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 Failure to adhere to any of the following rules will result in disqualification:

1. Contestant must hand in this test booklet and all printouts. Failure to do so will result in disqualification.

2. No equipment, supplies, or materials other than those specified for this event are allowed in the testing area.  No previous BPA tests and/or sample tests or facsimile (handwritten, photocopied, or keyed) are allowed in the testing area.

3. No programmable cordless calculators, PDAs, or personal information managers may be used in any event.

30 minutes of orientation/warm-up/wrap-up

90 minutes for testing/production

120 minutes total time allotted


Do NOT open test booklet until instructed to do so.

Property of Business Professionals of America.  May be reproduced only for use in the Business 
Professionals of America Workplace Skills Assessment Program regional-level competitions.
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Points









        Possible

Earned
Job #1 & #2

1. Fields created correctly.


· Correct fields, including currency


· Correct spelling




10

_____




2. Data input correctly.

· Table named correctly

· Correct spelling

· Complete records




10

_____

Job #3a

1. Correct names and account numbers listed.


10

_____

2. Names listed in alphabetical order by last name.

10

_____

3. Printout in report format.




 5

_____

Job #3b

1. Correct account number and balance due listed. 

10

_____

2. In descending order by balance due. 



10

_____

3. Printout in report format.




 5

_____

Job #3c

1. Correct account number, credit rating, 

and balance due listed.




10

_____

In ascending order by account number. 


10

_____

2. Printout in report format.




 5

_____

Job #4

1. Mailing labels in appropriate format (Avery 5160)

10

_____


2. Only those in Louisville included. 



10

_____

3. Sorted by zip codes in ascending order. 


10

_____

4. Contestant number as first line.



 5

_____

Job #5

1. Report grouped by Credit Rating, 

with Credit Rating=1 displaying first.


20

_____

2. In alphabetical order by last name within each group. 
10

_____

3. Sum of each group, as well as grand total. 


15

_____

Total Points






           175

_____

Directions:

You have been hired by Saxon’s Department Store.  Your job will consist of preparing and maintaining a customer database, including querying, sorting, and reporting.  Wherever xxx appears, replace with your contestant number.

Job #1 – Create the database

1. Create a new database named Saxons - xxx.  Within that database, create a table named Customer - xxx.

2. Create the necessary fields.  Be sure to make credit limit and balance due currency type fields.

Job #2 – Input data

1. Input the following eight customer records in OCR format.

2. Print one copy of the table from datasheet view.

Account Number
Courtesy Title
First Name
Middle Name
Last Name
Address
City
State
Zip
Credit Rating
Credit Limit
Balance Due

10934
Mr.
Douglas
J.
Hill
245 1st Street NE
Louisville
KY
40243
3
$500.00
$100.00

19357
Mr.
William
Edward
Shelton
2425 Wood Lake Terrace
Louisville
KY
40222
1
$5,000.00
$0.00

20109
Mrs.
Colleen
T.
VanHorn
2708 Fox Hunt Drive
Louisville
KY
40287
1
$5,000.00
$92.58

20304
Mr.
Joseph
J.
Zimmerman
457 St. James Street
Reily
OH
45056
1
$1,000.00
$0.00

23244
Mr.
Faleh
Mohammed
Al-Shammari
4526 Lauren Circle
Louisville
KY
40222
1
$5,000.00
$359.99

24083
Mr.
Steven
M.
Greensfelt
2458 Barca Drive
Cincinnati
OH
45207
1
$5,000.00
$1,200.00

26261
Lt.
Joel
P.
Allen
2426 Colonial Drive
Modesto
CA
95350
2
$500.00
$400.00

29034
Mr.
Paul
Lynn
Wright
231 G Street
Louisville
KY
40220
2
$500.00
$159.00

Job #3 – Prepare reports

Saxon’s accountant requested the following 3 reports.

a. Names and account numbers of all customers who do not live in Louisville, Kentucky.  Names should be listed in alphabetical order by last name.  The report title should be Job 3a – xxx.

b. The balance due and account number of all customers who owe more than $100.00.  Put in descending order by balance due.  The report title should be Job 3b – xxx.

c. The account number, credit rating, and balance due for all customers who have a fair credit rating and have a balance due.  This report should list the account numbers in ascending order.  The report title should be Job 3c – xxx.  Use the following codes to determine credit rating:

1=good

2=fair

3=poor

Job #4 – Prepare mailing labels.

1. The advertising department has a special promotional mailing, which must be sent to the customers who live in Louisville.  Prepare mailing labels for these customers only, sorting by zip code to save postage.  Use the Avery 5160 mailing label type.  Add your contestant number as the first line of the label.

Job#5 – Prepare a grouped report.

1. The accountant wants a landscaped report displaying the names (first, middle, and last), account numbers, credit rating, and balance due for all customers.  This report should be grouped by credit rating, with a credit rating of 1 first, and should display the total balance due for each grouping and a report grand total of balance due.  Names should be in alphabetical order by last name.
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