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INTEGRATED OFFICE APPLICATIONS (23)

Regional—2010



Objective Questions (25 @ 5 pts. each)


_______ (125 pts.)



Production Portion



Job 1—Database 
_______ (100 pts.)



Job 2—Letter–Mail Merge  
_______ (100 pts.)



Job 3—Outline 
_______ (100 pts.)



Job 4—Slideshow with Outline Insertion
_______ (100 pts.)



Job 5—Flyer
_______ (100 pts.)



TOTAL POINTS
________ (625 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.  Be sure to write your contestant number and event number (23) on your Scantron form.
2. Make certain this test booklet contains Jobs 1-5, as well as the objective questions.

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.

Example:

99-9999-9999




Job 1

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 in the following order:

· Scantron Form

· Scoring Sheet on top of all your jobs.  
· Jobs should be arranged in numeric order.  Turn in all partial jobs.  Put a line through all rough-draft prints not be graded; put behind all work to be graded.
Background:

Professional Business Associates is excited to announce that we will begin to offer an Internship Program for area college business students.  Internships will be for one semester long, or they can be completed during the summer months.  The Internship Program will give:

· Students the opportunity to gain on-the-job experience

· Students an opportunity to earn money for college

· Students networking skills with professionals on the job

· Students ability to share their skills and expertise with others

Julie Smith, Manager, Human Resources Department, is in charge of this new Internship Program.

You have been hired as an Office Support Assistant to assist in this project.  Therefore, please complete the following jobs as directed.

You may use your reference materials for assistance in completing these tasks.  Please refer to the Style and Reference Manual of Professional Business Associates for correct formats and procedures.  The Manual also contains information you will need to know about our company.
Please follow directions carefully—print out hard copies of documents as instructed.  Be sure to proofread carefully.  Follow the General Instructions given on the previous page.
Welcome to Professional Business Associates.  We look forward to having you with us!

Grading Rubric:



Contestant Number:__________
	
	Possible 

Points
	Points

	Objective Questions – 25 x 5 Points Each
	125
	

	
	
	

	Job 1—Database
	
	

	Proper Fields
	20
	

	Printed with Last Names in Alphabetical Order
	20
	

	Production Standards
	60
	

	Job 1 Total
	100
	

	
	
	

	Job 2—Letter – Mail-Merge
	
	

	Proper Mail-Merge Codes Inserted
	10
	

	Correct Number of Printouts with Merged Data
	20
	

	Production Standards
	70
	

	Job 2 Total
	100
	

	
	
	

	
	
	

	Job 3—Outline
	
	

	In Proper Outline Format
	20
	

	Production Standards
	80
	

	Job 3 Total
	100
	

	
	
	

	Job 4—SlideShow with Outline Information
	
	

	Four-Page Slideshow with Proper Headings
	20
	

	Design, Creativity, and Overall Attractiveness
	30
	

	Production Standards
	50
	

	Job 4 Total
	100
	

	
	
	

	Job 5—Flyer
	
	

	Bulleted List
	10
	

	WordArt
	10
	

	Graphics/Clipart
	10
	

	Design, Creativity and Overall Attractiveness
	20
	

	Production Standards
	50
	

	Job 5 Total
	100
	

	
	
	

	Total Points:
	625
	

	Transfer Score to Test Booklet Cover
	
	


Multiple Choice and True/False – 25 x 5 points each = 125 points

Identify the letter of the choice that best completes the statement or answers the question.  
1. Text or a graphic that displays on top of or behind the text in a document is called a(n) ____.
a. signature 

b. imprint 

c. watermark 

d. trademark

2. Word has an embedded charting application called ____.
a. Word Chart

b. Microsoft Graph

c. Graph 2007

d. Chart 2007

3. ____ is the process of changing the way characters appear on the screen and in print.
a. Character formatting

b. Paragraph formatting

c. Fonting

d. Styling

4. To view merged data in the main document, click the View Merged Data button on the ____ tab to display the values in the records.
a. Mailings

b. View
c. Layout
d. Home
5. The ____ task pane guides you through the process of merging.
a. Mail Merge Toolbar

b. Letter Wizard

c. Mail Merge

d. Data Source
6. Microsoft Office Word provides two methods of merging documents, they are:

a. Letter Merge and Form Letter Mailings

b. Mail Merge Task Pane and Mailing Tab on the Ribbon

c. Main Document and Templates

d. Merge Letters and Records

7. Your employer wants you to send a letter to all of the company’s clients to verify the company’s internal records.  You would perform this task by:

a. Creating a form letter and using an Access database table as the data source

b. Creating a form letter and using an Excel spreadsheet as the data source

c. Either a. or b.

d. Neither a. nor b.

8.  When you _______ data from one Office program to another, you actually convert the data from its original source program format to a format supported by the destination program.

a. Export

b. Import

c. Copy

d. Paste

9. When you _______data, it is converted from one program’s format to another.

a. Export

b. Import

c. Copy

d. Paste

10. A _______is a question you ask about the data stored in an Access database.

a. Problem

b. Report

c. Form

d. Query
11. In Microsoft Office 2007 software programs, the _______at the top of the program window just below the title bar is the main set of commands that you click to execute tasks.

a. Toolbar

b. Ribbon

c. Grouping

d. Icon

12. A ________tab is a Ribbon tab that contains commands related to the selected object so you can manipulate, edit, and format that object.

a. Toolbar

b. Grouping

c. Contextual

d. Icon

13. In an Excel spreadsheet, a (n) ______is a single rectangular block of cells.

a. Nonadjacent range

b. Cell range

c. Adjacent range

d. Range reference

14. A benefit(s) of using a PowerPoint presentation include:

a. Helps listeners remember information

b. Stimulates and maintains your listeners’ attention

c. Varies the pace of your presentation

d. All of the above

15. A _______is information arranged in horizontal rows and vertical columns.

a. Chart

b. Table

c. Gridline

d. None of the above

Please mark your choice on your Scantron sheet. A=True; B=False

16. When you edit an embedded object within the destination program, the changes affect only the embedded object; the original object in the source program remains unchanged.   

17. When you link an object, you can edit the information in the source file, and the changes will appear in the destination document.  

18. It’s not a good idea to break a link if you plan to send the document to someone who will not have access to the linked object’s source document.   
19. You can create PowerPoint slides from a Word outline.  

20. In Microsoft Office 2007 software programs, the Dialog Box Launcher allows you to open a task pane or dialog box that provides more advanced functionality.  

21. The Ribbon toolbar is a toolbar that appears next to the pointer whenever you select text and contains buttons for the most commonly used formatting commands.  

22. Deleting data from a worksheet removes the data but leaves the blank cells.  

23. When copying and pasting formulas in an Excel spreadsheet, Excel adjusts the formula’s cell references to reflect the new location of the formula in the worksheet.  

24. Planning an effective presentation, in PowerPoint, is a matter of learning to adapt your content to your situation, the unique setting, time frame, or circumstances for your presentation.  

25. Creating an envelope is a simple process because Word automatically uses the inside address from the letter as the address on the envelope.  
Job 1:  Database – 100 Points
We need a database created in order to begin saving information on area colleges for our new Internship Program.  Using a database program, design a database containing the following fields.  This database will be merged with a letter we will be sending to all area college business programs announcing our Internship Program. Do not design the database using a word processing package.   Make the title field the Primary key.
Database Information:

	Field Name
	Field Size
	Type of Field

	Title
	10
	Text

	Last Name
	25
	Text

	First Name
	25
	Text

	Name of College
	30
	Text

	Address
	30
	Text

	City
	20
	Text

	State
	2
	Text

	Zip
	5
	Text

	Has Internship Program
	Yes/No
	Yes/No


When completed with the design, enter the following data into the database.  Name the file College Internship Database, and save for future use.
	Title
	Last Name
	First Name
	Name of College
	Address
	City
	State
	Zip
	Has Internship Program

	Dr.
	McKinley
	Brenda
	Rhodes State College
	232 College Drive
	Lima
	OH
	45811
	Yes

	Mrs.
	Miller
	Susan
	Columbus State Community College
	2440 Main Street
	Columbus
	OH
	43231
	No

	Mr.
	Gates
	James
	Capital City College
	90871 South West Street
	Groveport
	OH
	43232
	No

	Mr.
	Wells
	William
	Zane State College
	908 American Way
	Zanesville
	OH
	48532
	No

	Ms.
	Wolfe
	Vicki
	Ohio Business College
	313 College Drive
	Delaware
	OH
	43285
	No


Tasks:
Perform the following using the above database:
· Sort by Last Name in A-Z order.

· Print a hard copy of the database as a Report. 
Job 2:  Letter with Mail-Merge – 100 Points
Using the fields from the database developed in Job 1, prepare a mail merge letter to be sent to all of the business professors at the colleges in the database designed in Job 1 explaining our new Internship Program.  This is just a partial listing at this time.  

<Date>
<Inside Address>
Dear <First Name> <Last Name>

We all know that every business needs good workers in order to succeed.  Professional Business Associates is no exception.  In an effort to attract outstanding workers and at the same time give college students an opportunity to gain on-the-job experience; we are beginning an Office Internship Program for area college business students.  

Enclosed is a flyer outlining the details of this new program.  We look forward to working with you, <Title> <Last Name>, as we begin this new business venture.  

In the meantime, if you have any questions, please contact me personally at Professional Business Associates at (614) 555-1212.

Sincerely
Julie Smith, Manager

Human Resources Department

Enclosure
· Print a copy of the letter with merge codes before performing the mail-merge.
· Perform the mail merge, and print the James Gates letter.
Job 3:  Word Outline – 100 Points
For Job 4, you will be creating a slideshow; however, in order to organize your thoughts first, you will prepare the following document in outline format.
PROFESSIONAL BUSINESS ASSOCIATES PRESENTATION

· OFFICE INTERNSHIPS

· Professional Business Associates

· 2010-2011

· INTRODUCTION OF PROFESSIONAL BUSINESS ASSOCIATES

· History of Company

· Products/Services

· Employee Needs

· PURPOSE OF PROGRAM

· Acquire New Employees

· On-the-Job Office Experience

· Resume Builder

· CONCLUSION

· Questions and Answers

· Application Process

Job 4:  Slideshow – 100 Points
Using the document you created in Job 3, Professional Business Associates Presentation:

· Create a slideshow.
· Save the presentation – you should have four slides.

· Apply a design template of your choice.

· Insert appropriate clipart/graphics on slides.

· Enhance the slides as you wish.

· Include your contestant number as a footer to appear on each page.

· Number the slides. 

· Print the slides as handouts (two to a page).

Job 5:  Flyer – 100 Points
As part of our mailing, we are including a Flyer giving a brief overview of our Internship Program.  Please use your creativity, and design a professional-looking flyer we can include in our mailings to area colleges and universities. Be sure to include contact information.
Include:

· Borders
· WordArt

· Clipart/Graphics

· Use the information found in the introduction about Professional Business Associates and in Style and Reference Manual to include on flyer.
· Include as a bulleted list the following advantages of the program:
· Students gain on-the-job experience

· Students have an opportunity to earn money for college

· Students get to network with professionals on the job

· Students get to share their skills and expertise with others

