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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).
What's great is that your outputs can be added to your portfolio items online!
Your portfolio items serve as proof to show clients what you can do.

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

professional.

While we can’t personally check all your assignments one-by-one, you can definitely use the checklists to

‘correct your own paper’.

You may also ‘exchange papers’ with a classmate through our Assignments thread here:

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

You may check each other’s work and give feedback using this checking guide.

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
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Email Management Assignment:

Correct Output:

Gmail ~ v C More ~

Inbox (5)
Important

Sent Mail

Drafts

Course Tasks (5)

- cmam A

from:{jason@wfhr.io) “

« back 1o search oplions

When a Messane amves that matches this search
Skip the Inbox (Archive it)
Idark as read

Star it
L Apply the labal  Choose label_ 5

Forward i ada fonwanding address
Delete It
Mever s2nd It 1o Spam
11 Always mark it as imporlant
Mever mark it as important

Categorize 33 Choose categary.. &

Create filler Alsoapply Titer o 48 rraiching conversalions.

Leasn e
Checklist:

[] Was it properly screenshot?

[ Is the first email marked with a Yellow Star?

[ Is the second one marked as Important?

L Is the third one marked with a Green Star?

[ Is the 5th one with a Red Star?

L Is there a label called “Course Task” with 5 emails in it?

[] Did you (or your classmate) practice creating automatic filters?

i)

t o 24
1-50of 5
4:31 am
2:17 am
2:05 am
12:10 am

Mar 11

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

Correct Output:

Sales Report for Quarter 1

Percentage of Sales by Customer Sales Chart for the 1st Quarter

$4,022.00 $18,000.00

Coho Winery $8,184.00

Southridge

Video $8,002.00 $12,000.00

Coho Winery |  $6,352.00

$8.000.00

Amount Purchased

Product 1 Contoso, L1d $6,444.00
Product 27 $2,772.00
$4,000.00

Product 30 g $8,674.00
A. Datum

2/5/2012 Product 16 | Corporation $2,332.00
Alping Ski

2/8/2012 Product 21 House2 $5,370.00

$54,038.00

[ Was it properly screenshot?

[ Is the total $54,038?

For the pie chart:
[] Does the pie chart have the title “Percentage of Sales by Customer?”
[] Are the percentages as shown above?
[ Are there 8 unique companies in the Legend?

For the line graph:
[] Does it have the title “Sales Chart for the 1°* Quarter?”
[ Does the x-axis have the label “Customers?”
[ Does the y-axis have the label “Amount Purchased?”
[1 Do the amounts in the y-axis have a dollar sign (S)?

[] Are there only 8 unique company names in the x-axis?

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
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Note:
Percentage of Sale by Customer

@ Favan oo If the pie chart has incorrect percentages and looks
:f‘:ﬁ’j‘;"‘“’ like this, then it must have been created as per the
@ Soutvioge Viaes customer count, instead of sales.
@ Coroso, Ly
: o e If you’re checking a classmate’s work, you may

A Jawm

Carporaton comment:

@ Apne Sk Housel
“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 entries for repeat customers (in the pie chart/line graph), please
check the cheat sheet on how to aggregate data.”

Schedule Management Assignment

Correct Output:

Calendar 1S 12 - 18 Mar 2017 Day Week  Moath  4Days  Apenda More v o
GAT-08  GMT-04
~ March 2017 » G

SMTWTFS i ORI

289 2 3 4
5676 910N 10am [o=9p i Pt [ii=3p 10-3p = 10-3p T [18=3p
¥2 43 TTd] ¥ 16 1738 | Fnishiat witing | Finished writng Finished writing Finistad wiiing |Finsnagwrtng | | Finished wing

L project | project project project praject project
19 20 21 22 23 24 25 o
2627282930 R ‘ | ‘

158 =

12pm (13 i (i -Ririch] |12y - funch| [z hinch] | Vi o] (130~ faneh

» My calendars

|
| \
+ Other calendars = | [
| |
|

-] | | |
S [0 B anonm | | Ficcus Pos anaane | | i Botoanamnn | |Pikop Bats ananann | | Pk up bote ana Mo

- -

&pm [ cah mom

RIS - Privecy

» spm [3n-PrayatMasting__|

This document is proprietary. No part of this document may be distributed in any manner to a third party
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Checklist:
[ Was it properly screenshot?

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

Today ‘ > Mar 10 - 25, 2017
Sun 318 Mon 320 Tue 329

INCORRECT TIME ZONE_>

lthDw ]
108m ) I -3
| Aticie Witing Time Anicie Witng Time

[ Is there an entry for the client’s article submission deadline?
[ Is it BEFORE 5pm on the 3™ day AFTER you (or your classmate) “talked” to the client?

Calendar It may sometimes be difficult to tell when your classmate started
making the assignment, but in most cases, it’s on the ‘highlighted’ day

CREATE ¥ .
- in the calendar.

v March 2017 ¥
smTwrTFs Youmay just comment, “If you talked to the client on (assumed date),

2 5 ; 5 130 141 then the article submission deadline must be before 5pm on (assumed

12 13[14]15 16 17 18 date + 3 days).”

19 20 21 22 23 24 25
26 27 28 29 30 31 1

4

Assumed date is March 14.

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
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Correct Output:

Different Types of Braces

Typis of Beacts

Dentsi Clinics

Address

Contact info

Hours

Gty tamiy &
Conmute untaary

4303 Robert Pavi L8, Chantily,
va 20181

sr1.87 0501

a0 59t

(Crantily Dot Arts
Cormr

[T r—
w Charsil, VA 20153

res-mws vz

PR

Dt Cuantdly,

va 2081

rLavens

eaw s

Goare Oumtad o ogioss

(4550 Wy 1 St 102,
Chuntiby, VA 20351

Reg0m

e 4

Checklist:

[] Was it properly screenshot?

OR

s

CRAIGSLIST’'S USED CARS FOR SALE
SAN DIEGO, CA

2006 Honda GivicLX | 2009 Subaru 2009 Ford Focus | 2006 Toyota Matrix
sedan Impreza

PRICE $4,900 $3.999 $3.700 $3,600
TRANSMISSION Manual Manual Manual Manual
ODOMETER 167,000 miles 119,000 miles 123,000 miles 160,000 miles
CONDITION Good Like new Excellent Like new
ADDRESS OF San Diego San Diego Lajolla San Diego
SELLER
CONTACT NO. (619) 829-5221 (619) 270-6060 (858) 247-9038 (858)226- 2096
REFERENCE https://sandiego.cra | https://sandiego.crai | https://sandiego.c | https://sandiego.craigs

igslistorg/csd/cto/6 ist.o) raigslist.org/csd/c | list.os 6049/

050020829.html 40988933 html 10/6046629885.ht | 72539.html

ml

[] 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
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WordPress Management Assignment

Correct Output ‘

WFHR STUDENTS

Kids and iPads

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?

Kida with Pads

~ -
¥
N i
.

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

Correct Output:

* it

. El = °
o
. . (]
— y |
> .} .
o
oers -
| smmevun
T
3 toia
| emavoon |
[ aesmeien g

Checklist:
[] Was it properly screenshot?
[ Does it include 5 attractive graphics?
L] 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:

Monday 19th December % Shuffie

DO AM [F5T)

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
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Data Entry and Transcription

For Data Entry:

Simply compare the accuracy of the entries on the original table and your (or your classmate’s)
output.

Surface Total Water

Water Resources Region Crounawale | “Water | Resources
Potential Potential
X _Northern Mindanao 2,116 29000 31,116
l XIl Southem Mindanao l 1,758 I 18,700 20,458
VI Western Visayas 1,144 14200 | 15344
X! Southeastern Mindanao w 2375 | 11300 | 13675
IX Western Mindanao 1,082 12,100 13,182
I VIl Eastern Visayas ] 2,657 I 9,350 I',—J,1_.907, B
Il Cagayan Valley 285 8510 11335
Il Central Luzon w 1,721 | 7,890 | 9611 |
IV Southern Tagalog 1.410 6,370 7,780
I = = 1 llocos : : ] 1,248 ‘ 3,250 4498
_______ V_Bicol 1,085 . 3,060 4145
Vi Central Visayas } 879 2,060 2939 |
TOTAL 20,200 125,790 145,990

............ - " (L4 LAY

Table 1. Water availability, in MC|
(Source: Philippines Environment Monitor 2003)

For Transcription:

Check your (or your classmate’s) work by comparing outputs with Ted’s Official Transcript 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 don’t appear professional.
(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. Here’s the link
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

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
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