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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. Electronic devices will be monitored according to ACT standards. 

Maximum test time is 90 minutes

(A five-minute warning will be given to ensure all printing is complete.)

NOTE:  The administrator should allow time for orientation, instructions, 

warm-up, checking equipment, etc., before starting test time.

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 competition.

Applications

Directions:

1.
As the secretary/treasurer of your local IT Professional Association organization, you will be providing administrative support for the organization.  Therefore, please prepare the following jobs for review by your advisor, Mrs. Carol Meier.

2. Please follow directions carefully and save your files to the desktop or disk if provided while you are working.  Delete the files when you are done. 

3.
But first you must take an objective test to demonstrate your knowledge of general computer concepts and skills dealing with software and hardware.  Please use a number two pencil to fill in your answers on the Scantron sheet that will be provided to you by the test administrator.  Key your contestant number and job number in the lower left hand corner of all jobs submitted and remember to print your work when you are finished.  
4. When turning in your work, place your scoring sheet on top of your jobs.  The jobs should be arranged in numeric order. (Your test administrator will decide how he/she wants to have the Scantron sheet turned in.)  Use your time wisely.  If you finish before the end of the testing time, notify the proctor.  Time may be a factor in determining the winner in the event of a tie.  Good Luck!

True/False 

Please choose the best answer and mark it on the Scantron form provided.  A=True; B=False


1.
In an Access database, you must determine how you want to sort data before you enter it.

2.
Excel lacks many of the database advantages provided by Access.

3.
Before you enter data into a worksheet, you should determine its purpose and give it a meaningful title.

4.
Labels are used in calculations.

5.
When you move text by dragging it, the text is copied to the Clipboard.

6.
Formatting marks do not print.

7.
It is possible to create a table in a Word document, and then add an Excel column chart to the Word document.

8.
To arrange open windows, right-click on the taskbar cascade or tile the windows.

9.
Copying or moving information from one program to another is just like moving or copying information within a single program.

10.
You should prepare not only the slides themselves, but speaker's notes and handouts to accompany the slides.

11.
The Objects are the building blocks that make up a presentation.

12.
Slide layout displays a list of all your saved presentation files.

13.
When you apply a theme to a Web page In Word, the styles that appear on the Style list are all compatible with HTML.

14.
You can use either Windows Explorer or My Computer for file management.
Multiple Choice
Use the Scantron form provided to record your answer. Identify the letter of the choice that best completes the statement or answers the question.
15. In a datasheet, which mode assumes that you are trying to change the value of a particular field?

a. Edit mode

b. Navigation mode

c. Update mode

d. Form mode

16. Which keystroke combination inserts the data from the same field in the previous record into the current field?

a. [Ctrl][']

b. [Ctrl][Home]

c. [Alt]["]

d. [Alt][F5]

17. When creating a worksheet, enter the ____ first to establish the structure of the worksheet.

a. Values

b. Data

c. Labels

d. None of the above

18. Which of the following values would be considered a complex formula?

a. =B3+C9*D12

b. =B3

c. =B3+C9

d. All of the above


19.
Which method cannot be used to select an entire document?

	a.
	Press [Ctrl][A].

	b.
	Press [Shift] and triple-click the document.

	c.
	Click Select All on the Edit menu.

	d.
	Triple-click in the left document margin.


19. What is the keyboard shortcut for copying text?

a. [Ctrl][C]

b. [Ctrl][A]

c. [Ctrl][Q]

d. [Ctrl][V]


21.
When you integrate programs, you ____.

	a.
	combine information between them without retyping

	b.
	close one program before you open the other program

	c.
	must exit from one of the programs first

	d.
	always use Word



22.
If you use the shortcut keys to switch between open programs, ____.

	a.
	The icons and names of open programs appear in the center of the screen

	b.
	Icons for all open programs appear, but only one name appears — the currently selected program

	c.
	Pressing [Tab] again while still holding down [Alt] allows the next open icon and name to appear in the center of the screen

	d.
	All of the above


23. The title slide has two text placeholders; the title placeholder and the ____.

a. Text placeholder

b. Main text placeholder

c. Main title placeholder

d. Object placeholder


24.
Which of the following is correct about speech recognition technology?

	a.
	You can enter text into your presentation by talking into a microphone.

	b.
	You can speak directly to others over the Internet who have PowerPoint open.

	c.
	You can identify parts of speech in your presentation.

	d.
	Speech technology doesn't exist yet in PowerPoint



25.
A file is ____.

	a.
	any Windows function that has a meaningful name

	b.
	the selected text in WordPad

	c.
	a collection of electronic data created on a computer

	d.
	a hierarchy of the data on a computer


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

Job 1:  Excel Spreadsheet

Your student organization operates a small bookstore at the school to accommodate student supply needs. Create a spreadsheet to calculate the orders from the table below.  Be sure to complete the formula for calculating the total columns, as well as the Total Cost column.  Include the title, “Student Supplies” in an 18-size font.

	Item
	Quantity
	Unit Cost
	Total Cost

	Student Notebooks
	300
	5.00
	

	Academic Planners
	300
	10.00
	

	Ink Jet Cartridges
	30
	26.00
	

	Paper (Reams)
	500 
	1.50
	

	Binders
	500
	.60
	

	Diskettes (3.5”)
	500
	.75
	

	Zip disks
	300
	1.75
	

	Total Cost
	
	
	


1 For the total line, include only the total for the “Total Cost” column.

2 Include $ signs in the “Total Cost” column.

3 Print a hard copy of the spreadsheet to submit and save as Job 1.
Job 2:  
Memo With Spreadsheet
Key the following memo in proper Professional Business Associates style, inserting the spreadsheet created in Job 1, in the appropriate space as marked.

The memo will go to Kirsten Brooks, Purchasing Dept., Central State College and is from

Carol Meier, Business & IT Professionals Association Advisor.  The subject is Bookstore Order.  Use the current date.

Listed below is the supplies order for this academic year.  Please verify the amounts; then process the order for us.

(Insert spreadsheet here)

The address of the company where we usually order our materials is:

Executive Office Supplies

132 Jackson Street

Grand Rapids, MI

As we need the supplies rather soon, a rush on this order would be appreciated. Thank you for being such a valuable resource for our bookstore needs.

Please contact me if you have any questions or need additional information.

Print a copy of the memo and save as Job 2.

JOB 3:  Newsletter

Create a one-page members’ newsletter for our student organization Information Technology Professionals Association.  Construct a masthead for the newsletter, which includes the organization’s name, and use Volume 8 – May, 2005 as the date of the newsletter in a header.

Decide which fonts, graphics, and other enhancements to use to make the newsletter attractive.  Use a two-column grid. Since this is the May issue, spring graphics would be appropriate.  Include the following articles in the newsletter:

Congratulations to State Winners

The following students participated in this year’s state Information Technology Professionals Associates. We are very proud to announce that all participants brought home an award this year. Put the winners in a nicely formatted table with a heading and use auto format for nice layout. Please congratulate the following winners:

	Jennifer Wiley
	Desktop Publishing
	1st place

	Noah Huntington
	Networking Team 
	2nd place

	Jon Arthur
	Networking Team 
	2nd place

	Beth Matthews
	Web Development Team 
	1st place

	Karen Wolfe
	Web Development Team
	1st place

	Adam Bennett
	Web Development Team
	1st place

	Angela Mason
	Administrative Office Procedures
	2nd place

	Carol O’Brien
	Legal Office Procedures
	3rd place

	Rachael Anderson
	Medical Office Procedures
	4th place


BPA Year End Picnic

Professional Business Associates will hold its annual picnic on June 15, at Sharon Woods Park from 11 a.m. - 5:00 p.m.  Maps to the park will be distributed to all members and their guests.  Please bring a dish to share: Those with last names A-L bring a salad or appetizer, M-Z bring a dessert. The main part of the picnic, hamburgers, hotdogs, and ribs with condiments and bread will be provided.  Bring your suits for swimming and plan on joining in on the “corn toss” tournament.  Be sure to sign up on at our website, www.cscbpa.org indicating the number in your family that will be attending.  Come and join the fun!

Training

As you know, in order to participate in the college activities as a college sanctioned organization, we are required to participate in two activities and provide training in the area of our choice. This year, we decided our training would be on Voice Recognition software. We have one more training session to do and need volunteers to participate. Remember, your participation qualifies you for Torch Award points. The date of the training is scheduled for May 8 in room 210. 

Recruiting

Invite your friends and other interested people to the upcoming picnic. We are in the process of recruiting for next year and would like to have them join us now for the celebration of this year’s events. They can then see all the benefits of being a member of such a great organization.

Print a copy of the memo and save as Job 3.

Job 4:  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 5.

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

	Society of Information Professionals Conference Registration

	First Name Jennifer
	Last Name Wiley

	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 jwiley@email.com


	Society of Information Professionals Conference Registration

	First Name Noah
	Last Name Huntington

	Address 4888 Midvale Road

	City Fairport
	State NY
	Postal Code 11450-1553

	Work Phone 508-555-8547
	Fax 508-555-6555
	E-Mail Address nhunting@email.com


	Society of Information Professionals Conference Registration

	First Name Jon
	Last Name Arthur

	Address 614 Taft Street

	City Huntington
	State WV
	Postal Code 56895-8965

	Work Phone 508-555-1259
	Fax 508-555-5656
	E-Mail Address jarthur@email.com


	Society of Information Professionals Conference Registration

	First Name Beth
	Last Name Mathews

	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 bmatth@email.com


	Society of Information Professionals Conference Registration

	First Name Karin
	Last Name Wolfe

	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 kwolfe@email.com


JOB 5:
Labels

Using the database prepared in Job 4, 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.

