COMPUTER APPLICATIONS SKILLS ASSESSMENT
Create a folder at Google Docs and name it Assessment.  You will save your work into this folder for grading by the teacher.  Remember to share you documents with bfavilashs@gmail.com.
Assessment #1: Internet Use the Internet to research the following two topics.  You will need to find three informational websites for each.  Once you have found a website with information on the topic make a table in Microsoft Word like the one below and fill in the missing information.  Save as Internet.
	Topic
	URL (address)
	Search Engine Used
	Type of Info found

	Apple Corporation
	
	
	

	         First site
	
	
	

	         Second site
	
	
	

	         Third site
	
	
	

	The Economy 
	
	
	

	         First site
	
	
	

	         Second site
	
	
	

	         Third site
	
	
	


Assignment #2: Word Processing.  Compose a BUSINESS LETTER in MS Word.  Address it to a fictional government official.  The body of the letter will be three paragraphs describing your opinion on one of the two topics you researched above.  You may cut and paste one of the three paragraphs.  You must follow the following format guidelines: Save as Word.
	· Use Block style format
	· 1” side margins
	· Open Punctuation

	· Font style Arial 
	· Font size-11pts.
	· Center Vertically on the page

	· Current Date
	· Spell Check and Proofread
	


Assignment #3: Desktop Publishing: Create a FLYER with MS Publisher.  Pretend you are selling a product such as food, clothing, computers, etc. Create this flyer using the following criteria.  Save as Publisher.
	1. Use a blank publication
	2. Draw a horizontal line 2 ½” from the top of the page.
	3. Place the name of your product in WordArt.

	4. Place a graphic in the middle of a circle.
	5. Use a custom shape heart.
	6. Place the words “you’ll love our product” inside of the heart.

	7. Make the inside of the heart RED.
	8. Make the text inside the heart WHITE.
	9. List 5 reasons your product is so good.


Assignment #4 Spreadsheet: Develop an INVENTORY SPREADSHEET, using you MS Excel Program.  (Include at least 10 inventory items with products or services you are selling to your customers.)  Create a title for your spreadsheet.  Use the following column headings:  Save as Excel.
	· Item
	· Quantity
	· Price for each individual item.
	· Total Cost

	· Include a Grand Total for all items

	· Horizontally and vertically center the spreadsheet.
	· Add a header in the right side with your name and class period


Assignment #5 Database: Make a CUSTOMER ACCOUNT DATABASE using the MS Access Program.  Include at least 10 different records and 5 fields.  Fields should include the following: Save as Access.
	· Last Name
	· Street Address
	· City

	· Zip Code
	· Phone number including the area code


Generate two reports as follow:

First Report - Customer’s name and phone number

(sort “Customer name in descending order) Title the report Customer Phone List

Second Report – Customer’s name and City

(sort Customer Name is ascending order) Title the report as Customers by City 

Assignment #6 Presentation: Make a PowerPoint presentation convincing your friend to take up a hobby that you like.  Start with a blank presentation, get your images from the Internet, and make up whatever text you need.  Save as PowerPoint.

Design a 5-slide presentation consisting of: a title slide, 3 general information slides, and a conclusion slide.  Also include:

· Pictures

· Text boxes

· Bulleted list

· WordArt

· Transitions

· Special Effects

· Auto timings

Assignment # 7: Keyboarding

Create an account at Learn2Type.com.  Take a typing test while under the supervision of the instructor.   
