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TOOL:  Sample Test Admin
POSTED:  March 2012
[Insert your organization’s name here]
SAMPLE TEST ADMIN
Exercise 1
Please prepare a table (in template format) that can be used by our educators to track educational achievements and scheduling.

The table will be titled Early Learning Kindergarten Curriculum Plan

The table must include the following information:

· Educators Name

· Date

· The table will require 3 columns

· Column 1 Developmental Domain

· Column 2 Root Skill

· Column 3 Indicators of the Skill

· The table will have 5 rows

· Row 1: Cognitive

· Row 2: Communication/Language/Literacy

· Row 3: Physical

· Row 4: Social

· Row 5: Emotional
Print a copy of the final table template to be used by all of our educators.

Exercise 2

Open the word document titled Exercise 2 on the Memory Stick (Drive F)

Track the following changes in this document 

· Change the date of the letter to July 2nd, 2009

· Change the effective vacation dates to July 12, 2009 to August 19th, 2009

· In the Attention section of the letter include Mr. Meadow’s title, of Senior Client

· Service Manager

Save the document under your complete name on the memory stick.

Print a copy of the document with the changes.

Exercise 3

Create a Monthly Attendance Record Template in Excel which provides the following information

· Columns for each day in the Month of September 2009 ( e.g. 30 days)

· Rows for each child in the program : Jeffery Brown, Sarah Simpson, Ceilidh

· Armstrong, Sammy MacPherson, Tom Hill, Taylor King, Lu Ping, John House

· Ensure the children’s names are placed in the column in alphabetical order

· Shade the columns that will identify weekend days and will not be paid day care days

· Provide a legend at the bottom indicating X for Present, S for Sick, N for non

· enrolled and W for Withdrawn

· Indicate that Jeffery Brown was sick on Sept 19th and Sept 20th
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