Introduction to Business Technology
Application Final

Directions:  Complete each of the following activities. Include your name and application number as a header on each activity. 

1. Complete the Vocabulary Component of your Assessment 

2. Key and format the following block personal business letter correctly; use open punctuation. 
a. Bold the dateline

b. Italicize the inside address
c. underline the salutation and complimentary close
d. The first paragraph should be Arial size 10 and the second paragraph in Comic Sans size 14. (Remember each slash (/) means enter).  

e. Change the margins to 1” for top, bottom and side margins.  

f. Set a Tab at the 3.5” for the date and signature lines.  
g. Create a header that contains your name, your class mods and the date using the “Blank, 3 Columns format”. 

4400 Cold Water Rd./Fort Wayne, IN 46825-3716/(Current date)/Ms. Nina K. Medelin, Chair/Foreign Exchange Committee/Rotary Interantional/7800 S. Anthony Blvd./Fort Wayne, IN 46816-2250/Dear Ms. Medelin/Here are my completed application forms for a Rotary Foundation Scholarship to study one year in a South American country./I would especially like to study in Colombia because my mother has relatives in Bogotá. Further, I visited Colombia with my family last year, and I like the country and its people very much./As my application indicates, my minor course of study is Spanish. My career goal is to become a medical doctor and to serve in the Hispanic community in one of our major cities./Sincerely yours/(your name)/Enclosures

3. Create an Excel Spreadsheet  

1. Open the Small Checkbook Assessment Excel Spreadsheet. sing the following data complete the Checkbook Register.  Complete the following transactions using the checks and check register provided. You will need to write each individual check and then enter the transaction into the register. 
a. Start the account with a balance of $517.06 on April 12. 
b. You buy a pair of jean at Great Department Store for $42.39 on April 15 with check number 415.  

c. You pay the monthly charge Talk-e-Talk on your cell phone that totals $67.25 for April 16 with check number 416. 
d. You purchase a school yearbook for $35.00 on April 16 with check number 417.  

e. You stop at the ATM on the way home to get $25.  

f. When you get home, you have a bill in the mail from your insurance company. 
g. You write a check to pay your premium to All-Around Car Insurance for $125 with check number 418.  
h. Finally, it is pay day at your job. You decide to deposit your paycheck minus $25 for spending money. Your net pay was $181.38 on April 20. 

Create one (1) PowerPoint slide telling a minimum of five things you have learned in this class. The slide must include each of the following:

a. Title

b. Clipart

c. Autoshape

d. Bulleted list

e. Add an Animation to at least 3 different elements in your presentation.  
f. Add Transition to each of the slides in your presentation 

Grading Guidelines for activities 2-4:
points

100%
followed all directions, zero errors
25

80%
1 error in keying or following directions
20

60%
2 or 3 errors in keying or following directions
15

40%
4 errors in keying or following directions
10

20%
5 errors in keying or following directions
5

0%
more than 5 errors
0

Name _______________________________
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Final Exam Score Sheet

Objective Final (50 pts)
_________

Business Letter (25 pts)
_________

Excel Worksheet (25 pts)
_________

PowerPoint Slide (25 pts)
_________

Total Points
_________
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_________

Letter Grade
_________

A
90 – 100

B
80 – 89

C
70 – 79

D
60 – 69

F
59 and Below

