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Multiple Choice (25 @  4  pts. each)



_______ (100 pts.)



Production Portion



Job 1
Spreadsheet
_______ (150 pts.)


Job 2
Chart
_______ (100 pts.)



Job 3
Database
_______ (100 pts.)



Job 4
Memo
_______ (100 pts.)



Job 5
Labels
_______ ( 50 pts.)



TOTAL POINTS
_______ (600)

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 thereof (handwritten, photocopied, or keyed) are allowed in the testing area.

3. Electronic devices will be monitored according to ACT standards.

No more than ten (10) minutes orientation  
No more than 90 minutes for testing/production

No more than ten (10) minutes wrap-up 

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.
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PRODUCTION SCORING SHEET
	Job 1-- Spreadsheet
	Points
	Score
	Total

	1. 
	Data entered correctly
	20
	
	

	2. 
	Individual commission amounts are calculated correctly
	20
	
	

	3. 
	Titles are correct
	10
	
	

	4. 
	Totals salary for each employee is correct
	20
	
	

	5. 
	Totals, average, maximum and minimum for each column are correct
	20
	
	

	6. 
	Numbers are formatted as currency
	20
	
	

	7. 
	Spreadsheet is formatted attractively
	20
	
	

	8. 
	Spreadsheet is printed correctly.
	10
	
	

	9. 
	Formulas are correct and printed correctly.
	10
	
	

	
	Total
	150
	
	

	Job 2-- Chart
	
	
	

	1. 
	Pie chart is created correctly.
	20
	
	

	2. 
	Pieces are exploded.
	20
	
	

	3. 
	Title of chart is correct.
	10
	
	

	4. 
	Percentages are displayed.
	20
	
	

	5. 
	Legend is correct.
	20
	
	

	6. 
	Footer includes correct sheet tab name and current date.
	10
	
	

	
	Total
	100
	
	

	Job 3--Database
	
	
	

	1. 
	Database is created with correct fields and data.
	40
	
	

	2. 
	Projected sales are correctly calculated on spreadsheet and entered into database.
	40
	
	

	3. 
	Database is sorted and printed correctly
	20
	
	

	
	Total
	100
	
	

	Job 4--Memo
	
	
	

	1. 
	Memo is created correctly. Accurate spelling, punctuation and grammar (-2 each error)
	25
	
	

	2. 
	Memo is merged correctly.  (Merge fields are inserted correctly.)
	25
	
	

	3. 
	Chart is inserted correctly.
	20
	
	

	4. 
	Printed copy with merge fields showing.
	20
	
	

	5. 
	Memos are printed
	10
	
	

	
	Total
	100
	
	

	Job 5—Labels
	
	
	

	1. 
	Labels are created using the correct definition.
	20
	
	

	2. 
	Labels include the correct information with currency formatted.
	20
	
	

	3. 
	Labels are printed in alphabetical order.
	10
	
	

	
	Total
	50
	
	



TOTAL POINTS
 

(500)
__________

GENERAL INSTRUCTIONS
1. Answer the 25 objective questions using the Scantron scoring sheet provided.  Write your contestant number on the Scantron sheet.

2. Make certain this test booklet contains Jobs 1-5.

3. Correct all errors.  
4. For any problem where you would normally use your reference initials, use your contestant number.  Your name or initials should not appear on any work you submit.  Key or write your contestant number and the job number in the upper right-hand corner of all work submitted.

5. Please use two-letter state abbreviations for all addresses.  Use the current date on all correspondence unless directed otherwise.  You may use reference materials, but you may not share with other contestants.  
6. Assume these jobs are waiting for you upon arrival at work.  You may complete them in any order you choose.
7. 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.
8. When turning in your contest, place your Scoring Sheet on top of all your jobs.  The jobs should be arranged in numeric order.  (Your test administrator will decide how to turn in the Scantron sheet.)
9. Use your time wisely.  You have 90 minutes to complete the test.
True-False:  Please mark your choice on your Scantron sheet.  A=True; B=False

1. You can get a computer virus by opening an e-mail
2. A CD-ROM is a compact disc that uses the same laser technology as audio CDs for recording music.
3. The proofreader’s term “stet” means to delete the item completely.
4. Preset format decisions in software programs are called default values.
5. In the ARMA alphabetic filing rules, articles, prepositions and conjunctions (except the) are considered filing units.
6. A kilobyte is the amount of storage space required for one character.
7. When business activities are conducted online, people are participating in electronic commerce.
8. Most computers use an operating system that has a GUI that provides visual clues such as icon symbols to help the user.
9. Hardware consists of programs that tell a computer how to produce information.
10. Web pages are accessed and viewed using a software program called a Web server.
Multiple Choice 

11. You are asked to prepare a circle graph to show percent of sales by region.  Total sales were $1,527,613; eastern region’s sales were $430,531.  What percent of total sales should be shown for the eastern region?
A.  35.7%

B.  35%

C.  37.9%

D.  28.2%

12. Which of the following sentence has no errors to be corrected?

A.  When the bell rings, I to will go with you.

B.  There have been too much time allotted for this contest.

C.  Where would you like the sensus to start?

D.  I, too, like the idea of charging all applicants a fee.

13. The section of a formal business report that contains supplementary materials is called the 

A. appendix

B. table of contents

C. summary

D. title page

14. A configuration of cables and devices interconnecting computers so that they communicate with one another is known as

A. electronic mail

B. protocol converter

C. a network

D. transponders

15. Which of the following functions of word processing software allows you to print page numbers at the top or bottom of each page of a report?

A. automatic format

B. headers and footers

C. global search

D. cut and paste

16. Your company has asked you to prepare a report which calculates and graphically compares sales figures for the past two years.  Which application would be the best choice for the job?

A. presentation

B. spreadsheet

C. database

D. word processing

17. The study of the effect of work environment on the health and well being of employees is
A. physiology 
B. ecosystems

C. ergonomics

D. economics

18. On the envelope, mailing notations such as REGISTERED or SPECIAL DELIVERY should be placed

A. below the stamp or postage area

B. in the lower right corner

C. in the lower left corner

D. below the return address

19. Monty Montham incurred $826 in medical costs that fall under his medical insurance policy that pays 80% of all charges after a $150 deductible is met.  This was Monty’s first medical expense in the current year.  What is the total amount Monty will be required to pay?

A. $150.00

B. $135.20

C. $660.80

D. $285.20

20. Preprogrammed information that is permanently stored in the computer’s memory and cannot be changed by the user is

A. sector
B. ROM

C. track

D. RAM

21. Which of the following is NOT an output device?

A. Ink jet

B. Laser

C. Facsimile

D. Keyboard

22. The www before many Internet addresses means which of the following

A. Wide World of the Web

B. Web WorldWide

C. World Wide Web

D. Worldwide Web Work

23. Which of the following best describes the mailing address format recommended by the U. S. Postal Service?

A. No punctuation, mixed case

B. All CAPS, punctuation, serif font

C. No punctuation, sans serif font

D. All CAPS, no punctuation, sans serif font

24. Which of the following requires a cross-reference?
A. Dr. Susan Johnson

B. Shogan, Mertz and Villier, Attorneys-at-Law

C. One Easy Stop Shoe Store

D. Franco Blanken

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

A. Floppy disk

B. Internet

C. Optical disks

D. Magnetic tape
Job 1: Spreadsheet
Create a spreadsheet, using only spreadsheet software, for Professional Business Associates (PBA) employees.  Professional Business Associates has decided to pay a 2.5% commission on total sales to its salespeople.  The company also pays a base salary to each employee.  With the following information for the fourth quarter of 2005, prepare a Commission Report listing the employee name, base salary, total sales, commission amount and total salary.
	Employee Name
	Base Salary
	Total Sales
	Commission Amount
	Total Salary

	Zimmer, Eric
	8000
	325,557
	
	

	Nichols, Katie
	9500
	464,188
	
	

	Schaaf, Robert
	7000
	199,250
	
	

	Mattson, Steven
	5320
	398,450
	
	

	Donovan, Susan
	9250
	832,897
	
	

	Totals
	
	
	
	

	Average
	
	
	
	

	Highest
	
	
	
	

	Lowest
	
	
	
	


· The first three lines of the spreadsheet should include Professional Business Associates, Commission Report, Fourth Quarter, 2005.  Please center these lines over the table.
· Compute the commission amount and the total salary for each employee.
· Compute the totals, average, highest and lowest values for each column.

· Sort the employees by last name.

· Format all numbers as currency with two decimal places.

· Apply an attractive format to the spreadsheet.

· Print the spreadsheet centered on the page in portrait view.

· Print the formulas in landscape view on one page.

Job 2:  Chart  

Using the spreadsheet from Job 1, prepare a pie chart comparing the total sales of each employee. 
· Create an exploded pie chart as a new sheet in the workbook.  

· The title of the chart is PBA’s Fourth Quarter Sales.

· Display percentages next to the pie pieces on the chart.

· The names of the employees should be included in the legend.

· Rename the sheet tab – Fourth Qtr Sales.

· Print the graph with a centered footer that includes the sheet tab name and the current date.

Job 3:  Database
Using database software, create a database of the employees listed in Job 1.  They are all part of the Marketing Division and are in either hardware or software sales.  For the first quarter of 2006, Professional Business Associates expects a 10% increase in sales over fourth quarter.  Add a new column to the spreadsheet you created in Job 1 to compute projected sales.  Enter the figure for projected sales for each employee in the database.
· Enter the data for the following employees in a database titled PBA Sales Employees.  Create separate fields for First Name and Last Name.
· Print a landscaped report, sorted ascended by region.

	Employee Name
	Sales Division
	Region
	Projected Sales

	Donovan, Susan
	Hardware 
	Eastern
	

	Mattson, Steven
	Hardware 
	Northern
	

	Nichols, Katie
	Software 
	Southern
	

	Schaaf, Robert
	Software 
	Canada
	

	Zimmer, Eric
	Hardware 
	Western
	


Job 4:  Memo

Send a memo to each employee as a merged document using the information from the database created in Job 3.  Use correct Professional Business Associates memo format.  The memo is from Roger Meyer, Marketing Division.  The subject is Projected Sales.  The text for the memo is between the lines below.
--------------------------------------------------------------------------------------------------------------------
The sales figures for the fourth quarter of 2005 are in.  As you can see from the following chart, our top salesperson is Susan Donovan.  Send her an e-mail congratulating her on the fine job she has done for Professional Business Associates.  
[Insert the chart from Job 2 here.]
Our goal for the next quarter is to increase all sales by at least 10%.  Based on your fourth quarter sales, your projected sales goal is [Insert projected sales amount from Job 3 here] for the [Insert region here] Region.
---------------------------------------------------------------------------------------------------------------------

After you complete the memo, print a copy of the document with the merge fields showing, merge the memos, print the memos.

Job 5:  Labels

Using your database file, create folder labels for each employee to print on Avery 5160 labels.  Print them in all capital letters in alphabetical order.  Display the Projected Sales in Currency with two decimals.  The label should include: 

Line 1 – Employee Name, Division
Line 2 – Sales Region
Line 3 – Projected Sales 






