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Sample Test Name: Business Operations

(These items were developed by teachers for the Technical Skills Assessment. Below is a
sample item for each program standard.)

Question 1 of 13

What are two methods of placing a graphic in a document?

A) GIF and JPG

B) Insert and copy/paste

C) Online and locked

D) Online pictures and WordArt

Question 2 of 13

What are possible advantages of using an online presentation software instead of
PowerPoint?

A) Security and ease of use

B) Templates and ease of collaboration

C) Security and portability

D) Portability and ease of collaboration

Question 3 of 13

Which type of spreadsheet chart is used to compare data as parts of a whole?

A) Combination

B) Line

C) Pie

D) Area
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Question 4 of 13

When should contacts and groups be updated in email?

A) Only when a new group is created

B) Each time the group changes

C) Once a month

D) At the beginning of the year

Question 5 of 13

Which selection could be used to correctly create an end-of-year inventory REPORT from a
database?

A) Record

B) Form

C) Field

D) Query

Question 6 of 13

When preparing an envelope for physical mailing, what should not have text placed below it?

A) City, state, zip code

B) P.O. Box

C) Street address

D) Title, first name, last name

Question 7 of 13

In which electronic folder should a letter from Warren Electrical Supplies, Landon, MD be
filed?

A) Maryland (state)

B) Michigan Southgate (city)

C) Maryland Plymouth (city)

D) Michigan (state)
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Question 8 of 13

What should all attendees receive following a meeting?

A) Agenda

B) Minutes

C) Notes

D) Report

Question 9 of 13

What is the currency of Great Britain?

A) Ruble

B) Yen

C) Pound

D) Franc

Question 10 of 13

What is the BEST way to handle an incoming call reporting a medical emergency?

A) Direct the caller to WebMD.

B) Guide the caller through the steps of CPR.

C) Transfer the call to a supervisor.

D) Instruct the caller to hang up and dial 9-1-1.

Question 11 of 13

When completing a deposit slip, what type of cash MUST be listed?

A) All checks

B) Coins

C) Paper money and coins

D) Paper money only
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Question 12 of 13

Which format is the MOST secure for transferring sensitive information?

A) docx

B) xlsx

C) pdf

D) http

Question 13 of 13

Mr. Jones uses the company's copier to make 250 ceremonial announcements for his
daughter's graduation. How is this behavior defined by the company?

A) Dependable

B) Efficient

C) Ethical

D) Unethical
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Question Answer
1. B
2. D
3. C
4. B
5. D
6. A
7. A
8. B
9. C
10. D
11. C
12. C
13. D
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