Skills Assessment:  Accounts Payable 
Thank you for participating in the skills assessment for our Accounts Payable position.

Following are four exercises you will need to complete that will allow us to:

1.
determine your Excel skills 

2.
determine your responses to possible scenarios in the position and your definition of customer service

3.
determine your accounting skills

4.
determine your spelling/chronology skills 

The first two exercises will be done on Microsoft Excel and Word.  When you are finished with each exercise, please make sure to put your name on the top of each document and send to the printer.  Feel free to retrieve it from the printer so you can keep everything together.

The third and fourth exercises will be done on paper with pen/pencil.  Again, please make sure to put your name on the top of each document.

At the end of the session, please clip all documents together and return the entire packet.

If you have any questions, please don’t hesitate to ask!

 Accounts Payable Test – Exercise 1 - Excel
In Excel, construct a spreadsheet depicting the following information:


Background – You have just returned from vacation.  Below is the budgeted amount for each category and the actual expense:

Lodging

Budget:  $1,000

Spent:  $1,101


Food


Budget:  $750

Spent:  $685


Gasoline

Budget:  $400

Spent:  $421


Entertainment:
Budget:  $500

Spent:  $568


Miscellaneous:
Budget:  $300

Spent:  $275
· Construct a spreadsheet that shows the percentage each category represents of your entire vacation budget.  

· Show the dollar amount that the actual expense was over or under your budgeted amount.  Include totals for each column.

Save the spreadsheet on the desktop with your name and the date.

 Accounts Payable Test – Exercise 2 – Written Responses
Read each of the scenarios/question, then write an appropriate response for each.  You do not have to retype each question into Word, just your responses will be fine.
A. You received a past-due invoice from an administrator and it does not have the account number of where the expense is to be charged.  The administrator is out of town, you can’t get in contact with her, and accounts payable is scheduled to run at the end of the day.  What would you do?

B. You have discovered that a vendor has received a duplicate payment.  Please explain how you would handle the overpayment.
C. An administrator has asked you to enter a purchase order for an item that is over the bid threshold and needs the approval of the Board of Education.  The item is for a major construction project and the project timeline will be in jeopardy if the item is not ordered right away.  What would you do?
D. Your supervisor has given you a directive to calculate budget figures by a specific date/time so that budget amendments can be presented to the Board of Education for approval.  A co-worker is also in the midst of a major project and has asked for your help “for a few minutes”.  You want to help your co-worker, but you’re pressed for time yourself.  What would you do?

E. What is your definition of customer service?  What does that look like?

Save the document on the desktop with your name and the date.

 Accounts Payable Test – Exercise 3 - Accounting
1.
The listing of all of the accounts available for use in an accounting system is known as the 

_______________​______________.

2.
Which term is associated with “left” or “left-side”?

Debit

Credit

3.
Which term is associated with “right” or “right-side”?

Debit 

Credit

4.
When cash is received, the account Cash will be

Debited
Credited

5.
When a bill is paid, the account Cash will be 

Debited
Credited

6.
What will usually cause an asset account to increase?

Debit

Credit

7.
What will usually cause the liability account Accounts Payable to increase?

Debit 

Credit

8.
Entries to expenses such as Utilities Expense are usually.

Debit 

Credit

9.
Entries to revenue accounts such as State Grant Revenues are usually.

Debit 

Credit

10.
PO is the abbreviation for ____________      _____________.

11.
Suppliers are also referred to as.

Vendors
Debtors

12.
A $1,000 invoice from a supplier has terms of 2/10, n/30. The amount that should be remitted to the supplier if the amount is paid within the discount period is $ ______________.

13.
A $2,000 invoice from a supplier for goods has terms of 1/10, n/30. If $100 of the goods were returned to the seller, the amount to be remitted within the discount period is $___________.

14.
A discount of 2% for paying within 10 days instead of 30 days amounts to an annual percentage rate closest to: 

2%

24%

36%

72%

15.
The Internal Revenue Service form to be issued for amounts paid to independent contractors (that are not corporations) for services provided is

Form 1099-MISC
Form W-2
Form W-9

16.
The segregation or separation of duties and the safeguarding of checks are two examples of an important topic known as ______________ controls.

17.
Accounting entries involve a minimum of how many accounts?

One 

Two

Three

18.
In fund accounting, the following is the definition for Governmental Funds:

a. Used to account for activities primarily supported by taxes, grants, and similar revenue sources.

b. Used to account for activities that receive significant support from fees and charges.

c. Used to account for resources that a government holds as a trustee or agent on behalf of an outside party that cannot be used to support the government’s own programs.

19.
On a government’s governmental fund Balance Sheet, the difference between fund assets and fund liabilities is _________________.

22.
An accounting year ending on a date other than December 31 is referred to as a __________________ year.

25.
Checks that have been written by a company but have not yet been charged to the company's checking account are referred to as 


 checks.

Name

 Accounts Payable– Exercise 4 – Spelling/Chronology
Check the correct spelling for each word.

1.
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Accomodation
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Accommodation

3.
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Necesary
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Necessary

5.
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Difficulty
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Dificulty
7.
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Prettier
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Prettyer

9.
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Writting
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Writing

11.
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Which
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Wich

13.
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Tried
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Tryed

2.
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Plaied
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Played

4.
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Biger
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Bigger

6.
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Welcomming
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Welcoming

8.
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Embarrasment
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Embarrassment

10.
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Priveleged
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Privileged

12.
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Panel
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Pannel

14.
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Professional
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Proffessional

15.

· Adress
· Address

17.
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Separate
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Seperate
19.
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Superintendant
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Superintendent
Look at the following lists of names, numbers or dates and determine which is the correct order.

PROBLEM #1  

(put in alphabetical order)
1.
Johnson Controls

2.
The Johnson Center

3.
Johanson Supply

4.
Jorgenson’s Materials

5.
Jordan Printing Company

Is the answer…

A.
3, 2, 1, 5, 4

B.
5, 3, 4, 1, 2

C.
5, 3, 4, 2, 1

D.
2, 1, 5, 4, 3

E.
none of the above

Your answer:  




16.
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Oportunity
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Opportunity
18.
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Appropriately
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Appropriatly
20.
[image: image37.png]


Scheduleing
[image: image38.png]


Scheduling
PROBLEM #2  

(put in alphabetical order)
1.
Becker, Johnathan

2.
Beckman, Jonathon

3.
Beechman, John

4.
Beach, Joanna

5.
Beech, Joan

Is the answer…

A.
4, 2, 1, 3, 5


B.
1, 2, 5, 4, 3

C.
4, 5, 3, 2, 1

D.
4, 1, 2, 5, 3

E.
none of the above

Your answer:  




PROBLEM #3 
(put in chronological order, oldest date first)
1.
April 3, 1997

2.
May 5, 2014

3.
June 3, 1988

4.
April 5, 2008

5.
July 7, 2008
Is the answer…

A.
1, 5, 2, 3, 4

B.
4, 5, 1, 3, 2

C.
3, 1, 5, 4, 2

D.
5, 1, 3, 2, 4

E.
none of the above

Your answer:  




PROBLEM #5 

(put in chronological order, oldest date last)
1.
August 4, 2003

2.
February 28, 2005

3.
August 5, 2003

4.
December 2, 2001

5.
January 2, 2004

Is the answer…

A.
2, 5, 3, 1, 4

B.
2, 5, 1, 3, 4

C.
4, 3, 1, 2, 5

D.
2, 3, 1, 4, 5

E.
none of the above

Your answer:  




PROBLEM #4

(put in numerical order from lowest to highest)
1.
536,572

2.
538,770

3.
536,771

4.
536,881

5.
537,317

Is the answer…

A.
2, 5, 4, 3, 1

B.
1, 3, 4, 2, 5

C.
1, 3, 4, 5, 2

D.
5, 1, 2, 3, 4

E.
none of the above

Your answer:  
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