
 
 

1. Turn off all electronic devices. 
 

2. Each page produced should include a header or footer containing your name, school, state, 
and job number. This can be typed in or it can be written. If one of your documents has a 
required header or footer, please key this information in the other (i.e. if your document has 
a footer already, put your name, etc. in the header). 

 
3. You 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. Sometimes the problems are designed to build upon prior work. 

 
Job No. Document Type Point Value 

1 Database with Queries 25 
2 Mail Merge Letter 20 
3 Spreadsheet with Graphs 20 
4 Report with Spreadsheet Inserted 20 
5 PowerPoint Presentation 15 

 
4. Please name all files Lastname_Firstname_JobX.pdf (example: Sanders_Melissa_Job1.pdf) 

to ensure that judges are always able to match the correct file with your submission. 
 

5. At the completion of each job, print the job as a .pdf, and make sure you remember where it 
is saved on the computer; name files per the instructions in Step 4 above. At the end of your 
test time, you will upload all saved .pdf files to the appropriate locations on the submission 
form. 

 

6. Proofread all work because results are based on accuracy of your documents. Your 
documents will be evaluated by a panel of judges, and all decisions of the judges are final. 

 

7. After the test begins, no help may be given to you concerning the normal operation of the 
equipment. However, if your machine fails, call your adviser or another adult to assist you. 

 

8. When you have completed the exam, you will upload all your .pdf files to the submission 
form. Make sure that you         only hit the submit button once when you are finished 
uploading. 

 
9. 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. 

 
10. Once you have submitted the test, you will need to destroy or delete all your materials, 

including this test and any documents you may have printed, or the test will not be scored. 

 
GOOD LUCK! 

2022 FBLA Regional Conference 
Computer Applications Production Test 
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JOB 1: Database with Queries & Relationships (25 points) 
 

1. Create a new database called Pet Store. This database will have 2 tables. Save database objects as 

you create them; you will also be pasting print screens into a Word document. 
 

2. Create a new table for the database Pet Store. Use the table below (called Customer Information) to 

create your table. As you look at the table below, you should be able to determine the best “type of 

data” to make each field and which one of the fields should be the primary key; do not include an 

AutoID field in the table you create. Put in an appropriate length for each of the short text fields—no 

more than 50 characters. 
 

Customer Information 
CustomerNo FirstName LastName Address City State ZipCode Phone 

110 Mary Jones 222 Rabbit Lane Arkansas City KS 62301 (785) 555-1212 

120 Tootsie Roll 234 West 21 Street Topeka KS 66612 (785) 231-1010 

130 Harold Ledbetter 234 Cruise Lane Beloit KS 67401 (620) 333-3344 

140 Margie Ledbetter 4567 F Street Salina KS 67401 (785) 378-2233 

150 Josiah Dalking 554 Abbott Lane Manhattan KS 67502 (675) 341-2222 

 

3. After you have designed the database table, do a PRINT SCREEN command while in Design View 

and paste the print screen into a Word document which has been set up to be in Landscape 

orientation. Enlarge the print screen picture so it can be easily read. Label the picture with Job 1, 

Step 3. 
 

4. Enter the above data into the table called Customer Information. Widen columns as necessary so 

all data can be seen. After entering the data and looking at the table in Datasheet View, do a print 

screen and paste the Print Screen into the Word document. The print screen should be on page 2 of 

the Word document. Label the picture with Job 1, Step 4. 
 

5. Create another new table for the database. Here are the fields and data for the table which should be 

called Orders. You determine if there is a need for a primary key; add it if there is. Remember, a 

customer may order more than one item and more than once. As you are designing the table, make 

sure you make the fields the appropriate type of fields (currency or numeric if appropriate). Any 

short-text fields should be no more than 50 characters long. 
 

Orders 

CustomerNo Item No Description 
Number 
Ordered 

Unit Price 

120 B5678 Hamster 2 $5.00 

130 B7890 Horse 2 $1,000.00 

130 B5679 Guinea Pig 4 $25.00 

140 B5677 Gold Fish 6 $1.00 

110 A24568 Dog 7 $75.00 

110 A24567 Cat 8 $40.00 

140 A24567 Mushed-Nose Cat 8 $200.00 
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6. After you have designed the database table, do a PRINT SCREEN command while in Design View 

and past the print screen into the Word document you created in Step 3 which has been set up to be 

in Landscape orientation. Enlarge the print screen picture so it can be easily read. Label the picture 

with Job 1, Step 6 (the picture should be on page 3 of the Word document). 

 

7. Enter the data into the table called Orders. After entering the date, show the table in Datasheet View 

(widen columns so all data shows) and do a print screen and paste the Print Screen into the Word 

document. The print screen should be on page 4 of the Word document. Label the picture with Job 

1, Step 7. 

 

8. Create a one-to-many relationship between the two tables. Do a print screen of the screen showing 

your one-to-many relationships (all fields should be showing in boxes) and copy it into page 5 of 

your Word document you created in Step 3 and updated in Steps 6 and 7. Enlarge the print screen as 

necessary to make it legible. Label the picture as Job 1, Step 8. 

 

9. Create a new query. Both tables should go into the query (and the relationship should show in the 

query design screen). These are the fields that should go into the query (from left to right): Customer 

No (from Customer Information table), FirstName, LastName, and Item No (from the Order table), 

Description, Number Ordered. 

 

The criteria for this query should be where the description begins with an “H”. Go into the Design 

View of the query, do a print screen, and paste the picture into Page 6 of the Word document. 

Enlarge the picture as necessary to make it easy to read. Label the picture as Job 1, Step 9. Run the 

query and save the query results as Step 9. Do a print screen of the query results and paste into Page 

7 of your Word document. Label it as Job 1, Step 9, Part II. 

 

10. Create another new query. Enter the following fields (using both tables) into the query (from left to 

right): 

 

Customer No., Zip Code, Description, Number Ordered, Unit Price. 

 

The query criterion should be where the zip code is 66612 or 67401. Go into the Design View of the 

query, do a print screen, and paste the picture into Page 8 of the Word document. Enlarge the picture 

as necessary to make it easy to read. Label the picture as Job 1, Step 10. Run the query and save the 

query as Step 10. Do a print screen of the query results and paste into Page 9 of the Word document. 

Label it as Job 1, Step 10, Part II. 

 

11. Create another new query. Use just the Order table for this query. Put all of the fields from the 

Orders table into the query (CustomerNo, Item No, Description, Number Ordered, Unit Price). 

 

The query criterion should be where the Number Ordered is greater than or equal to 5 and where the 

unit price is less than $70. Go into the Design View of the query, do a print screen, and paste the 

picture into Page 10 of the Word document. Enlarge the picture as necessary to make it easy to read. 

Label the picture as Job 1, Step 11. Run the query and save the query as Step 11. Do a print screen 

of the query results and paste into Page 11 of the Word document. Label it as Job 1, Step 11, Part II. 
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12. Create another new query. Use just the ORDERS table for the query and bring all of the fields into 

the query. Find all of the orders where the Unit Price is between $25 and $75 (inclusive). Go into the 

Design View of the query, do a print screen, and paste the picture into Page 12 of the Word 

document. Enlarge the picture as necessary to make it easy to read. Label the picture as Job 1, Step 

12. Run the query and save the query as Step 12. Do a print screen of the results in datasheet view 

and paste the picture into Page 13 of the Word document. Label the picture as Job 1, Step 12, Part II. 

 

13. You are going to create a new query that has a calculated field in it. From the Customer 

Information table, you will have the customer number, first name, last name, and phone fields. 

From the Orders table, you will have the Description, Number Ordered, and Unit Price fields. 

 

Move your cursor to the empty column (field) to the right of the Unit Price field in the ROW field 

and create a new field called TotalDue. Input a formula to command the computer to take the 

UnitPrice times the NumberOrdered to get results in the calculated field. Go into the Design View 

of the query. Widen the new field column in the query so the entire formula is showing, do a print 

screen, and paste the picture into Page 14 of the Word document. Enlarge the picture as necessary to 

make it easy to read. Label the picture as Job 1, Step 13. Run the query and save the query as Step 

13. Do a print screen of the results in datasheet view and paste the picture into Page 15 of the Word 

document. Label the picture as Job 1, Step 13, Part II. 

 

15. Print to .pdf Job 1: the word processing document you have created, naming it 

Lastname_Firstname_Job1. 

 

 

 

 

JOB 2: Mail Merge Letter (20 points) 
 

1. Start a new document which will be a business letter. This will be a mail merge, using the table 

called Customer Information in the Pet Store database. 

 

2. Type the letter shown on the next page (between the dotted lines); insert all appropriate letter 

parts. The letter is from Tim Johnson, Vice President of Sales. Insert appropriate merge fields in the 

letter (at the locations indicated in red). Remember to include all appropriate letter parts and format 

the document as a letter. 

 

Print to .pdf Job 2.1: Once you have typed the letter inserting the merge fields, print to .pdf 

(showing the merge fields and no data) and call it Lastname_Firstname_Job2.1. 
 

3. Finish the merge process and tell the computer to edit all documents. 

 

Print to .pdf Job 2.2: Save the resulting document (it should be a 5-page word processing 

document) and print to .pdf naming it Lastname_Firstname_Job2.2. 
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ABC Company will be switching to a new computer system effective April 1, 2020. At that time, 

FirstName, your new customer number will be CustomerNo. 

 

It is the hope of ABC Company, FirstName, that this change in your customer number will not cause a 

hardship. Again, please remember that this change is effective on April 1 of this year. However, if you 

order from us prior to this date, you can use the new customer number, or you can use your current 

number. 

 

If you have any questions about the change, please contact us at 913-231-3736. 
 
 

 

 

 

 

JOB 3: Spreadsheet with Graphs (20 points) 
 

You are going to be creating a spreadsheet with various functions required and will also create two 

different graphs based off the spreadsheet. Please put a header or footer in your document with required 

information from Step 1, Page 1 of main instructions. 

 

Follow the instructions below to create the spreadsheet: 

 

1. Create the spreadsheet shown at the top of the next page in a workbook called 

Lastname_Firstname_Job3. 

2. Format number columns with commas and 0 decimal places. If cells are shaded in the example, they 

should be shaded in your spreadsheet. You can choose the colors you want. 

3. Find the Store Total for each store; find the Nevada Weekly Totals for each of the 4 weeks. 

Include the double underlining and other borders seen in the example. Center, shade, and boldface 

the column headings as shown. Format as shown. Keep the same formatting for the Store Total 

column. 

4. Format the Nevada Weekly Totals row (4 cells) for 0 decimal places and dollar signs (accounting 

version). Format the main and secondary heading with a larger size font (same font as body) and 

center over the worksheet. Notice the phrases Nevada Weekly Totals and Nevada Store Totals are 

not flush left. The Nevada Store Totals amount should have a dollar sign (accounting) and no 

decimal places. 

5. Find the Percentage of Store Totals for each one of the six shops. Format the Percentage of Store 

Totals cells for percent signs and 1 decimal place. Use absolute values in your formulas. 

6. Rename Sheet 1 to Nevada Stores. 

 

Print to .pdf Job 3.1: the spreadsheet in landscape mode, with all columns showing on one page, and 

naming it Lastname_Firstname_Job3.1. 
 

7. Show the formulas for the spreadsheet. 

 

Print to .pdf Job 3.2: the spreadsheet showing formulas with the entire spreadsheet on one page 

(landscape) and name it Lastname_Firstname_Job3.2. 
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8. Create a 3D pie graph using the store names and the percentage of store totals. This pie graph should 

be taken to Sheet 2 (which should now be named Graphs). The main title should be April 2020 

Nevada Weekly Totals. 

9. Add data labels (the percentages) to your pie (outside of the pie piece). A key should be at the 

bottom of the pie to identify the pieces of pie with the correct shop. 

10. Create a column chart using the Week 1 through Week 4 data (column for each of the 4 weeks). 

Format the Y axis for currency. 
11. Add a main heading (April 2020 Nevada Flying Swirls Ice Cream Shop). Add axis headings to the 

appropriate axis: Weekly Sales in Thousands of Dollars and Store Location. This graph should be 

put in the Graphs worksheet in the workbook for this job. It should be below the pie graph. 

12. Make sure there is a key/legend which contains the appropriate weeks (labels) for the columns. 
13. Save the workbook. 

 

Print to .pdf Job 3.3: the Graphs worksheet, showing the pie and column graphs, and naming it 

Lastname_Firstname_Job3.3. 
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JOB 4: Report with Spreadsheet Inserted (20 points) 
 

You are going to create a report and include the spreadsheet you created in Job 3. 

 

1. Use the Formatting Guide to format the report you will be typing. It will be an unbound report. 

Insert page numbers as noted in the Formatting Guide. Adjust page breaks as needed in the report as 

the spreadsheet is inserted. 

 

2. Type the report shown below in appropriate format (following Formatting Guide), inserting the 

spreadsheet (including the main headings) from Job 3 in the appropriate location (below second 

paragraph), leaving at least one blank line (blank space) above and below the spreadsheet. 
 
 

April 2020 Nevada Sales Report 

 

The Flying Swirls Ice Cream Shops in Nevada are off to a great start in terms of overall sales. In fact, 

the first-month sales in the Nevada stores are higher than the first-month sales were in Colorado, 

Montana, and Idaho. Only in Arizona and New Mexico were the first-month sales higher. 

 

This report will provide details about the sales in each of the six Nevada stores. The monthly sales in 

each of the stores are very close. The table shown below provides details. 

 

Each of the six stores has exceeded the monthly sales projections made for April 2020. What is most 

surprising to the territory manager is that Carson City has the overall highest sales for the month of 

April. This is unusual since it is the smallest of our Nevada location in terms of population. 

 

Continued analysis will need to be done on a monthly basis for at least the first six months. Although 

strategic plans indicate that the locations chosen for the stores are the best for our family-friendly ice 

cream shops, it will be important to monitor sales to determine if leases should be renewed starting in 

October 2020 (all leases are for six months with the option to renew on a yearly basis after the first six 

months). 
 

 

Print to .pdf Job 4: the report with inserted spreadsheet in the appropriate location (under paragraph 2) 

and appropriate formatting; naming it Lastname_Firstname_Job4. 
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JOB 5: PowerPoint Presentation (15 points) 
 

Create a PowerPoint presentation. Use the Format Guide to use the correct fonts for the presentation. 

There should be some type of background for the slides (a simple color is fine or a design template—just 

remember to follow the font suggestions for a PowerPoint). This presentation will have six slides. You 

decide on your slide layout; make sure you use proper capitalization (consistent capitalization) 

throughout as well as follow the basic rules of creating PowerPoint presentations. If you wish to do so, 

you can include a graphic on the slides as you deem appropriate. There should be a footer with your 

name, school and state in the lower left corner of the slide. The lower right footer should have Job 5 in 

it. 

 

Slide 1: This is a cover slide. The presentation should be entitled Flying Swirl Ice Cream Shops: 

Nevada (main heading). Secondary heading is April 2020 Sales Report. The presentation is 

being given by Denise Hansen, Western Region Sales Manager. The date of the presentation 

is May 17, 2020. 

 

Slide 2: This slide should have the title Nevada Sales, April 2020. 

 

Copy and paste the spreadsheet you created for the Flying Swirl (in Job 3). Do not include 

the main and secondary headings. Just include the column headings and all columns, the 

body and the totals. Center the spreadsheet on the slide so that it looks nice. 

 

Slide 3: Slide 3 will have words on the left side and the Job 3 column chart on the right side; the slide 

should have the title Nevada Store Sales by Week, April 2020. 

 

The bulleted items are as follows: 

 

Surprises 

Reno – Sunny Slope 

Carson City 

Setbacks 

Las Vegas stores 

Las Vegas economy 

 

Slide 4: Slide 4 will have the pie graph from Job 3. All information (including the title should be 

copied/pasted into the slide). 
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Slide 5: Slide 5 will have the title Sales Strategies for May-July 2020. Insert an appropriate graphic at 

the right of the slide to balance the bulleted items. 

 

Advertising 

Social Media presence 

Instagram 

Snapchat 

Facebook 

Print Media 

Posters 

Newspapers 

 

Slide 6: Slide 6 will be the ending slide – put an appropriate clip art or graphic on it. 

 

Print to .pdf Job 5: the presentation in color, showing 3 slides per page; naming it 

Lastname_Firstname_Job5. 


