 

d) Worldwide Web Working

19) After no more than how many rings should the phone be answered in an office?

a) 1 ring

b) 2 rings

c) 3 rings 

d) 4 rings

20) Which of the following best describes the mailing address format on an envelope requested by the U.S. Postal Service?

a) No punctuation, serif font

b) All uppercase, serif font

c) No punctuation, sans serif font

d) All caps, no punctuation, sans serif font 

21) Which of the following is NOT a characteristic of the numeric filing method?

a) Indirect access method

b) Limited expansion 

c) Confidential

d) Higher cost than alphabetic method

22) A records retention schedule usually contains the 

a) type of record and its main creation source

b) legal authority for how long to keep records and the department heads in charge of enforcing those retention periods

c) type of record and its retention period

d) retention period for vital records only

23) Excel uses the ampersand (&) as a wildcard symbol.

a) True

b) False

24) Which of the following requires a cross-reference?

a) Dr. Henry Rogers

b) Mike and Bob’s Diner

c) Southwest Airlines 

d) Mohammed Gutierrez

25) Which method below describes the proper procedure for handling a petty cash fund in your office?

a) Give full charge of the fund to your most trusted employee

b) Assign one person to deposit funds and another person to make disbursements

c) Provide an accessible place for employees to be able to use funds needed to buy small purchases

d) Establishing a petty cash fund is not recommended in today’s society

Job 1:  Database

Create a database—using only database software—of conference participants that have registered thus far.  Include all appropriate fields.  Be sure to save this document—you will use this database again in Job 3.

· When completed, print out a hard copy of the database in datasheet format sorted by last name.

	Society of Information Professionals Conference Registration

	First Name

Vicki
	Last Name

Phelps

	Address

823 Fielding Road

	City

South Easton
	State

MA
	Postal Code

02375-0114

	Work Phone

508-555-7847
	Fax

508-555-5556
	E-Mail Address

vphelps@email.com


	Society of Information Professionals Conference Registration

	First Name

Emily
	Last Name

Urban

	Address

4888 Midvale Road

	City

Fairport
	State

NY
	Postal Code

11450-1553

	Work Phone

508-555-8547
	Fax

508-555-6555
	E-Mail Address

eurban@email.com


	Society of Information Professionals Conference Registration

	First Name

Christopher
	Last Name

Dorsey

	Address

614 Taft Street

	City

Huntington
	State

WV
	Postal Code

56895-8965

	Work Phone

508-555-1259
	Fax

508-555-5656
	E-Mail Address

cdorsey@email.com


	Society of Information Professionals Conference Registration

	First Name

Carol
	Last Name

Jones

	Address

818 North Main Street

	City

Celina
	State

MT
	Postal Code

85996-9696

	Work Phone

508-555-9696
	Fax

508-555-9595
	E-Mail Address

cjones@email.com


	Society of Information Professionals Conference Registration

	First Name

Janice
	Last Name

Eckstein

	Address

5325 East Union Boulevard

	City

Bethlehem
	State

PA
	Postal Code

18018-4042

	Work Phone

508-555-5214
	Fax

508-555-9587
	E-Mail Address

jeckstein@email.com


Job 2: Chart

Using appropriate spreadsheet software, prepare a pie chart on a separate page with the following breakdown of participants attending the conference.  

Be sure to title the chart “Types of Positions Represented at Conference.”  

	Position
	Percentage

	Administrative Assistants
	35%

	Accountants
	10%

	Information Processing Specialists
	25%

	Information Supervisors
	20%

	Medical/Legal Workers
	10%


Note:  Arrange chart data from highest to lowest percentage order and include this information in a legend.  Show percentage data labels on chart.

JOB 3:
Labels

Using the database prepared in Job 1, merge the data into labels to use on envelopes for a mailing to conference participants.  The label layout should be for 3 labels across, 10 rows down, (Style 5061), for a total of 30 labels on a sheet.

· Include only the fields necessary for address labels.  

· Print information in all CAPS.

· Sort the labels in ascending order by State.  

· Print out labels on one sheet.

JOB 4:
Memo/Chart

Please prepare the following memo using appropriate Professional Business Associate format.  As indicated, insert the Chart prepared in Job 2 at the appropriate location. Size the chart so that it and the memo all fit on one page.  Use the memo format in the Style Manual for Professional Business Associates.

To:

Julie Smith, Human Resources Department

From:
Roger Meyer, Marketing Department

Date:
Current

Re:

Conference Participants Breakdown

As you requested, I have prepared the following chart to demonstrate the breakdown of conference attendees by occupations.  I hope this information will provide you with the data you needed. 

(Insert Chart From Job 2 Here)

If you need additional information or have any questions, please do not hesitate to contact me.

JOB 5:
Flyer

Prepare an attractive sign/placard we can use as a parking permit for the conference participants. Use special features such as WordArt, borders, graphics, etc. to enhance the handout.  

Please include the following information on the document.

Society of Information Professionals

2003 Regional Conference

Guest Parking Pass – Compliments of Professional Business Associates

Please display in front window of vehicle.







