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Contestant Number____________


Total Work Time____________


Rank____________


INTEGRATED OFFICE APPLICATIONS (23)

Regional– 2008



Objective Questions (15 @ 5 pts. each)


_______ (75 pts.)



Production Portion


Job 1
Database
_______ (150 pts.)


Job 2 Chart

_______ (100 pts.)


Job 3
Labels

_______ (150 pts.)


Job 4
Memo/Chart
_______ (125 pts.)


Job 5
Flyer

_______ (100 pts.)



TOTAL POINTS
________ (700 pts.)

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. Electronic devices will be monitored according to ACT standards. 
No more than ten (10) minutes orientation

No more than 90 minutes actual testing time

No more than ten (10) minutes wrap-up


Property of Business Professionals of America.  

May be reproduced only for use in the Business Professionals of America 

Workplace Skills Assessment Program competition.

GENERAL INSTRUCTIONS

1. Answer the objective questions using the Scantron scoring sheet provided.

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

3. For any job 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 your contestant number and job number as a footer in the lower left-hand corner of all work submitted unless otherwise noted.

4. If you finish before the end of the testing time, notify the administrator.  Time may be a factor in determining the winner in the event of a tie.

5. When turning in your completed work, place your Scoring Sheet on top of all your jobs.  The jobs should be arranged in numeric order.  Turn in all partial jobs.

Directions:

Professional Business Associates is hosting the 2009 World Peace Summit at The United Nations in New York, NY.   You have been given the assignment of being a consultant for this event by providing your administrative support expertise and knowledge of Information Technology.  Therefore, please prepare the following jobs for this International Event.

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.  

Grading Rubric

	
	Possible 

Points
	Points

	Objective Questions
	75
	

	Job 1—Database
	
	

	Data Entry (2 pts. each error)
	100
	

	Sorted ascended by City
	10
	

	.5” Left and Right Margins
	10
	

	No information is truncated
	10
	

	Printed Landscape
	10
	

	Database titled Job #1-99999 (contestant #)
	10
	

	Job 1 Total
	150
	

	Job 2—Chart
	
	

	Production Standards
	50
	

	Chart on separate page
	10
	

	Correct Title
	10
	

	Clustered Bar Graph
	10
	

	Percentage Labels shown on chart
	10
	

	Job #2 & Contestant # in footer on left side
	10
	

	Job 2 Total
	100
	

	Job 3—Labels
	
	

	Production Standards
	100
	

	Ascending Order by City
	20
	

	Print Labels on One Sheet
	20
	

	Job #3 & Contestant # in Bottom Left Footer
	10
	

	Job 3 Total
	150
	

	Job 4—Memo w/Chart
	
	

	Production Standards
	100
	

	Chart is inserted
	25
	

	Job 4 Total
	125
	

	Job 5—Flyer
	
	

	Data Entry (-5 each error)
	20
	

	Border
	20
	

	WordArt
	20
	

	Graphic
	20
	

	Design
	20
	

	Job 5 Total
	100
	

	Total Points:
	700
	


1) USB Flash drives are a popular remote access storage device.  

a) True

b) False

2) A Facsimile machine is used in offices to send documents.

a) True

b) False

3) Applying proper manners when using the Internet is called Netiquette.  

a) True

b) False

4) What software is used to prevent a virus from crashing a computer system?

a) Firewall Protection  

b) Encryption

c) Anti-Virus

d) Spam Blocker

5) What storage device is no longer a standard when saving company data?

a) Flash Drive 

b) Soft Disk

c) Hard Drive

d) Floppy Disk

6) What software can be used to create a database for a small office?

a) PowerPoint
b) Adobe

c) Access

d) Word

7) The proofreader’s mark [ means:
a) Move left
b) Move right
c) Move up
d) Move down
8)  In business a small computer used for messaging and scheduling is a ________?

a) Minicomputer

b) MP3 Player

c) Notebook 

d) PDA

9)  When you right-click on a mouse it allows you to?

a) Exit

b) Cut, Copy, and Paste 

c) Highlight an area

d) Move a cursor

10)  What computer safety device is typically used to prevent others from getting access into a system?

a) A Firewall

b) Password and User ID

c) Extranet

d) Anti-Virus

11)  Company email should not be used for?

a) Personal Use

b) Sending Jokes or Chain Letters
c) Threats or Harassment

d) All of the Above

12)  MS Excel is best used in an office to create ____________? 

a) Documents

b) Charts

c) Tables

d) Spreadsheets

13) The most commonly used software for document creation is ____________?

a) Photoshop
b) MS Access

c) Oracle

d) MS Word

14)  When creating an electronic slideshow for office use __________ is the best choice.

a) Publisher

b) Corel

c) Project 

d) PowerPoint

15)   The operating system used in conjunction with Apple computers is?

a) WINDOWS

b) MAC-OS

c) LINUX

d) UNIX

Job 1:  Database

Create a database—using 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.  

Note…You do NOT have to include the contestant number and job number as a footer in the lower left corner of this job.  Instead, you will include the information as a title.  
· Title database Job #1-99999 (your contestant number).

· Sort by city name.
· Set the Page Orientation to Landscape.

· Set .5” left and right margins.

· Make certain that none of the information is truncated.

· Save this table in the database as Job #1-99999 (your contestant number).

· When completed, print out a hard copy of the database in datasheet format.
	2009 World Peace Summit

	First Name

Frances
	Last Name

Cooper

	Address

45623 West Bloomington Way

	City

Windsor
	State

Ontario
	Postal Code

76589-0981

	Work Phone

478-626-5678
	Fax

478-626-5000
	E-Mail Address

fcooper@yahoo.com


	2009 World Peace Summit

	First Name

Annesha
	Last Name

Muhammad-Ali

	Address

26341 Coobler Street NW

	City

Oakbrook
	State

IL
	Postal Code

34561-2572

	Work Phone

312-548-9084
	Fax

312-548-9086
	E-Mail Address

aali@hotmail.com


	2009 World Peace Summit

	First Name

Salem      
	Last Name

Vonderburg

	Address

29 Hazelwood Way

	City

Austell
	State

GA
	Postal Code

80123-9942

	Work Phone

678-236-8763
	Fax

678-236-8701
	E-Mail Address

svonderburg@msn.com


	2009 World Peace Summit

	First Name

Savannah
	Last Name

DeLacruz

	Address

441 Coastline Hwy 

	City

Laguna Beach
	State

CA
	Postal Code

54162-8532

	Work Phone

213-889-6023
	Fax

213-889-2540
	E-Mail Address

sdelacruz@gmail.com


	2009 World Peace Summit

	First Name

Lin
	Last Name

Kim

	Address

777 Robintree Lane       

	City

Cincinnati
	State

OH
	Postal Code

45202-0221

	Work Phone

513-876-3245
	Fax

513-876-3000
	E-Mail Address

Lchin@aol.com


Job 2: Chart

Using appropriate spreadsheet software, prepare a clustered bar graph chart on a separate page with the following information for attendees.  

Be sure to title the chart “United States Regional Participation”  

	Position
	Percentage

	East Coast Region
	25%

	South Region
	20%

	Midwest Region
	30%

	Southwest Region
	10%

	West Coast Region
	15%


Note:  Show percentage data labels on chart.  Place Job #2 and your contestant number in the footer on the left side of the page.
JOB 3:
Labels

Using the database prepared in Job 1, merge the data into labels to use on envelopes for mailing to conference participants.  

· Include only the fields necessary for address labels.  

· Sort the labels in ascending order by City.  

· Print out labels on one sheet.

· Place Job #3 and your Contestant Number in the Bottom Left Footer.

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. Please place Job # and Contestant # in the bottom left footer.
To:

Michael B. Turner, United Nations President

From:
Bruce Borland, Peace Summit Chairperson

Date:

Current

Re:

United States Regional Participation

To show the participation by United States region a chart has been prepared indicating the correct data.  You will find the results to be very interesting.
(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 5 x 7 sign/placard we can use as a parking permit for the conference participants. You must use the following special features:  WordArt, borders, and graphics. 

Please include the following information on the document:

United Nations

2009 World Peace Conference

Guest Parking Pass – Compliments of Professional Business Associates

Please display in front window of vehicle.

Please place your Job # and Contestant # in the bottom left footer.






