
 

2011 FBLA National Leadership Conference 
Computer Applications Production Test 

 
1. Turn off all electronic devices. 
 
2. Please print your name, school, and state on your event envelope. Each page of the test 

should include a header or footer containing your name, school, state, and job number or 
you may write the required information. 

 
3. You will have two hours to complete this test. Additional time will be allowed for general 

directions and warm-up. There is a possibility that you may not complete the entire test. 
Judges will consider the overall quality, as well as quantity, of your work when judging this 
event. Some of the problems are designed to build upon prior work. At the completion of the 
job, put your work in the event envelope. 

 
 Job No. Document Type Point Value 
 1 Database with Reports, Form, & Query 30 
 2 Mail Merge 10 
 3 Table    5 
 4 Spreadsheet with Charts 20 
 5 Amortization Table 20 
 6 Presentation 15 
 
4. The FBLA-PBL Format Guide is allowed to be used when testing. You should have your 

own pens, pencils, dictionaries, or word-division manuals. You are not to borrow these items 
from others during the test.  

 
5. Proofread all work because results are based on accuracy of printed copy. Your documents 

will be evaluated by a panel of judges for this event. All decisions of the judges are final. 
 
6. After the test begins, no help may be given to you concerning the normal operation of the 

equipment. However, if your machine fails, call the proctor.  
 
7. When you have completed the exam, you will need to turn in all of your materials, including 

this test and any printouts—including those you do not wish judged. Each job should be 
saved as a separate file. Mark through the materials you don’t want graded. 

 
8. Remember that you will be required to complete the second portion of the competition, an 

objective test covering relevant theory, vocabulary, and application knowledge, during the 
National Leadership Conference. This objective test will count for 15 percent of your final 
score. Both portions of the event must be completed to be eligible for an award. 

 
9. The test copy must be returned in the envelope or the test will not be graded. 

 
 

DO NOT OPEN THE TEST UNTIL GIVEN PERMISSION TO DO SO. 
GOOD LUCK! 
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GENERAL DIRECTIONS 

 Read carefully and follow all steps in the following production jobs. 

 Before printing, resize columns so that all data shows on the printouts. 

 When printing, make any necessary adjustments to column size, orientation, margins to 
make the documents fit on one page. 

 
JOB 1: DATABASE (30 Points) 
 
Create a database for WTD Industries to keep track of their customer information. Use the 
following customer information to create your database: 
 

Customer 
ID 

First 
Name 

Last 
Name 

Address City State Zip Email address Phone Number Amount 
Paid 

Amount 
Due 

HK31 Hassan Kahn 1357 Spruce St. Duck NC 27949 hkahn@wtd.net 252-555-7531 $1500.00 $435.00 

SA79 Shay Adams 9753 Riding Place Corolla NC 27927 sadams@wtd.net 252-555-3579 $650.00 $350.00 

DN10 Dwight Norris 123 Main St. Charlotte NC 28277 dnorris@wtd.net 704-555-3210 $485.00 $200.00 

AM65 Art Miller 5678 Elm St. Charlotte NC 28277 amiller@wtd.net 704-555-8765 $345.00 $500.00 

JR41 Juan Rivera 1470 Tall Oaks Dr. Corolla NC 27927 jrivera@wtd.net 252-555-0741 $1900.00 $0.00 

AB23 Ana Black 3289 Beach Dr. Corolla NC 27927 ablack@wtd.net 252-555-9823 $0.00 $925.00 

 
Job 1-A:  
 
Directions: Create a report from the table in Landscape Orientation. All of the fields should be 
included and the report should be sorted alphabetically by the Customer ID. Adjust the widths of 
the columns so that you can see all of the information. Title the report Job 1-A with your name, 
school, and state in the title. 
 
Print Job 1-A 
 
Job 1-B 
 
Directions Create a query for all customers that owe at least $200. Include the customers first 
and last name, customer ID, amount paid and amount due fields. Save the query and create a 
report for the query. Title the report Job 1-B with your name, school, and state in the title. 
 
Print Job 1-B  
 
Job 1-C 
 
Directions Create a query for all customers that live in Corolla. Include the customers first and 
last name, city and phone number fields. Save the query and create a report for the query. Title 
the report Job 1-C with your name, school, and state in the title. 
 
Print Job 1-C  
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Job 2: MAIL MERGE LETTER (10 Points) 
 
Directions: Write a mail merge letter in accordance with the FBLA-PBL Format Guide. The 
letter is being sent by William T. Stephens, President of WTD Industries. It will be sent to all of 
the clients in the database created in Job 1. Personalize the salutation so that it addresses each 
client by their first name.  
 
Supply all necessary letter parts; use the current date. The body of the letter is as follows: 
 
We would like to thank you for your business this year. It has been a very productive and 
successful year at WTD Industries. We have created new products and expanded our service 
options. In appreciation for your business this past year, we would like to offer you 10% off your 
next purchase.  
 
We look forward to serving you in the future!  
 
Print Job 2A: Letter with Merge Field 
Print Job 2B: Source Document 
 
 
JOB 3: TABLE (5 Points) 
 
Directions Create the following table with gridlines in accordance with the FBLA Format 
Guidelines: 
 

TOP 10 GROSSING MOVIES OF ALL TIME 

Rank Title Year Director 
Worldwide Box 

Office Draw 

1 Avatar 2009 James Cameron $2,781,505,847 

2 Titanic 1997 James Cameron $1,835,300,000 

3 The Lord of the Rings: The Return of the King 2003 Peter Jackson $1,129,219,252 

4 Pirates of the Caribbean: Dead Man’s Chest 2006 Gore Verbinski $1,065,896,541 

5 Toy Story 3 2010 Lee Unkrich $1,062,984,497 

Total  

 
Use a formula to calculate the total Worldwide Box Office Draw for all 10 of the movies. 
 
Print Job 3: Table  
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JOB 4: Spreadsheet with Charts (20 Points) 
 
Job 4-A: Create a spreadsheet using the information below 
 
Title:  WTD Event Planners 
Subtitle: 4th Quarter Expenses 

Expense October November December Total Average 

Advertising 2800 3500 3200    

Insurance 500 500 500    

Miscellaneous 430 650 725    

Office Supplies 376 450 410    

Payroll Tax 1400 1450 1485    

Rent 5000 5000 5000    

Travel 4800 4000 4200    

Utilities 1250 1400 1375    

Salaries 12000 12250 12400    

 

1. Calculate the total for each expense 

2. Calculate the average for each expense 

3. Calculate the total for each month 

4. Make the title size 18 point font, bold. Center the title over all of the columns. 

5. Make the sub title size 16 point font, bold. Center the sub-title over all of the columns. 

6. Make the column headings size 14 point, bold. 

7. Shade the cells containing the Title and Subtitle 

8. Change the font color of the title and subtitle. 

9. Format the cells with numbers in them as currency with no dollar signs, only the advertising 
and total row of numbers should have dollar signs. 

10. Put a bottom border in all of the cells in the salaries row. 

 
Print Job 4-A1: Formatted spreadsheet in Landscape, fitting on one page. 
Print Job 4-A2: Spreadsheet with formulas in landscape, fitting on one page. 
 
 
Job 4-B: 3-D Chart 
 
Create a 3-D pie chart for the monthly expenses for November only from the data used in Job 4-
A.  

1. Select the pie slice for the largest expense and pull the slice out from the rest of the pie 
2. Rotate the pie chart so that the pulled slice is positioned in the lower right 
3. Add the title November Expenses to the chart:  
4. Add the percentage data labels to the pie slices.  

 
Print Job 4-B1:  3-D pie chart on a page by itself 
 
Create a 3-D column chart comparing the total for each month.  

1. Recolor the October column yellow, the November column orange and the December 
column red. 
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2. Add data labels 
3. Remove the legend. 
4. Add the title TOTAL EXPENSES to the chart 

 
Print Job 4B2: Print 3-D column chart on page by itself 
 
 
Job 4-C: Chart 
 
Create a 3-D column chart comparing the total for each month.  

a. Recolor the October column yellow, the November column orange and the December 
column red. 

b. Add data labels 
c. Remove the legend. 
d. Add the title TOTAL EXPENSES to the chart 

 
Print Job 4-C:  3-D column chart on a page by itself 
 
 
JOB 5: Amortization Schedule (20 points) 
 

You are looking to purchase a $12,000 car. Your 
job is to create a spreadsheet that will calculate 
the monthly payments. You also will need to 
create an amortization schedule for the loan. The 
car cost is $12,000. You are planning on a $2,000 
down payment. The interest rate is 6.5 percent 
and you plan to finance the car for three years.  

 

Payment Beginning Balance Payment Interest Principal Balance 

1 
      

a. Create a spreadsheet that calculates the monthly payment. 

b. Create an amortization schedule showing the fields above. Place the amortization 
schedule below the payment calculation. 

 
Print  5A:  Payment and amortization schedule to fit on one page 

Print 5B:   Formatted spreadsheet showing formulas for payment and amortization schedule to 
fit on one page 
 
 
  

Amount Borrowed  

Interest Rate  

Number of 
Payments 

 

Monthly Payment  
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JOB 6: Presentation (15 points) 
 
In this problem, you will create a presentation with eight slides.  

 You may use any appropriate design template for the presentation.  

 Use the information below to create each slide.  

 Use a table layout on slide 2.  

 Hyperlink each word in the table on slide 2 to their corresponding slide. (Simile to slide 3, 
Metaphor to slide 4, etc.) 

 Add at least one appropriate image on slides 3 - 8. (Minimum of 6 images)  

 Format the presentation appropriately. 
 
Slide 1 (Title Slide) 

 
Poetry Terms 

 Your Name, School, State & Job 6 
 

Slide 2  

 
Poetry Terms 

Simile Metaphor 

Personification Alliteration 

Onomatopoeia Rhyme 
 
Slide 3 

 
Simile 

 Compares two unlike things using “like” or “as”. 
o His temper was as ferocious as a lion 
o Her lips were like a ruby 

 
Slide 4 

 
Metaphor 

 Compares two unlike things by saying one is the other 
o The sun is a ball bouncing through the sky 

 
Slide 5 

 
Personification 

 Gives human characteristics to non-human things 
o The leaves shivering in the sun 

 
Slide 6 

 
Alliteration 

 Repetition of beginning consonant sounds 
o Creamy and Crunchy 
o Seven silly salesmen saw six swans swimming 
o She sells seashells by the seashore 
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Slide 7 

 
Onomatopoeia 

 Words that imitate sounds 
o Buzz 
o Hiss 
o Moo 
o Grrr 
o Meow 

 
Slide 8 

 
Rhyme 

 Repetition of sounds at the ends of words 
o Simple, Pimple 
o Take, Rake, Snake 
o Mountain, Fountain 

 

 
Print Job 6: Presentation showing six slides per page 


