
SPREADSHEET APPLICATIONS PRODUCTION ANSWER KEY

Spreadsheet AK-Job 1

1-A
:r;i:",1.1

'S 
ilc idt !€( l6Prt Fqrel I{!' !d. Unds deo

) : A )  j ,  j j ) , r , a  t , : J .  ! ' . 1  -  E - 1 l l ' ; . 1  o 4 ; 1 1  n e , "

a , i a l  , r 0 ,  B  1  q  = = = r t t l  $ , , i .  i ! : i t  i = Z =  _ ,  t , i !

J " r t  t  . , t  u - .  J

_ t t t

- !):.

t-ti,,l
:1,t,::11/,,/tZ

OrrgJdhnr!i

8!$!e-,x!te-,.-
E!{le!d,-..,.

1*

i
I
t

:8,!36 0
:4,m5 m
:0rl7t  m

?],Egl m

$.5n: ftl

3.{Ot.E

14,9101

2g,s!.w

:9.543 m
?5,955 m
38,ffi &
31,7rX m
$,871 flil
16.S1 m
2340r m

. : t 2 :
:  23'' i {
-!5

. 5 r
' : 7  I
,  l l :
] : ?
r l !
3 1' l :

r  r ' i  r \  r t tnennjo:. i l r i . f .*  I  n\drr&qicd'n i r ,vot. .blEbrs. lc.FBoni@ia.. l l  l . l

|:yi e ,, ;:t ,:7 .t, ,t:j a :'t ,.1f.9.j.l}r!!ll.-r,jtt9l..: !.\:'!:*:!!!.112::..ll i;.;n **r- ;;.

I  ' i T
i4trr-13-r43: NUM

. ' \ t  1 -

1 - B
:.:r:,ti",, ,,-;,,

ijl] Eile Ed[ Uiew lnserl Fqrm€l lnnls q;ta !!rndD4 llelp

- l  - j d  *  : t  J ; ' X : ; . : . ;  - : - 1 - . /  u : -  , - i t l i )  1 . t 4 , ; ) t t t ' *  -  u ,  - '

a , i i l  - 1 0 ,  B  J  U  = E E : t l  $ . , . n .  t i i ; , : : = a =  , : ; ' - J , ;

F 1 2

l ; t l o n ! l  
. 6 , t 4 9 m

llt-Fl m _ &.ru m bi i:r^00J ].jr.ffi m

FBLA Competitive Events Study Guide 2008-2010 259



1-C
1

.:ill Ffle Edrl ZieN lnJnrt Fqrmat loDls EhErt !{ndoo tLep

.l .-' 
"d ; -t J .i f' ,;.i -,' iJ' :1 '

l f i l Y ,

. - 8 x

I  h r r t  A r e a  ?  f x

/7.!!.:"1 : I
4L j1 ) :11  ta

Ailnl

''

, ;  

*o to'  oo

70 rt0l 00

l D . B l ' U

i , [,4,1]. sri" . i, Li,
N  ) ' i i  _ . ' r -  e . i t
!l
:4

Product  L ine  Sa le5  fo r  Nof thern  Reg ion

i l - 'sr t  Area I

| ,,0 f-
I ,,, lr--L I L_

I ',,: :: [1 ffiffiI  r r r r  I
I

l : . . /4 IrlE l ' l i i , '

X I i:;: ,'.,,:)rl/r/i't;4;,";;,'i'.;,.;iil1i1;;;7, ill"iitlll;;i2l'll1/'t;D
l-i't)otJtt oo 

1---*-- 
-ii::::i:::,: 

"..."-. ii!..............-,,."...i... ....". ..."

|  '  iH t l 'un ' : l

J'r i r r >r'r,torthernReqionqdlFtfhdrrl 'n,"ti. i tr!t iyrigiin I Fiuitr-ltuly,:rl"spurii. lqri iartzrt1l<

n  De lu  ' .e

m lcltdente

I  , : :-'" 
itt-

aAP5 nUFl

,L'?t\1 * ..:. t:) .it4 .t,'1; os "j ---Jfi:--$u:ili-o;.i:)t:,'Jt:.:!*::l::1.-:::)-i)J:.::::g)--:)):"- "Jf-;t"t"'"ni; . . .  1 r y  & : . :  -  r , t u F l i

FBLA Competitive Events Study Guide 2008-2010 260



Sprgq{gfeet AK Job 24
.-.j.F-1.*

-l l  Ere Edrt usw lnrert Fqrhat loolr oatd undM EcrF - - o x

l : i r " d . > . . . ) 1  . ^ 1  . 3 .  i i i . : . .  j "  4  , /  . ' 1  -  1 9 , , > - 3 l i . l  L a 4 i 1 f f r , "  - a - : N l

A r i n l  , 1 o  -  n  r  u  =  E E : , 1  $ , r n .  - , f r : i : = a = -  _ -  , - ; * - *

J  . r  :  , r  . n  . r  r d  ! - . r  . n
. r 1 3  -  t  : F l l  F 1 l  G 1 l  l l l l  l l f

., ,WW.{{Y;.....)

ay.ot l  for (hs pry pbrlod Ehdlng Janusry 3t,  2ml

& D Deve lopmenl
for the Pay f

Ar rderson 15  /5
ri l iq Frrun 16

$ 1 1  . 3 r  l
$8.4 1
{i-.iu.l

::a:a:: ::'::

- . . . -  , 1 .

F

't-14
' . 1  . ,  . . .  I  J  i ,  r  

" r * - l

I
9!m:S9,I1 r .50

t:l:-:I:::J*;.1rili stuav cu+- ronenl !l loocumentt3 - r'ri*o . lffi nicrosoft txcel- ...

:5

L q

!3e.g,
[ ]62

$4

t

.:!..1:.t:i..1 ,.. . tr) n) :t :lj *a t't

2-B
t ;:;r'!j,j!;1..':"l

.rll lilB q.dit liew Insert Ffrmnl Iolk [ar:a 4]ndilrJ tLelp

. - l  - J . ; , t  3  : .  " : i , ; .  i , - . : : i ' l  ] .  ' ! . , : ' , i  I  ; l  1 " . ; l
r o  '  B  r  v  =  E E : : . ] ]  $ . ; ;  r  t ; ) i : . i  a = a =

.r1 3 .  f .  - E l  i F l  i a , ; l - l  H l : 1 1 3

C

= lgl.:i
- 6 1  x

!

^J

t ;

nff  Gate5
13,7:1
1 3

State Tax

cAP5 hut4

/  @ F* ' t : ; : *  
' ,1 

a, i t r r

1 4
1 5
1 E
1 /
,18

1 9
-;li

2 1  
|

2 2 )
2 i :

l 5 :
in:
2 7 .
n 1
2 t , )
30
,]'1., :

i :  ' : : - ' :

ir\,tanuaryl i i"L" r".. t i t r ir / tne- ' i
ReEdy

3^:y::j ,r, *) *1,-:j,sj s iJ

Oedrrclt:ns

FBLA Competitive Events Study Guide 2008-2010 z o l



WORD PROCESSING I PRODUCTION ANSWER KEY

Word Processing IAK-Job 1

Current Date

Mr. Roger Saylor
516 Whit ley Drive
Columbus,  OH 43230

Dear Mr. Saylor

Thank you for inquir ing about our pr ivacy pol icy. The enclosed Pol icy on Privacy summarizes for you the
information we col lect about you, the l imited t imes when we may share i t  with others, and how we protect
your privacy.

We highly value your trust and conf idence in us, and we want to assure you that your personal
information is kept conf ident ial .  As a member of the Ohio Society of Cert i f ied Publ ic Accountants, we
adhere to the highest level of  professional and ethical  responsibi l i ty and obl igat ions to protect the
conf ident ial i ty of  c l ient information.

Sincerelv

Margaret Sagan, CPA
Polenger Group

XX

Enclosure
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Word Processing I AK-Job 2

TO:  A l lS ta f f

FROM: Richard Warren, Director

DATE: Current Date

SUBJECT: Hol iday Party

On behalf  of  the off icers of the CIRCLE ARTS MUSEUM, I  wish you al l  a happy hol iday season and a
joyous New Year.  In keeping with the spir i t  of  the season, please join us for our annual Hol iday Party on
Friday, December 23, at  4 p.m. in the main gal lery on the second f loor.  The gal lery wi l l  be closing early
that day to accommodate our employees and their  guests.

Once again, we will enjoy a holiday banquet of festive food from different cultures, prepared and served
by One World Caterers. The Carta Ensemble wi l l  of fer us hol iday music from many t imes and many
places as we enjoy our dinner.  Final ly,  our own Yulet ide Carolers wi l l  s ing some popular carols of the
hol iday season. You are cordial ly invi ted to sing along.

CIRCLE ARTS takes pr ide in i ts family of dedicated employees. We look forward to seeing you on
December 23. l f  you wi l l  be attending, please f i l l  out the attached form and send i t  to Barbara Takei in
Human Relat ions. Be sure to indicate the number of guests who wi l l  accompany you.

XX

Enclosure

Word Processing IAK-Job 3

CURRENCY CONVERSIONS FOR COUNTRIES ON THE EUROPEAN RAIL SYSTEM

For 2005-2006

Country

Austr ia
Belgium
Denmark
F in land
France
Greece
Hungary
Norway
Portugal
Switzerland

Currency

schi l l ing
franc
krone
markka
franc
drachma
forint
krone
escudo
franc

Conversion

14.884
43.640
8.076
6.431
7.098

368.700
286.100

8.846
216.900

1 . 6 4 6
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Word Processing I AK-Job 4

Current Date

Ms.  Mar ie  Micha l
35 Circle Drive
Des Moines ,  lA  503 '16-1079

Dear Ms. Michal

EXERCISE

Walking is one of the best things you can do for yourself. Getting started is the hardest part of your
program. In beginning your walking program be sure to check with your physician or health care provider
before beginning any f i tness program, especial ly i f  you're over 35, not accustomed to regular exercise, or
have a chronic health condit ion that might be affected by a f i tness program.

Choose a t ime of day that f i ts into your regular schedule, vary routes occasional ly to keep walking
interest ing, and try to establ ish both indoor and outdoor routes. Addit ional t ips would be to wear loose,
comfortable clothes appropriate for the season; shoes with cushioned, f lexible soles to absorb the impact
of walking; and wear socks to absorb perspirat ion and to avoid bl isters.

Avoid walking on extremely hot or cold days; especial ly i f  unaccustomed to regular exercise. Begin
slowly, work up gradual ly,  and don't  overdo. Effect ive walking programs consist  of  three parts:  a warm-
up, a workout,  and a cool-down.

Sincerelv

Johnathan Skeehan
Trainer

XX

c Mr. Coleman Stanberry

Should you have addit ional quest ions, please feel f ree to cal l  me at 614-555-0101.
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WORD PROCESSING II  PRODUCTION ANSWER KEY

Word Processing l lAK-Job 1

TO: Clark Lewis, Astronomy Coordinator

FROM: (Name of person taking test)

DATE: Current Date

SUBJECT: Possible Astronomy Field Tr ips

The Astronomy Club has met and has decided that the fol lowing four places would be great choices to
visi t  for our annual Astronomy f ield tr ip.  The four places are:

Museum/Planetar ium Web Site
Location

Kennedy Space Museum www.kennedyspace.com Caoe Canaveral .  FL
Einstein Planetar ium www. ei nste i n ola netariu m.com Wash inq ton ,  D.  C.

Alexander Brest Planetar ium www. alexa nderbrest.com Jacksonvi l le,  FL
Charles Hayden Planetar ium www.charl  eshayden.com Boston, MA 

--

The least expensive tr ip for us is Einstein Planetar ium, with the cost being approximately $150 per person
for three days. The Kennedy Space Museum costs $200 per person for three days and the Alexander
Brest Planetar ium costs $300 per person for three days. The most expensive tr ip is Charles Hayden
Planetarium at $400 per person for three days. The next meeting will take place on February 21 to finalize
which locat ion to choose for our f ie ld tr io.

Please review the Web si tes pr ior to the February 21 meeting so that we may discuss the possible
locat ions. Contact Jasper El l iot t  at  ie l l iot t@aol.com i f  you have any quest ions. Thank you.

XX
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Word Processing IAK-Job 2

October 16,2007

Mr. Marcus Alberta
420 Lordwith Drive
B i l l ings ,  MT 59102

Dear Mr. Alberta

ACCOUNT NUMBER 4561 -1 221 -1 OO1

Your request to have the credit  l imit  on your Bank One account increased to $15,000 has been reviewed
by our account management department.

After careful review of your request and your account, we must deny your request at this time for the
fol lowing reasons:

r current balance
. length of account activation period

Please refer to the enclosed pol icy explanat ion document for a complete explanat ion of the pol icy that
relates to your account.  l f  you have any quest ions, please cal l  Bank one customer service at 1-800-556-
4546.

Sincerely

Michael Matthews
Sales Associate

XX

Enclosure

c Ms. Rita Brestel ,  Account Manager
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Word Processing I AK-Job 3

The format may vary for ltinerary

ITINERARY

Astronomy Club

March 28-March 31

March 28

3:00 p.m. Meet at f ront of  school.
Load al l  luggage into the bus.
Leave for Washington, D.C.

10:00  p .m.  Ar r ive  in  Wash ing ton ,  D.C.
Check into hotel .

March 29

9:00 a.m. Breakfast at  the hotel .

10 :30  a .m.  Leave ho te l fo r  E ins te in  P lanetar ium.

11:00  a .m.  Tour  o f  E ins te in  P lanetar ium beg ins .

3:30 p.m. Students wi l l  have the opt ion of spl i t t ing with their  chaperone groups to
visi t  one of the sights in Washington, everyone meet back at the Einstein
P lanetar ium a t  9 :00  o .m.

9:30 p.m. Sleepover in Einstein Planetar ium.

March 30

10:00  a .m.  Leave E ins te in  P lanetar ium.

Students have the opt ion of spl i t t ing up with their  own chaperone groups
to vis i t  s ights.  Meet back at hotel  for dinner at 6:00 p.m.

6:30 p.m. Leave for the Spaghett i  Factory for dinner.

10:30 o.m. Arr ive back at hote..

March 31

10:00  a .m.  Meet  in  ho te l  lobby .
Check out of hotel .

5:00 p.m. Arr ive back at the high school.
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Word Processing IAK-Job 4

Field names willvary in the document and source document.

Date

<AddressBlock>

<Greet ingLine>

Thank you for submitt ing your proposal to present at the Mountain-Plains Business Educat ion Conference
in Fargo, ND on June 14-18,2005. The conference committee reviewed your proposal and is exci ted to
give our members the opportunityto hearyour presentat ion, "<Presentat ion>." Your presentat ion is
scheduled for <Date> at <Time> in the <Room>.

You' l l  note that a copy of this let ter is also enclosed. Please veri fy your name and inst i tut ion address-
this is how the information wi l l  appear in the convent ion program. Please send any changes to my
attent ion by Apri l  1.

I  have also included the speaker guidel ines for the program session, the equipment request form, and the
presentat ion pol icy form. Please return the completed forms by March 1,2005, to Convent ion
Coordinator,  Mountain-Plains Business Educat ion Associat ion, 5956 North Mayf ield Road, Denver,  CO
801 03.

Since session attendance varies, you should br ing a minimum of 75 copies of your handouts. l f  you have
any comments, quest ions, or suggest ions, please do not hesi tate to cal l  me at 1-800-636-4412 or e-mai l
m e at sva n m e]1e @.;11pb-e-a SlU

<First_Name), we are looking forward to your presentat ion and you sharing your knowledge and
exoert ise on <Presentat ion>.

Sincerely

Ms. Suzie VanMetre
Program Committee Coordinator

XX

Enclosures
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Word Processing IAK-Job 4-B

letters will vary with inside address and other fields-should be four letters

October 16,2007

Mr. Ralph NeMon, Divis ion Chair
Santa Ana High School
28 Lake House Drive
Santa Ana, CA 92701

Dear Mr. Newton

Thank you for submitt ing your proposal to present at the Mountain-Plains Business Educat ion Conference
in Fargo, ND on June 1 4-18, 2005. The conference committee reviewed your proposal and is excited to
give our members the opportunity to hear your presentat ion, "Teaching Ethics to Meet Student Needs."
Your presentat ion is scheduled for June 15 at 9:00 a.m. in the Colorado Room.

You' l l  note that a copy of this let ter is also enclosed. Please veri fy your name and inst i tut ion address-
this is how the information wi l l  appear in the convent ion program. Please send any changes to my
attent ion by Apri l  1.

I  have also included the speaker guidel ines for the program session, the equipment request form, and the
presentat ion pol icy form. Please return the completed forms by March 1,2005, to Convent ion
Coordinator,  Mountain-Plains Business Educat ion Associat ion, 5956 North Mayf ield Road, Denver,  CO
801 03.

Since session attendance varies, you should br ing a minimum of 75 copies of your handouts. l f  you have
any comments, quest ions, or suggest ions, please do not hesi tate to cal l  me at 1-800-636-4412 or e-mai l
me at Svanmetre@mpbea.efu .

Ralph, we are looking forward to your presentat ion and you sharing your knowledge and expert ise on
Teaching Ethics to Meet Student Needs.

Sincerely

Ms. Suzie VanMetre
Program Comm ittee Coordinator

dw

Enclosures
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Word Processing IAK-Job 4-C

This will vary based on the software used for the problem.
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