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Tax Office Administrator Skills Quiz

Name, Phone, Email: 

1. What steps would you use to create an Excel spreadsheet organized sequentially by date, amount, and then totaled?

2. What are the steps to total rows in a column of multiple numbers in an Excel spreadsheet?

3. When would you share a client's financial information with another party?

4. Fill in the blank with the appropriate form of the verb "to be."

`


A few years ago, this monitor was new and these laptops _________________ the latest technology.
5. When do you use “Fred and I” versus when do you use “Fred and me” in a sentence?

6. You are filing a folder for a client named Kenny McGuire. Would you file it before or after Lenore MacIntosh
7. A client offers $350,000 for a house and he is applying for a loan in which his down payment is 3.5%. How much is his down payment?  How much is his loan amount?

8. What are the steps to reconcile a difference between a checkbook balance and the balance on a bank statement?

9. When cash is received, the Cash Account will be debited or credited?

10. Jessica bought a dress that was originally $68.00.  The sales tax is 8.5% but she had a 20% off coupon. How much did Jessica pay for the dress? 

When you complete the quiz, attach it to an email and send it to Foothillskillsquiz@gmail.com
