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ASSET STUDY GUIDE
What Is ASSET?

The ASSET program Ig a series of shorl placement tests developed by American College Testing
(ACT) that Ists you and the school work together to help you succeed In your educational pro-

gram. ASSET helps you identify your strengths as weil as the knowledge and skills you will need
in order to succesd in the Next Stsp program.

How Does ASSET Work?

ASSBET, as used in Next Step, has three tesis of basic skills in writing, reading, and numerical
reasoning, plus a fourth test in elemartary algebra. ASSET scores indicgte areas in which you
are streng and areas in which you may need help. Thus, ASSET can identify proeblems in major
subject areas before thay disrupt your educational progress, giving you the opportunity to pre-
pare more effectively for needed courses.

How Ars ASSET Scores Ussd?

You must achieve & minimum score on ASSET 1o be considered aligible for the Next Step pro-
gram. Seniority is also a factor in determining who is given the opportunity to regiatar for Next
Step in any enroliment period.

Whare Can | Get Help?

A review course in algebra Is available at colleges participating in Next Step for those emp
who did not reach the required minimum score in the elementary algebra part of ASSET.
testing of the algebra component is dene at the completion of the refresher course.

Various Home Study courses can help employees prepare in advance for ASSET testing. These
self-study courses are offered at no oost to employees and cover writing, reading, numerical rea-
soning, and slementary aigebra. There are also study guides available at bookstoras and public
fibraries forthe ACT, a test which Is similar 1o the ASSET test used in the Next Smp program.
(See Suggestions for Further Development at the end of this bookiet.)



What Kinds of Questions are on the ASSET Tesis?

The ASSET teste all use a multipls-ohoice format. The foliowing tabie gives the number of item:
and the amaunt of time allowed for each test.

TEST __NUMBER OF ITEMS MINUTES
|  Wrifing Skills 36 25
Reeding Skills 24 25
Numerical Skilis 32 25
Elementary Algebra 25 25

The Writing Skills tast measures your understanding of appropriate usage in grammar, punctua-
tion, senfence structure, writing strategy, and writing style.

The Reading Skills test measures your abllity to find specific information in text, and to make log
cal inferences that extend beyond the text information.

The Numerical Skills test assesses your knowledge and skills in the performance of basic math
operations using whole numbers, decimals, and fractions. This test also measures pre-aigelira
knowledge and skilis such as your understandlng of prime numbers, absoluts valuss, scieni¥ic
notatiens, and square roots,

The Elementary Algebra test measures skills often taught in a first-year high school aigebra
class, including evaluating and simplifying algebraic expressions, solving linear and quadratic
equations, and perferming operations and polynomials.

Sample items and instructions for the three Basic Skllis tests and the Elementary Algebra test
are provided on the following pages (answers are provided foliowing test pages).



Yips for Taking the ASSET =~

Relax! The ASSET tests are designed to help you succeed in school. Your score helps yo
and your institution dstermine which courses are most appropriate for your current levsl of
knowlscige and ekills. Once you identify vour acadernic strengthe end weaknesses ynLu car
gel the help you need to improve underdeveloped skills before they can interfere with your

learning.

You will bs able t9 esneentrate better on tha test If you get plenty of rest and aat properly pric
to the test. You should alsa arrive a few minutes sarly a0 you can find the iesting area, bat
rooms, eic., and 1o ansure that you have time to find satistactory seating, sharpen pencils, an
gather your thoughts bsfore the test begins.

Be sure you understand the directions for each test bafore that test session begins. Ask
questions if you need to,

Pace yoursslf. You have 25 minutes to answer all questions. Note the time when you start th
test and chegk the time perjodicslly to keep yourself “on schedule.” Questions usually get
increasingly harder, so you nead to allow more time for later questions.

Answer the easier guestions first and skip over the more difficult ones. Be sure that you mai
the appropriate tem number on the answer sheet, so you can coms back to the difficult fterr
later. You can put & light check mark on the answer shest next to the ones you skip owsr a:
long as you erase any stray marks after you have returned to that item and answered it, D
not make any marks in the test booklet. ~

Read each question carefully until you understand what the question is asking. If answerir
an item requires several steps, be sure you consider them all.

. Be sure to answer gyery item. You are not penalized for guessing. Your score will provide
more useful placement information if you answer every item, evan if you must guess.

If ime is avallabie, go back and check your work on the test after you have answered all iterm
Don't be afmaid to change an answer if you belleve that your first choice was wrong.

Be sure that you mark the space that corresponds to the answer you have selected for ea
tem, Darken the space completely. If you change your mind about an answer, be sure fo
erase any stray marks on your answer sheet.

If you have a problem or question during the test, raise your hand and the test administrat
or proctor will help you. Although they cannot answer test questions for you, they can help
you with other types of problems (e.g., broken pencil, etc.).



Tips for Specific ASSET Tests

1. Determine the intended meaning of each | 1. Read the entire passage carsfully before
paragraph befors trying to answer items in trying to answer any tems.

that paragraph.
£, Reread approptizte sections of the pas-

2. Substitute esch alternative ints the appro- sage as needed to answer specific fema,
priate undetiined portion for each item and ‘
select the one that fits besi with the mean- |3. Rsad a few sentences befare and after the

ing of the paragraph. appropriate sections of a passage to be
sure that you understand the context.

1. Read each item stem carefully and examine all supporting information (e.g., tables and
graphics) to be sure you understand each question.

2. Solve each question pefore you look at the alternatives.

3. Find your solution among the listed alternatives.- _

4. If your answer I8 nol amang the iisted alteratives, check your work.
5. Use the scratch paper provided to do your calculations (sorry, no calculators). _}.-:.

| 8. For some items “Not given” may be the correct alternative.




Sample Writing Skills Test =~

Directions: In the passage that follows, certaln words and phrases are underiined and num-
bered. In the right-hand eslumn, you will find alternatives for each underlined part. You are to
choose the one thal best exprasses the ides, makes the statement appropriate for standard writ
ten English, 'or is worded most consistently with the style and tone of the passage as a whole, |
you think the original version is best, choose “NO CHANGE." You will also find guestions about
section of the passage, or about the passage as & whole. For each question in the test, choose
the alternative you consider best. Read sach passage through onoe before you begin to answe
the questions that accompany it. You cannot determine some answers without reading several
sentences beyond the phrase in question. Be sure that you have read far enough ahead each
time you choose an alternative.

The foliowing paragraphs may or may
not be in the most logical order. Each
paragraph is numbered in parentheses,
and ltem 11 will ask you to choose the
sequsnce of paragraph numbers that is
in the most logical order.

®

In the end, everyone glves up jogging. Some
find that their strenuous efforts to earn a living

drains away the energy necessary for 1 NO CHANGE
: .

drain
has drained
is draining

oOm»

running. Others guffering from
B NO CHANGE
suffered
sufter
suffering with

oOo®m»



defeat by the hazards of the course,

which can range fram hard pavement to
muddy tracks and from smog to slest

3. A. NO CHANGE
B. St others
C. One may ailso
0. It's also possible to
collapse in their sneakers. My
experience having been different 4. A. NO CHANGE
4 B. being diffarent,
C. was a difference,
D. was different,
however: | had a reveiation.
It happened two summers ago up
Lake Tom, whers | was vacationing
with friends. | had been accustomed
to running fairly regularly, but that
whole week | decided to be lazy, |
sailed, basked in the sun, and ate
- b
wonderduyl: lobster, steak, 5. A. NO CHANGE
5 B. ate wonderiully:
C. eating wenderful:
corn on the cob, baked potatoes, and D. eat wonderful:

ice cream. By the fourth day of this



routina | had o face the iruth whigh
8

my bedy was slowly changing to dough.

®

8o, filled with worthy ambition,

| tisd on my favorite pair of running
shoes and loped out to the main road

in search of a five-mile route. O
7
7
Hiil Road and soon discovered how the
7

road had come by its name. | was

chugging, at a painfully slow rate,
up one of the longest, sieepest
8

inclines In the region, Perched at

the faraway top of the hill was a
solitary houss, and onty a desire to
get a closer look at the place kept me

going,

ocow>»

DoOP>

NO CHANGE
truth about

truth, which

NO CHANGE
Out of curiosity, Lockout Hill Road w
turned onto

. Having become curious, Lookout Hi

Hoad was the road | turned onio
Lookout Hlil Road, having becoms
curious, was the route | tumed onto

NO CHANGE
longest, steepes),
steepest longest,
longest and steepest,



| was exhausted when, gasping and
bedraggled, | reached the crest of

the hill. There ! found a native New
Englander rocking tranquiily on the

front porch of the hougs, which was
g
painted. “Mister,” | panted, “you
9

sure ltve on a big hill”

®

He studied me closely for a
moment and then respondad, “Yep, and
I've got the good sense not to run up
it” That night | tied the laces of my running
shoes around & rock and pitchs;oﬂ-nam

into Lake Tom.

9. A. NO CHANGE
B. house (painted),
C. houss, and it was painted.
D. house.

10.A, NO CHANGE
B. laces, of my running
C. laces of my running,
D. laces; of my running



ltems 11 and 12 pose guestions about the ess&yas a whole.

11. Choose the sequence of paragraph
nurnbere that will make the essay'a
structure most logical.

12. le the use of sirect quotation in the
essay appropriate?

12. A,

11.A. NO CHANGE
B.
c
D.

1.4,5,2,3

- 184,32
. 4,51,2,3

No, bacause the essay is an axplanatio
of why the writer gave up jogging.

B. Mo, because more physical detail woul

be betisr in a descriptive easay.

Yes, because the story is enlivened by
dialogue.

Yes, because the essay persuades
readers ta talk about running.



Sample Reading Skills Test

Dirsctions: The passage below e foliowed by 8 questions. After reading the passage, choose
the best answer to sach quastien. You may look back at the passage &s often as you wish.

The Indusirial Rexolution got under way first in
England. This is a historical fact of the utmost
signtficance, for it explaing in large part
Englands primary roie in world affairs i the
ninateanth santury. Conseguently, the question
of why the Industrial Revolution began where it
did is of much more then academic interasl.

The problamn may be simpiffied by eliminating
those countries that sould not, for one reason
or another, have generated the Industrial
Revalution, laly at onme fime had been an eco-
nomic leader but had drapped bahind with the
Discoveries and the shift of the mein trade
routes fram the Mediterranean to the Atlantic.
Spain had besen economically predominant in
the sixteenth certury but had then iost out to
the northwestern states for wvarious reasans
already noted. Hallarti had anjeyed her Golden
Age in the seventeenth century, but she lacked
the raw materials, labor resources, and water
power necessary for machinery production.
The various sountries ©f Central and Eastem
Europe had been |Hle affected by the
Commercial Rewolution and hence did not
develop the technical skifis, the trade markets,
and the capital reserves needed for industrial-
ization,

This leaves only France and Britain as possible
leaders, and of the two, England had cerfain
advantages that enabled her to forge far ahead
of her rival. in commerce, for example, the two
countries were about equal in 1783, or, if any-
thing, France was semewhat In the lead. But
France had a population three times that of
England. France also lost ground in foreign
trade when she was drivan out of Carnada and
India in 1763. Furthermore, the blockade of the
British fleet during the Revolutionary and
Napoleonic Wars reducaed French commerce to
about half its 1788 value, and the loss was not
restored untjl 1825.

Another importent adwantage enjoyed |
Britain is that she had taken an interest in il
basic coal and iron industries. Because the it
est resarves ware heing tepleted, Britain eat
began using coal far fusl and for smslting iro
By the fime of the French Revolution in 178
Britain was. produging apeut 10 milllen tons
coal per ypar, while France was prodygir
700,000 tans. Ac ry peet sensed t

significance of this unlimited source of pow

for English indusiry whan he wrote,
England’s a perfect World! has Indies tot
Corract your Maps! New-castle is Peru.

England also pionearad in the development
the biast furnace which, in contrast to the o
forges, eoukd mass-produce iron. In 178
Britain's jren output had been a third that
France; by 1840, i was three times madl§. /
this meant that Britain was pushing u:sin
the production of goods ¢of maes con ]

for which there was a large and sfea
demand, whereas France specialized more

“luxury commodities of limited and fluctuati

demend. Perhaps Voltaire had. this in mi
when he wrete in 1735, “In truth we are 1l
whipped cream of Europe”

From L.S. Stavrianos, The World Since 1500
A Globai History.



1. The word Jorga, as It is used in the third

peragraph, means:

make use of the blast furnace.
alter in order to dscsive,
move forward steadily.
progiuce wrought iron

SOw>

2. In comparing the ssonemic development of

England and France, the passage shows
that:

A. Englend and France were essentially
equais until the middie of the nine-
tesnth century.

B. France modeled ieelf on the examples
of Raly and Spain, while England
modeled itself on the example of
Holland. !

C. England gained most.of its capital
reserves from the spolls or war, while
France gained its capital reserves from
trade. .

D. England began on the aqual base with
France in the middle of the eighteenth
century, but pulled far ahead by the
middle of the nineteanth century.

3. What reason doea the auther give for

discussing several countries besides
England and Franca?

"A. Enriching the information provided in
the passage

B. Balancing the passage in the interest
of fairness

C. Simplifying the problem confronted In
the passage

D. Eliminating countrles whose Golden
Age was yet to come

4. The passage suggests that generating the

first Industeial Havolution required which of
the following?

l. Raw material
i, Technical skilis
itl. A large population
A. lonly
B. Hlenly
C. land il only
D. li and lll only

. The auther aaserts that England's primary

role In world affalrs in the ninsteenth cen-
tury can be explained in large part by:

A. The industrial Revolution getting under
way in England first.

B. England's overwhelming naval power,

C. The decline of ltaly, Spain, Holland, and
Central and Eastern Eurcpe.

D. England’s unlimited source of power
io fusl its industry. -

. The passage suggesis that one indiéltlon
of a country’s succass in industrializing

was:

A. an education system that could
produce a steady supply of skilled
workers.

B. an ability to satisfy a large market for
necessary, rather than luxury, goods. -

C. aforest reserve that could be rapidly
and efficiently replenished.

D. = flustuating demand for iuxury, rather
than necessary, goods.



£
7. According to the passage, France was
compared to whipped cream by:
A. an unnamed contemporary poet.
B. Voltaire.
C. Napoleon.
D. LS. Stavrianos.

8. The main idea of the passage is that:

A. ocertaln conditions gave England an
advantage ovar other countries in
ingdustrializing.

B. with its congquest of Canada in 1763,
England controlied the raw materials
necessary for industrialization.

C. the English preferred quantity in their
goods, while the French demanded

quality.

D. England's primary position in interna-

" tional affeirs gave it the wealth and
influence necessary for industrializa-
tion.



Sample Numerical Skills Test

Diractions: Solve sach problem and choose the correct answer. For some questions, the fifth
choice for an anawar will be “Neat given.” Whenever none of the first 4 possible answers is cor-
rect, choose “Not given” as your angwer,

Do not lingar over problems that take too much time. Solve as many as you can; then retum to
the others in the time you have left. |

1. 0.05+0.30=7 4, The price of gasoline has Increased by 5%
during the past month. If the price per
A 0.08 gallen a month ago was $1.20, what is the

current price per gallon?

10 miles, the highway from Waukee to
Winterset is 1 3/8 inches long. How many
miles long ie this highway?

mp o>
B8 &GE

B. 0.805
B0 A §1.24
D 038 B. $1.25
D. $1.70
2 035+5="7 E. $1.8D
A .07 5. -213-4-5=7
B. 0.70
C. 1.75 A -12
D 7.00 B. -8
E. Not given C. B
D. 12
. On a road map with a scale of 1/4 inch per E. 24

. Which of the following fractions is equiva-

lent 10 0.057

1/5

1/20
1/25
., 1/50
1/200

mooOw®»



Sample Elementary Algebra Test

Directions: Solve sach probiem and choose the correct answer. For some questions, the fifth
choice for an answer will be "Not given.” Whenaver none of the first 4 possible answers is cor-
rect, choose “Not given” as your answer.

Do net linger over problems that iake too much time. Solve as many as you can; then return to
the others in the time you have left.

1. If5x 168" = 0.005, thenn = ? 4, Forallx=0andy=0,
A -5 ,(31'23!3)2 =7
B. -3 Xy
C. 2
D. 2 A 8x3y8
B. 8y
2 ffx=-3 then x°-2x+1="7 )
A 16 c. oyt
B. 4 x2
6.3
D. -11 D. gy
E. -14 5
3. Which of the follawing gives 6a2b° - 3a°b E gy
in factored form? 'F
A. 3a°b(2b%)
B, 3a2(2b2- 1)
C. 3ab(2ab® - 1)
D. 3a°b(2b° - 1)
E. a°b(Bb? - 1)



Answers to Sample Items

Writing Skills Answer Key

1. B 8 C 1. A
2.C 7. A 12. C
3 B B A

4. D 9D

5.8 10. A

Reading Skills Answer Key

1. C 4. C 7. B
2. D 5 A B A
3cC 6. B

Numerical Skills Answer Key

1. € 4. C

2. A 5 A

3B 6. B

Elementary Algebra Answer Key

ol 8 g
OOoO>»m



SUGGESTIONS FOR FURTHER DEVELQPMENT

Writing Skilis

Reading Skills

Numerical Reasoning

Practical Engtizh and the Command of Words
This comprehensive course is designed to improve oral ‘and writtel
sommunication skills. All phases of language and effective com-
munication are addressed in forty-sight brisf leseons written in &
siyie that quinkiy capiures and holds the student's attention.
Among the topies Included are:

+ vocabulary develapment

+ pronunciation

+ writing

+ diction

+ gramrnar

+ spalling

# punctuation

* usapge

Speed Learning
8peed Learning is designed to enable the employee to read more
effectively by increasing both speed and comprehension. The
course consists of workbooks, audio tapes, and assooiated readin
material. % focuses on histher purpose In reading a newspaper,
texibook, magazine, report, novel, etc., and thereby understand the
contants more rapidly. The course also teaches different readil
strategies and when to use them:

¢ skim reading.

+ scan reading

+ study reading

+ rapid reading
The skills learned in this course can be applled to any learning tas

Rsal Lite Math and the Power of Numbers
This course consists of forty-eight interesting, to-the-point units
that bulld mathematical skills in & concise, logical way. The pro-
gram addresses problems the student has to deal with daily:

» basic math operations

+ business math applications

+ etafistics

+ financial applications

< consumer issues

+ problem solving _
Students will see a noticeabis improvement in math skills right fros
the start.



Numerical Reascening Sasic Math (Lessons. 1,2,3, and 4) R
Eleimentary Algebra  Basle Math (Lessons 5 and 6)
Certain slemsnis of this course may be new io some employess.
For pthers, it will serve as a rsfresher of math skills that have faded
through disuse. The sompensnis of the course are;
» Lasson 1; Basic Anthmetic
+ Lagaon 2! Fundamenial Fractions
o Lesson §: Dacimals
+ Lesson 4: Exponants, Powers, and Roots
» Lasson B leizoductory Algabma
+ Lesson 6; Advanced Algebra

Any of the above Home Study caurses can be obtalned by calling the NYNEX Home Study offl
at (71B) 237-5283. H you plan to take a Home Study course, be sure to aliow yourseif
enough tims 1o order the course and complete it before you take the ASSET test.

i = e e )

e Re -'
There are numerous books avallable at bookstores and libraries that are designed to help peop
prepare for the ACT, a test that is simllar to the ASSET program used in Next Step, but not qui
the same. (The ACT is required by some jour-year colleges and universities for admission. The
ACT covers English, Mathematics, Reading, and Science Reasoning.)
B AN

i you decide to use an ACT study-guide to get ready for taking ASSET, you will find the folkgwir
gimilarities and diffarences:

¥ the English part of ACT is similar to the Writing Skills part of ASSET. Both
measure your undsrstanding of appropriate usage in grammar, punctuation,
santence structure, writing strategy and writing style. '

V¥ ASSET has two mathematics components, Numerical Skills and Elementary
Algebra, Numerical Skille tests your abllity to perform basic math eperations
using whole numbers, decimals and fractions. It alsc measurss your under-
standing of prime numbers, absolute values, scientific notation, and sguare roc
Elementary Algebra measure skills often taught In a first year high achool
algsbra class, including evaluating and simplifying algebraic expressions, solvir
linear and quadratic equations, and performing operations and polynomials. Tt
ACT has a single mathematics section that goes beyond slementary algebra,
and Includes intermediate algebra, geometry and trigonometry.



¥ the Reading part of ACT is similar to the Reading part of ASSET, but the ACT
has more questions and covers four differen ind& W reading material: prose
fiction, humanities, soclal sciences, and natural sciences. Both tesis measure
your abllity 1o find specific Information in text, and to make logical inferences #

extend beyond the text information.
¥ the fourth part of the ACT, Sclence Reasoning, ls nof a part of the ASSET.

A word of advice: Using an ACT study guide to prepare for the Asset can be heipful,
but it can also be confusing. While some parts of both tesis are similar,
some are not. The ACT mathematics, for example, covers more
mathematics than you need to know to take the ASSET.

By carefully examining the sample questions in the Numerical Skills
and Elementary Algebra sections in this ASSET Study Guide, you will
get an idea of the math covered in the ASSET. With this in mind,

you can then go to any ACT study guide and review only the math
topics you can expect to find on the ASSET.

For additional information, go to www.nspinfo.com.

Thank you.

Enc.






