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VA Bootcamp Assignments: Self-Checking Guide 

 

The VA Bootcamp Assignments are exercises where you can practice your skills.  

Think of them as instructions from a client (for those looking for an OJT). 

 What͛s great is that Ǉour outputs ĐaŶ ďe added to Ǉour portfolio iteŵs oŶliŶe!  

 Your portfolio items serve as proof to show clients what you can do.  

Since theǇ͛re very important, we made this guide to ensure that your outputs are accurate and 

professional.  

While we ĐaŶ͛t persoŶallǇ ĐheĐk all Ǉour assigŶŵeŶts oŶe-by-one, you can definitely use the checklists to 

͚correct your owŶ paper͛.  

You may also ͚exchange papers͛ with a classmate through our Assignments thread here: 

https://www.facebook.com/photo.php?fbid=10212552183753938 😉  

You may check eaĐh other͛s work and give feedback using this checking guide. 

 

 

 

 

 

 

 

 

https://www.facebook.com/photo.php?fbid=10212552183753938
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Email Management Assignment: 

 

Correct Output: 

 

 

Checklist: 

 ☐ Was it properly screenshot? 

☐ Is the first email marked with a Yellow Star? 

☐ Is the second one marked as Important? 

☐ Is the third one marked with a Green Star? 

☐  Is the 5th one with a Red Star? 

☐ Is there a label called ͞Course Task͟ with 5 emails in it? 

☐ Did you (or your classmate) practice creating automatic filters? 
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Office Applications Assignment 

 

Correct Output: 

 

Checklist: 

☐ Was it properly screenshot? 

☐ Is the total $54,038? 

For the pie chart: 

☐ Does the pie chart haǀe the title ͞PerĐeŶtage of Sales ďǇ Custoŵer?͟ 

☐ Are the percentages as shown above? 

☐ Are there 8 unique companies in the Legend? 

For the line graph: 

 ☐ Does it haǀe the title ͞Sales Chart for the 1st Quarter?͟ 

 ☐ Does the x-axis have the label ͞Custoŵers?͟ 

 ☐ Does the y-aǆis haǀe the laďel ͞AŵouŶt PurĐhased?͟ 

 ☐ Do the amounts in the y-axis have a dollar sign ($)? 

 ☐ Are there only 8 unique company names in the x-axis? 
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Note:  

If the pie chart has incorrect percentages and looks 

like this, then it must have been created as per the 

customer count, instead of sales.  

If Ǉou͛re ĐheĐkiŶg a Đlassŵate͛s ǁork, Ǉou ŵaǇ 
comment: 

͞The pie chart shows the % as per customer count, 

we need the % of sales by customer (please check 

the updated Assignments Cheat Sheet).͟ 

Cheat sheet:  

 

If the legend or x-axis contains more than 8 companies, then your classmate forgot to aggregate data.  

You may comment, ͞There are duplicate eŶtries for repeat custoŵers ;iŶ the pie chart/liŶe graphͿ, please 
check the cheat sheet on how to aggregate data.͟ 

 

Schedule Management Assignment 

 

Correct Output: 
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Checklist: 

 ☐ Was it properly screenshot? 

 ☐  Is the schedule following the Eastern time (NOT any other time zone, like the picture)?  

  

 

 ☐ Is there aŶ eŶtrǇ for the ĐlieŶt͛s artiĐle suďŵissioŶ deadliŶe? 

☐ Is it BEFORE 5pm on the 3rd day AFTER you (or your classmate) ͞talked͟ to the client? 

It may sometimes be difficult to tell when your classmate started 

making the assignment, but in most cases, it͛s oŶ the ͚highlighted͛ daǇ 
in the calendar.  

You may just comment, ͞If you talked to the clieŶt oŶ ;assuŵed dateͿ, 
then the article submission deadline must be before 5pm on (assumed 

date + 3 daysͿ.͟ 

 

 

 

 

 

 

 

 

 

Assumed date is March 14. 
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Internet Research Assignment 

 

Correct Output: 

 

 

 

 

OR

  

 

 

 

 

 

Checklist:  

☐ Was it properly screenshot?  

☐ Did you (or your classmate) use comparison tables? 

☐ Does the table have a title? 

☐ Does the table contain pictures? 

☐ Does the formatting look professional? 

☐ Were the colors and fonts used pleasing to the eyes? 

☐ Does it not have OBVIOUS grammatical/spelling errors? 

 

 

 

 

 



 

 

This document is proprietary. No part of this document may be distributed in any manner to a third party 

without the prior written consent of WFHR.io 

 

 

WordPress Management Assignment  

 

Correct Output   

 

 

 

Checklist: 

 

☐ Was it properly screenshot? 

☐ Was it created in WordPress? 

☐ Does it follow proper formatting? 

☐ Does it look professional? 

☐ Does it have pictures and/or videos? 

☐ Were the colors and fonts used pleasing to the eyes? 

☐ Does it not have OBVIOUS grammatical or spelling errors? 
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Social Media Management Assignment 

 

Correct Output: 

 

 

 

 

 

 

 

 

 

 

 

 

Checklist: 

☐ Was it properly screenshot? 

☐ Does it include 5 attractive graphics? 

☐ Are there 5 scheduled posts on Buffer? 

☐ Does each post contain a caption? 

 

*Buffer posts MUST contain captions and should NOT be empty like this:  
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Data Entry and Transcription 

 

For Data Entry: 

 Simply compare the accuracy of the entries on the origiŶal taďle aŶd Ǉour ;or Ǉour Đlassŵate͛sͿ 
output. 

 

 

 

 

 

 

 

 

 

 

For Transcription: 

 Check Ǉour ;or Ǉour Đlassŵate͛sͿ work by comparing outputs ǁith Ted͛s OffiĐial TraŶsĐript for 
the video found here: 

https://www.ted.com/talks/richard_st_john_s_8_secrets_of_success/transcript?language=en 

 

In General: 

Since you (and your classmates) will be using these outputs for your online portfolio, please use your 

own judgment to give appropriate feedback if you feel that some outputs doŶ͛t appear professioŶal. 
(Examples: colors used are too bright, too dark, or too fancy; horrible screenshots; ugly blurs, etc.) 

Proper blur and screenshot instructions are in the cheat sheet so always refer back to it. Here͛s the liŶk 
once again: Cheat Sheet link 

For questions, regarding the assignments or checking, please post them in our Assignments thread here: 

https://www.facebook.com/photo.php?fbid=10212552183753938  
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