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FOREWORD

With new applieations being developed daily, VisiCalc is eurrently the most popular
software in the world. For this reason, The Eleetronie Spreadsheet was developed. It
was deeided that the applieation exereises should be made appropriate to as many
different business education elasses as possible. This approaeh, it was thought, would
greatly expand the tibrary of business software which has instruetional support available
for the business edueation elassroom.

A wide variety of applieation exercises are ineluded and these range in diffieulty so
that they wiII be appropriate to all levels of students. Advanced students, for example,
have the opportunity to I'ereaterr templates while beginning students ean use a template
which simply requires the input of data. To aid in the instruetional proeess, this
software paekage begins with a step-by-step tutorial on the use of VisiCalc.

Speeial reeognition is due to the MECC staff and to the business instruetors who have
developed and tested the enelosed materials.

4,"-rP
Truman Jaekson
Seeondary State Supervisor,
Business Edueation



INTBODUCTION

The Eleetronie Spreadsheet helps your business edueation students turn their
Apple eomputer into a I'what ift' maehine by teaehing them to use the VisiCale
spreadsheet. Your students will learn how to do anything they would normally
do on a traditional aeeountantts worksheet without the use of an eraser! A
ehange in any part of the spreadsheet eauses the automatie correetion of all
other eells on the spreadsheet whieh the ehange affeets.

The Eleetronie Spreadsheet paekage provides a tutorial whieh teaehes students
the VisiCale eommands and gives them practiee in using these cornmands. It
also eontains sets of problems for many speeifie business education eurrieulums
sueh as eonsumer eeonomies, reeord keeping, data entry, bookkeeping and
aceounting, offiee maehines, offiee proeedures and business management. A
diskette eontaining templates for the tutorial and problem applieations is also
ineluded. Information on obtaining VisiCale at an edueatorrs diseount is ineluded
in the paekage.

You will need the VisiCalc eommereial software paekage (whieh is eopyrighted
and marketed by VisiCorp, Inc.), an Apple II 48K (minimum) or Apple //e, disk
drive, monitor, and printer (optional). This paekage provides a teaeher's manual,
student manual, and a diskette of templates.

VisiCate @ i, 
" 

registered trademark of Personal Software, Ine., VisiCorp.



THE ELECTRONIC SPBBADSHEET

A Business Management Tlool

Subjeet Area:

Type:

Reading Level:

Grade Level:

DESCRIPTION...

Business Edueation

T[rtorial

9 (Spaehe)

I - 72 and post-seeondary

The Eleetronie Spreadsheet paekage introduees students to the eoneepts and skills
neeessary to use eleetronie spreadsheets. It eonsists of a selfguided set of
eight lessons used in eonjunetion with the VisiCale software. Following eompletion
of the eight lessons, problem applieations are provided for eaeh of eight business
edueation areas: data entry, beginning aeeounting, advaneed aeeounting, business
maehines, offiee proeedures, reeordkeeping, eonsumer eeonomies, and business
management.

ORIECTIvES...

to understand the eomputerrs eapability to store information, to do
automatie ealeul,ations, to manipulate data, and to simplify business
reeordkeeping proeedures

to develop skills in the use of an eleetronie spreadsheet

to develop skills in interpreting familiar business problems in
referenee to the eleetronie spreadsheet and designing eleetronie
spreadsheet templates to solve those problems

to use prepared templates to solve problems familiar to small
business settings

1.

,

3.

4.



THE ELECTRONIC SPREADSHEET

USE IN AN INSTRUCTIONAL SETTING

Preparation

Courseware Needs:

VisiCale Program Diskette and User's Guide
MECC Eleetronie Spreadsheet Diskette
Student Data Diskette (Blank Diskette)
Student Manual

VisiCale software is available from the manufaeturer at a substantial
diseount for edueators. Contaet the Sales Education Manager at the
following address for information on requirements for purehasing software
at a diseount:

Sales Edueation Manager
VisiCorp Personal Software
2895 Zanlan Road
San Jose, CA 95134
408/946-9000

Equipment Needs: Apple II or l/e (48K rninimum)
Disk Drive
Monitor
Printer (optional)

If available, a printer is very benefieial for printing out spreadsheets. In
real-Iife business applieations, a printer for hard-eopy reports is almost a
neeessity. Sinee you are attempting to approximate the aetual business
uses of VisiCale, a printer is reeommended. Interfaeing the printer with
the Apple is eovered in your printer referenee manual. Templates the
students are asked to print out will work on an 8O-eolumn printer. Several
other templates on the MECC Eleetronie Spreadsheet Diskette require a
132-eolumn printer.

Your students should know how to use the Apple II, and how to load and
handle diskettes; they should also be familiar with the keyboard. The
VisiCale User's Guide eovers these points in its Introduetion. Your students
should read the information on these pages if they are not familiar with
use of the Apple or the eare of diskettes.

The tutorial was prepared for use with the Appie II. If you are using the
Apple //e, you will need to warn the students about the referenees in the
tutorial to the REPT key, whieh the Apple II has, but whieh the //e does
not. On the / /e, the repeating function for any eharaeter is earried out
by holding down the key for that eharaeter.



THE ELECTRONIC SPREADSHEET

USB IN AN INSTRUCTIONAL SETTING (continued)

Handouts 1 and 2 should be provided to your students prior to beginning
the TUtorial. Handout 1 - 'rA Powerful Business Toolr is a student reading
whieh will give students an overview of what eleetrionie spreadsheets ean
do. It should be read before doing the Tutorial lessons. Handout 2
-rrVisiCale Commands'r is a quick referenee guide of the eommands taught
in the Tutorial. It ean be folded and taped above the keyboard for
reference during the Tutorial.

Use of the Manual and Templates Disl<ette

This manual eontains a Tutorial and a set of Problem Applieations. The
T\rtorial is also provided in a separate student manual. Students should
be able to eomplete the T[torial with very little assistanee from the
elassroom instruetor. Problem Applieations should be assigned with the
baekground and skills of the individual student in mind.

Templates from the MECC Eleetronie Spreadsheet Diskette are required
for both the Tutorial and Problem Applieations. Handouts used during the
T\rtorial must be duplieated and given to the students. Handouts used
during the Tlrtorial are those numbered 3 through 6.

Once the TUtorial is eompleted, students will have praetieed the beginning
eommands and operations of VisiCale. They should at this point be able
to eomplete the Problem Applieations. Keys for selected problem

. applieations are provided in this manual.

Problem Applications have been prepared whieh ean be used in several
different business edueation elasses. These inelude data entry, beginning
aecounting, advaneed aeeounting, business maehines, offiee proeedures,
reeord keeping, eonsumer eeonomies, and business management. The matrix
on the following page eomelates the applieations with the appropriate
business edueation areas.

Some Problem Applieations ean be done prior to eompletion of the entire
tutorial. If this is desired, refer to the matrix whieh shows where the
Problem Applieations eould be inserted in the Tutorial. The applieations
have been keyed to the Tutorial at those points where students have
learned the skills neeessary to use VisiCale to solve the problem.

Printouts of the template as it appears on the screen ean be made for
templates your students ereate or for those templates eontained on the
MECC Eleetronie Spreadsheet diskette. Students are taught how to do
this in Lesson 5 of the Tutorial. Instruetions for printing templates ean
also be found in the VisiCaie Command Referenee seetion of the VisiCalc
Userrs Guide.



THE ELECTRONIC SPREADSHEET

USE IN AN INSTBUC-TIONAL SETfING (continued)

It is sometirnes also helpful to generate a printout of the template formulas
and formats. VisiCale allows you to print out all formulas and eell eontents
as well as the format sett ings. To print out formulas and formats refer
to the VisiCale Command Referenee Seetion of the VisiCalc User's Guide.

Follow-up

After eompleting the 'Iutorial and assigned Problem Applieations, students
should be able to design their own templates to solve additional problems.
Business Education textbooks may be a souree of problems whieh eould
be solved using VisiCale. Another follow-up aetivity is to modify the
MECC VisiCalc templates to fit variations on the Pioblem Applieations
whieh you or your students might ereate.



PBOBLBIU
APPIJCATION

BUSIXHTS EDUCATION A

Data Beginning Advanced
Entry Aeeounting Accounting

LE$SON MATRIX

Office Record-
Procedures keeping

Consumer Business
Economics Management

Business
Machines

Cash Proof

Papars Pizza Parlor

Comoound Interest

Service Business

Income

Merchandizing Business

Comparative Common Size

Comparative

Statement

lncome

Bank Reconciliation

E-Z Pavrol l

Problem could be inserted in tutorial
after completion of:

Lesson 5

Lesson 3

Lesson 3

Lesson 5

Lesson 2

Lesson 6

Lesson 3

Lesson 6





STUDENT HANDOUTS

AND

ANSWER KEYS





A POWBRFUL BUSINESS TOOL

In most of your work in Business Education elasses you have encountered
problems which you probably answered 'ryith a ealculator, a peneil, an eraser
(very important!), and a pieee of paper. Caleulating sales projeetions, ineome
taxes, finaneial ratios, budgets, eost estimates, aeeount balaneing, ete. can all
be done with these tools.

Electronie spreadsheets replaee these instruments by substituting a computer
for the ealeulator, a keyboard for the pencil, automatie reealculation for the
eraser' and turning a video sereen window into a gigantie spreadsheet for the
paper. This window ean be moved around the spreadsheet in any direetion.

You will diseover the eharaeteristies and eapabilities of an eleetronie
spreadsheet as you work through the lessons. The following information wilt
provide you with a brief deseription of these eharaeteristics before you begin
to use the materials.

The eleetronie worksheet is too large for you to see the entire sheet on the
video sereen at one time. It is a grid having 16002 'reells.'t These eells are
formed by the interseetion of 63 eolumns and 254 rows. In eaeh of these
eells, you will be able to enter a title, a number, or a formula to be ealeulated,
In this way you ean set up your own eharts, tables, and records.

Onee you have set up your eleetronic spreadsheet with titles, numbers, and
formulas, you ean utilize the real power of an eleetrcnie spreadsheet. The
eomputer uses formulas to ealculate and reealculate data on your worksheet.
If you ehange a number you had previously entered on the eleetronic worksheet,
all other related numbers on the worksheet ehange before your eyes as the
program automatieally recaleulates all relevant formulas. You ean eorrect
mistakes and omissions and examine various alternatives easily.

You will learn to use this powerful tool and prepare yourself for an applieation
whieh is beeoming very popular in the real-world business setting.



VisiCalc Commands

COR^SOR If,OVEMENT

>
+ Left  in row/Up in column
+ Right in row/Down in eoluntn

SPACB BAR Switch direet ion of  eursor mot ion
REPT Cont inues unt i l  repeat key released'

MIIiCELLANEOT'S

ESC Backup (erase)/Baekout (caneel)
I  Complete calculat ions
l- Dotted l ines
" Enter non-lettered labelsi format (:el l
+ lndieates value, not label

.NO'[T: The Apple tr has the REP"[ key,
but the //e does not. On the //e' the
repeating frmction for any eharacter is
earried out simply by hotding down the
key for that character.

DATA COMMANDS

/$I
/sL

Displays the let ters which stand foc Vis iCalc eommands. Combine
the eommand as shown below to perform Vis iCalc funct ions
Store/Save
Load a f i le (Caut ion!  To blank out a previously used f i le,  type /C
f i rst .  Otherwise your new f i le wi l l  be loaded on top of  the old f i le.)
ln i t ia l ize a data diskette
Clesr the sheet i  sets al l  entr ies to blank
Blank a cel l
Calcul8te sum of the values in l is t
Celculate average of  the values in the l is t
Format for  dol lars;  d isplays f  to hundredths place
Focmat for  integers;  rounds to nearest  whole number
Rep li ee te
Edit  what is displayed on "edi t"  l ine
Edit  the entry eontents of  any entry posi t ion by redisplaying i t  on
the entry line
Set eursor movement Umits to hocizontal  t i t le area
Set cursor Inovement l imi ts to vert ieal  t i t le area
Set eursor movement l imi ts on both vert ical  and hor izontal  t i t le area
Cancel  cursor movement l imi ts
Pr int  command
Global  eommands which make charrges to the ent i re sheet or window
Global  defaul t  format
Set order of  recaleulat ion for  colurnns or rows
Global  Reealculat ion

) lanual  command for recalculat ion
Automat ic reealculat ion

/sl
/c
m
@ suM (lbt)
e AVERAGE (Iist)
lE'
/pr
/ t
gtRL-8

lE

NH
ftY
lTB
/TN
/P
/G

/cE
/GO
ICR

/GBM
/GRA

O.
AE
SH
p3
t r>t
6(1)xo
E3
lP-
EB
do

EE



FINDING YOTIR WAY AROUND

Name

You will make use of the commands that
this worksheet. Write what is loeated

Class

you eovered in Lesson 1 to complete
in the following CELLS in the spaee

provided.

CELL A1

CELL Cl

CELL A3

CELL A12

CELL Dl l

CELL H9

CELL G11

CELL G12

CELL C6

CELL C12

CELL E9

CELL E11

CELL X1OO

CELL AH15O

CELL ADzO

CELL K123

CELL A54

CELL AC189

CELL A5O

CELL AK65

copy
Line
copy
Line

what is
for Gll

on the Entry

what is
for G12

on the Entry



Name

FINDING YOUR WAY ABOUND

ANSWER KEY

Hour Class

use of the commands that you eovered in Lesson 1 to complete
Write what is loeated in the following CELLS in the space

FINDING Y

ROUND

TEMPLATE

JOHNSON

(cett Hg is empty)

t25.29
Copy what is on the Entry Line
for Gl l  Gl l  /F$ (D+Otr*Ptt
Copywhat@
for G12 G12 /F$ (U+D12*Fl2

504566543

OLD RATE

3.35

HOORAY!

YOU

HAVE

COMPLETED

YOUR

FIRST

VISICALC

You wili make
this worksheet.
provided.

CELL A1

CELL C1

CELL A3

CELL A12

CELL Dl l

CELL H9

CELL Gl l

CELL G12

CELL C6

CELL C12

CELL E9

CELL El1

CELL X100

CELL AH15O

CELL ADzO

CELL K123

CELL A54

CELL AC189

CELL A5()

CELL AK65

34

103.73

10

LESSON.



FOOTBALL INCOME

Clear your sereen.

Label a spreadsheet as shown below. You will only put the labels on this
spreadsheet now. You will use this spreadsheet in Lesson 3.

When you have entered the labels, save this spreadsheet under the file
name LESSON 2-2.VC by entering /SS and the file name LESSON 2-2.VC.

LABELS FOR COLUMNS:

BCD

1

2

3

4

5

o

n
I

I

I

10

11

L2

13

L4

15

16

t7

ADULT PRICE

STUDENT PRICE

EXPECTED ADULTS

a
B
o

f r ,

a
rl

*l

EXPECTED STUDENTS

TICKET SALES INCOME

FOOD STAND INCOME

TOTAL INCOME



Use your template to

What month was the
total?

THE RUNNERIS STORE

answer the following questions.

highest in gross sales? What was

Enter the

Month
Month
Month
Month
Month
Month

total

1
2
,J

4
5
o

gross sales for eaeh month



TIIE RUNNERIS STOBE
ANSWER KEY

Use your template to answer the following questions.

What month was the highest in gross sales? (Mgnlb 6) What was the total?
($ 4535.1e)

Enter the total gross sales for eaeh month

Month 1 $3838.00
Month 2 $3944.32
Month 3 $4065J0 

-

Month 4 $420-is3-
Month b $23b9.41
Month o $45ffi



BECOBD

Move eursor to eell B18.
Replaee the @NA with the sum function for the total of eolumn B7
through B15: @SUM(87...B15) Do not be eoneerned about the word
ERROR whieh appears in many eells.

Use the following total dollars of reeord sales for eaeh: Enter these
amounts in column B.

Classical
Country
Roek

70.00 Jazz 800.95
150.00 Popular 98.50
95.?5

most aeeurate eolumn?

would you use to estimate sales for the eoming year? _

would you use to record your finaneial statement for

Notiee that VisiOale has ealeulated the % of sales (Column C), rounded
this to 2 plaees (Column D), and rounded to whole numbers (Column E).

a.

b.

e.

Total Sales

Whieh is the

Whieh column

why?

Whieh column
this month?

why?



Save your Spreadsheet.

a. Press /SS
b. Ti t le:  LESSON ?.VC

When VisiCaie says the file already exists, and asks if you want to
replaee it, enter Y for Yes.

If you have a printer, print out your spreadsheet. Refer to step 15
(Lesson 7) to print out the spreadsheet. Attaeh your print-out to this
worksheet.

If you donrt have
fill out the ehart

List the eontents

a printer attaehed to your mieroeomputer, you ean
below.

of eolumns B through E.

BCD
7
I

11
13
15
18



BECORD SALES
ANSWER KEY

Move eursor to eell 818.
Replaee the @NA with the sum funetion for the total of eolumn B7
through B15: @SUN'I(87...815) Do not be eoneerned about the word
ERROR whieh appears in many eells.

Use the following total dollars of reeord sales for eaeh: Enter these
amounts in eolumn B.

Roek 95.?5

Notiee that VisiCale has ealeulated the % of sales (Column C), rounded
this to 2 plaees (Column D), and rounded to whole numbers (Column E).

Classieal 70.00
Country 150.00

Jazz 800.95
Popular 98.50

eolumn? C

a. Total Sales

b. Whieh is the

e. Whieh eolumn

most aeeurate

would you use

1215.20

Whieh eolumn
this month?

why?

why?

to estimate sales for the coming year? E

would you use to record your finaneial statement for
D



RECORD
ANSWER

Page

SALES
KEY

2

CDE
5.760369 5.76 6

Save your Spreadsheet.

a. Press /SS
b. Tt-TiilnssoN ?.vc

When VisiCale says the file already exists, and asks if you want to
Yes.replaee it, enter Y for

If you have a printer, print out your spreadsheet. Refer to step 15
(Lesson 7) to print out the spreadsheet. Attaeh your print-out to this
worksheet.

If you dontt have a printer attaehed to your mieroeomputer, you ean
fill out the chart below.

List the eontents of eolumns B through E.

B
70.0 0

150.0 0 12.34365 12.34 L2
95.?5 7,87 9361 7.88

n
I

I
11
13
15
18

800.95 65.9.1096 65.91 66
98.50 8.10566 2 8.11

t2t5.20





STUDENT TUTORIAL

LESSONS 1-8

23





Student Note: Before

LESSON 1

starting this lesson you will need the following materials:

VisiCale Diskette
MECC Template Diskette
Handout 3 - 'rFinding Your Way Aroundil

BECOMING FAMILIAR

1. Load VisiC When the red disk drive light goes
e disk drive, put it in the proteetive

envelope, and return it to its storage plaee.

2. The VisiCale spreadsheet should appear on your sereen. It should look like
the screen below.

Entry Contents Line Recaleulation
Order Indieator

Prompt Line Direetion Indieator
Edit Line

Row and emorv Indieator
Column Labels

3.

4.

Press RETURN. The Prompt Line and the Edit Line are now blank.

Notice the letters rrArfr rtBrft rtCrrr and ttDtr aeross the upper portion of the
sereen. These indicate the spreadsheet COLUMNS. Notice the numbers 1
through 20 down the left edge of the sereen. These indieate the spreadsheet
ROWS. You are looking at the upper left eorner of your eleetronie spreadsheet.
You ean see the first four eolumns (A-D) and the first twenty rows (1-20).

Storage eells are found at the interseetion of rows and eolumns. At the
intersection of eolumn A and row 1, rfAlril you should see a white rectangular
bar. Storage eeII ttAlrr on your sereen eontains a white reetangular bar. This
bar is ealled the CURSOR.

1)
2)
3)

25



5.

7.

Press the SPACE BAR several times. Wateh the direetion indieator (see above
aek to r ' !" again. Stop with the direction

indieator displaying an "!r'.

11.

Press the <- key several more t imes. Notiee that sound. This indieates that
you are at the top edge of the VisiCale spreadsheet.

9. Change the direetion indieator to display "-" (use the space bar).
key three times to move eursor to eoordinate I'Dl.r'

tt"tt *

10. When the direetion indieator is tr-rr the eursor wil l  move horizontal ly when you
press the arrow keys. This is ealled horizontal eursor motion.

Watch the eolumn headings as you press the + key one more time. Column
rrArr has disappeared off the left edge of the sereen, and Column rrEt! has
appeared on the right edge of the sereen. This is known as I'serolling.fr

It might be hepfuf to think of your sereen as a window that slides around on
the worksheet.

Continue pressing the + key until you have serolled to eeII I'ABL.rt The first
26 eolurnns are iettered I'Atr through "Z.n The next 26 eolumns are lettered
rrAArf through nAZ.n The last 11 eolumns are letteredrrBAil through "BK.'l

There is a faster way to seroll aeross the spreadsheet. Hold down the REPT
key while :vou press the + key. Continue holding Ooffi
keys until you hear the familiar sound whieh indieates that the cursor is at
the right edge of the spreadsheet (eeil BK1). NOTE: The Apple //e does not
have the REPT key. To ropeat a eharaeter on the //e, simply hold down the
key for that eharaeter.

Change the direetion indieat,or to vertieal eursor motion.

Press the -+ kev l-9 t imes to move down the eolumn to cel l  8K20.

16. Wateh the row headings as you press the + key one more time. Row 'r1rr
hasdisappearedoff thetopedgeff iRowr'21?'hasappearedon
the bottom edge of the sereen. This is an example of vertieal serolling.

17. There is also a faster way to seroll up/down the spreadsheet. Hold down the
REPT key while you press the + key. Continue holding down the REPT and
+ keys until you hear the familiar sound whieh indicates that the eursor is at
the bottom edge of the spreadsheet. Your eursor should be at eell BK254.

18. Notiee that the Entry Line (see above sereen) always shows the loeation of
the eursor. It now indieates eell BK254.

Press the -+ key four times. Notiee that the
eeII "A1r' to cel l  I 'A5?'.

Press the <- key four times. Notiee that the
to eell  rrAl. 'r  When the direetion indieator is r ' !"
when you press the arrow keys. This is ealled

eursor moved vertieallv from

eursor inoved baek vertieally
the eursor will move vertieally
vertieal eursor motion.

Again, notiee that the Entry Line shows you that

26

t2.

13.

14.

15.

19. Move the eursor to eell A'1.



20.

A QUrCK REVTEW

The VisiCale spreadsheet has up to 63 eolumns aeross and
254 rows from top to bottom.

The direetion indieator is on the Entry Line in the upper
right eorner of the sereen. To ehange the direetion
indieator, press the SPACE BAR onee.

Horizontal motion direction indieator is a hyphen (-).

Vertieal motion direction indieator is an exelamation point
( !).

Use arrow keys to move the eursor one eell at a time.

The REPT key ean be used to more quickly move the eursor.

Using the REPT key allows you to move the eursor more quiekly. However,
there is still a better way!

While vou hold down the SIIIFT kev, press the ) kev. (This is found on the
same key with the period.)

Notiee that the Prompt Line (see above sereen) now displays the message rrGO

TO: COORDINATE." This means that the eomputer is waiting for you to tell
it whieh eoordinate (eeil) yerr want to go to.

Also, notiee that the Edit Line (see above sereen) now has the edit eue (the
small blinking box) in the left eorner.

Press 85 and look at the Edit Line. It now has a "Bsrf on it followed by the
ed-iT cue. The eomputer is stitl waiting for you. It does not know if you want
it  to go to 85 or B50, B52, B58, ete.

To tell the computer that you want to go to 85, press RETURN. The eursor
has moved to eell 85. Notiee also that the Entrv Line shows vou that the

2L.

22.

2.

cursor is at eell B5.

CORBECTING MISTAKES

1. You will now learn
Press >

how to use the ESC key to ehange ineorrect entries.
not press RETURN!

Suppose you want to ehange this to eell D9, press the ESC kelv twiee. The
edit eue has baeked up and removed the 18.

Now press 9 and press RETURN to tell the eomputer to move the eursor to
eell D9.

Whenever you key in an ineomeet
up and make the eorreetion. (This

in most eomputer programs!)

entry, remember to use the ESC key to baek
is different from the usual baek-up procedure
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4. Use the GO TO: COORDINATE eommand ( > ) to move the eursor to:

8K254
AM101
AZ3
T58
AL

Use this proeedure whenever you have to move the eursor more than a few eells.

A QUICK REVIEW

The GO TO eommand ean be used to move
the eursor quiekly to widely separated parts
of the spreadsheet. It is indieated by rr > tt.

The ESC key ean be used to eorreet mistakes.

USING PREPARED TEMPLATES

You will now learn how to load a template into the eomputerrs memory. A template
is a speeial spreadsheet whieh has been prepared for your use.

1. Insert the MECC Te late Diskette into the disk drive 1. Close the disk
drive door.

Press / - The Prompt Line now displays the letters whieh stand for the VisiCale
eommands available. You dontt know vet what all these eommands do. Todav
you will learn only one. That one is the storage eommand, 'rSrt.

Press S to indieate that you want the storage eommand. The Prompt Line
shofiead STORAGE:LSDIQ#. These are tfre storage options.

Press L to load. The Prompt Line now displays STORAGE: FILE TO LOAD.-Theedi tcue(thebl inkingwhiteboxontnenoi tL ine) indieatesthatthe

computer is waiting for you to key in a partieular file name.

Enter TEMPLATE__NO. re_ and press RETURN. The red disk drive light
ter t6iFTfrffillate into its memory.

On the sereen, you are now looking through the window which displays a portion
of the eontents of TTTEMPLATE NO. l .VCrr.

You will use this template to eomplete Handout 3. This worksheet will help
you review the commands used to move the eursor.

Complete Handout 3 - I'Finding Your Wav Aroundil and turn it in to your
instructor.



A QTTICK REVIEW

Displaying a Stored TemPlate

The t'/" displays a list of VisiCale eommands
on the Prompt Line.

To display a stored temPlate:

a)
b)
e)
d)

press /
press the storage eommand S
press the load eommand L and
type in the temPlate name

If time remains,
begin Lesson 2.
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Student Note: Before

LESSON 2

starting this lesson, Vou will need the following materials:

1) VisiCale Diskette
2) Blank Diskette
3) Handout 4 - rtBaseball Ineomett

Warning! If you are continuing from Lesson 1, turn off your Apple and reload
VisiCale diskette. After you finish Lesson 2, you will know how to use the
command to clear a template rather than reload VisiCale.

INITIALZING A DATA DXSKETTE

The first thing you will do in this lesson is use a blank diskette to prepare a data
diskette for use in storing your own spreadsheets. This proeess is ealled initielizing.

1. Load VisiC When the red disk drive light goes
e disk drive, put it in the pr"otec-tive

envelope, and return it to its storage plaee.

Insert the blank data diskette into disk drive 1. Close the disk drive door.

Press the / key. The Prompt Line now displays the entire list of VisiCale
eommands available.

4. Press the S kev. The Prompt Line now disptrays the 6 storage options available.

5. Press I to ehooqe the initialize option. The Prompt Line now reads 'IINIT

The Edit Line displays the slot and drive numbers. This will probably be
'r,S6,D1r'. The blinking square is the edit eue.

6. Press BETURN. The red disk drive light will eome on. The initialization
prda;m[e 1 to L-l/Z minutes. Wnen this is done, the Prompt and Edit
lines will elear.

A QrrrcK REVTEW

Initializing a Data Diskette:

a) load VisiCalel remove
b) insert Data Diskette
e) press / key
d) press S key
e) press I key
f) press RETURN

the
/c

2.

3.
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3.

4.

PUTIING LABELS ON THE SPREADSHEET

You will now learn how to type words and numbers into the VisiCale spreadsheet.
We will begin by labeling a row. Make sure your direetion indieator is in the
horizontal position.

1. If the eursor is not already at eell A1, move it there.

2. Enter the word SCHOOL - If you make a mistake, you should use the ESC key
to baek up and eorreet the word.

The Prompt Line displays the word LABEL. If the eontents of a eell is a
Iabel, the eontents may not be used for ealeulations.

The Edit Line displays the word SCHOOL, followed by the edit eue.

Press RBTURN. The label SCHOOL remains as the eontents of eell At.

Use the >
- Press RETURN.

Use this proeedure to enter the following labels in the eells given:

Dl GREAT
D5 ABOUT
A5 PLACE
81 IS
85 TO
cl A
C9 COMPUTERS

This is the proeedure you should use whenever you wish to enter labels.

NOTE: You have already learned that you ean use the ESC key to make
eorreetions. The ESC key may also be used to baek out of an entire eommand.
You will now have a ehanee to try this use of the ESC key.

Move the eursor to eell H25. Kev in VIKINGS - Press the ESC kev 7 times.
o@inff ig,6ut

the Prompt Line.

Wateh the Prompt Line as you press the ESC key one more time. The Prompt
Line is now blank. You have just backed out of the LABEL eommand entirely.
The ESC key may be used in this way to baek out of any eommand.

Suppose you want to use % lne. as a label. Press the % key once. It doesn't
work. VisiCaie uses % to indieate a value, not a label.

You ean use % as a label by typing a special symbol. Press rr onee. THE
QUOTATION MARK WON'T APPEAR ON THE SCREEN 5ut nom'e-That the
Prompt Line displays the word LABEL. Enter % Ine. Press RETURN and
notiee that % Ine. is now a label.

4
t.

9.
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Praetiee entering the foilowing labels using the quotation mark:

Cell E2 % Ine.
F5 $ Gained
G3 #'s Gain

Remember that the quotation mark will tell VisiCalc that you want to enter
a LABEL.

CLEARING THE SCREEN

You will now learn how to elear the sereen.

1. Press / - The prompt line displays the VisiCale eommands.
2. Press C to indieate tnat you wint to elear the spreadsheet from the

sereen. The prompt l ine displays CLEAR: TYPE Y TO CONFIRM.
visicale is giving you a ehanee to ehange your mind. If you type a y,
the sereen will elear. If you type anything else, the eommand will
disappear and the sereen will remain.

3. Press Y to elear the sereen.

Be very eareful when you use this eommand. Once you elear the sereen, you eannot
recover it!

To enter

a)

b)

A QIITCK BEVTEW

a Label in a eell:

rnove eursor to eell at whieh
you want the label
type your label (it must start
with a letter or a quote (")
mark)

e) press RETURN

To eorreet typing errors, the ESC key ean be
used. It ean also eaneel a eommand.

It is neeessary to elear the sereen before
loading another template.

To clear the sereen:
a) press /
b) press C
e) press Y

ENTERING VALUES ON

You will now learn how

1. C1ear the Prompt

THE SPREADSHEET

to enter values onto the VisiCale spreadsheet.

and Edit Lines by pressing RETURN.
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I Eqlqllq0-The Prompt Line displays the word VALUE. A value is a term for
a n'rfiEer or formula. A value must begin with a number or speeial symbol.
(You will learn what these speeial symb6ts are and how to use them &s you
continue through the lessons.)

The Edit Line dispiays "500" followed by the edit cue.

3. Press RETURN. The value rt500fr beeomes the eontents of eell  A1.

4.

The Entry Line displays the eell number "A1'rr tells you that the
value (V), and also gives you the value of the ssll ir5gg.rr

Move the eursor to eell D20. Enter 13500 (Wnen entering values
spreadsheet, yd eannotlse eomm-il-

eontent is a

on a VisiCale

5.

6.

Press RETURN to enter this value into cell D20.

use this procedure to enter the {ol]ow!4g values in the eells given:

c10 6000
A20 7800
D1 54

This is the proeedure you should use whenever you wish to enter values.

7. Press /Cy to elear the sereen.

8. Clear the Prompt and Edit Lines by. pressing RETURN.

9. Make sure the direetion indieator is in the horizontal position.

10. Enter in the value 20 but DO NOT press the RETUBN key.

11. Press the + key onee. Notiee that the value 20 is stored in eell A1, and
the eursor has moved to the right to eell 81.

If you are entering values or labels on a single line, you should use the r'+'r
key. This will save you time by moving the eursor to the next cell to the right.

L2. Enter the value 40 in eell 81. Use the u--n k€V to enter the value and move
the eursor to eell Cl.

You will use this data in the I'Entering Formulas'r seetion of this lesson, so do
not elear the sereen.
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To enter

a)

b)

e)

A QUICK REVTEW

a value in a eell:

move eursor to the eell at
which you want the value to
appear
type your value (it must be
a number or a speeial value
symbol)
DTeSS RETURN

Moving the eursor will eause VisiCalc to store
a value in a eell without pressing RETURN.

ENTERING FORMULAS ON THE SPREADSHEET

You will now learn how to write formulas that will direct VisiCale to perform speeifie
ealculations.

1. The first formula will add the eontents of cell A1 and the contents of eell 81
and store the answer in eell D1. The fastest way to get the eursor to eell D1
is to press the + key one time. Do that now to move the eursor to Dl.

2. Change the direction indieator to the vertieal position, so that when you enter
the formula, the eursor will move to cell D2.

3. Enter A1+81- Notiee that the Prompt Line displays the word LABEL. Beeause
our Tormula--begins with the letter A, VisiCale thinks this expression is a label.
In order for VisiCale to aceept 4'1+81 as a valuer Vou must enter a plus sign (+)
in front of the formula.

4. Comeet this by pressing the ESC key 6 times. This erases our formula and
the LABEL eommand. Make sure this direction indieator is in the vertieal
position.

5. Now enter +41+81 - Notiee that the Prompt Line now displays VALUE.

6. Wateh cell Dl as you press the + ke:s.
Notiee that the answer to the formula is now stored in eell Dl.

AIso, notiee that beeause the direetion indieator is in the vertieal position,
the eursor moved DOWN one eell, to eell D2.

7, Enter +A1-81 and press the * ke The answer to the formula is now
to D3.

8. Enter the following formulas in the eells given: (Remember to use + at the
beginning of the formula.)

D3 A1*B1 (this will multiply)
D4 A1l81 (this witl divide)
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You now shouid have four numbers in eolumn D (60, -20, 800, and .5). Unless
you have a terrific memory, you probably don't know what these numbers
represent. There is a way you ean find out.

9. Make sure your direetion indieator is in the vertieal position. Press the +
key onee to move the eursor back to eell D4.

Look at the Entry Line. It displays the eell number 'rD4fr, tells you that the
eontents are a value (V), and also gives you the formula for eell D4 ?'+A1l81'r.

10. Continue to press the -+ key as you wateh the Entry Line. As the eursor
passes over eaeh eell, you ean see the formula for that eell in the Entry Line.
Stop the eursor at eell D1.

The eontents of the eells in column D have no meaning by themselves. Letrs
put explanations in eolumn C for the values in eolumn D.

11. Move the cursor to eelt CL.

L2. Enter A+B= and press RETURN.

Look at your sereen. Notiee that rt40'r, the contents of cell 81, runs together
with the contents of eell C1.

You will now learn how to eorrect this.

13. Press the / key.

L4. Press the B key to ehoose the BLANK option.

The Prompt Line displays the word BLANK.

15. Press RETURN to blank out eell Ct.
Warning! The /B eommand removes formulas, too. If you are simply eorreeting
enors, use the ESC kev.

16. Enter r

Notiee that the prompt line now displays LABEL. The quotation mark (") does
not show on the sereen.

17. Press the SPACE BAR two times.

18. Enter A+B= and press RETURN. The label A+B= is stored in Cl, but it is

19. Make sure lhe direetion indieator is in the vertieal position and enter the

CZ A-B=
C3 A*B=
C4 A/B=

By putting the labels in eolumn C, you have made your spreadsheet easier to
read and understand.



Read through the following review, but do NOT elear the sereen. You will be using
this spreadsheet after the review.

A QTTICK REVTEW

To use a formula to enter a value in a eell:

a) move eursor to eell
b) enter + followed by your formula
e) press RETURN or move eursor to

enter answer in eell

To see the formula a eell operates on:

a) move eursor to eell
b) note Entry Line

To format labels:

a) move eursor to eell
b) enter quotation mark (")
e) space aeross eell to starting position

of label

To elear the eontents of a eell (ineluding
formulas):

a) press /
b) press B and RETURN

Now letrs see what VisiCale ean really do for you!

20. Move the eursor to eell A1.

21. Enter 60 but DO NOT press return.

22. Wateh the sereen carefully as you press RETUBN. Notiee the ehanges in
column D.

23. Now ehange the contents of cell .{1 to "80f' and wateh the changes in eolumn
D, as you press RETURN.

24. Use this proeedure to enter the following values in eell BL:

60
80

100
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DOING SUMS AND AVERAGBS

You will now learn how to enter eommands that will direet VisiCalc to perform some
specific functions. You will enter in some values and direet VisiCale to find the
sum and the average for these values.

1. Clear the sereen and enter the following values in the eells given:

810 25
811 100
Bt? 63
B13 138
BL4 86

2. Enter the following labels in the eells given:

A1O RON
A11 KAREN
AL? SALLY
A13 CLAUDIA
A14 DUANE
4'T6 SUM IS
A18 AVG IS

3, Move the eursor to eell 816.

4. Enter @SUM(B1O. . .814) to tell VisiCale to caleulate the sum of eells B10
@whenyou.enterthef i rstper iodafterB10,Vis iCa1e
automatieally enters the next two periods for you!)

5. Press RBTURN. VisiCale automatieally ealeulates the sum of these eells and
places the answer (412) in eell 816.

Notiee that the Entry Line displays the formula used to ealeulate the eontents
of eell  816.

6. Move the eursor to eell 818.

7. Enter @AVBRAGB(810. . .B14) to tell VisiCale to ealeulate the average of
these cells 810 through 814.

8. Press RETURN. VisiCale automatieally ealeulates the average of these eells
ana-piacesT;answer (82.4') in eell Bi8.

9. Change the value in cell 810 to 75 and wateh the sum and average ehange
aecordingly.

10. Change the values for the following names. .(Be sure to wateh the sum and
average change as you enter eaeh new value.)

Karen 125
Sally 82
Claudia 130
Duane 90 
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SAVING SPRBADSHEETS

You will need to use this spreadsheet in another lesson. Therefore, you will need
to learn how to save it on your data diskette. Once a template is saved' you will
be able to load it into the eomputer from your data diskette rather than having to
re-enter the data manually.

1. Move the eursor to eell A1. (The celt the eursor is in when you save a file is
ll be in when you reload that file.)

2. Press /

3. Press S to display the storage eommands.

4. Press S again to ehoose the SAVE option.

Notiee that the Prompt Line displays STORAGE: FILE FOR SAVING. This
means that the computer is waiting for you to give the file a name before it
ean be stored.

5. Make sure your initialized data diskette is in drive 1.

6. Enter LESSON 2-1.VC as the file name.

7. Press RETURN.

The disk drive red light comes on to indicate that the file is now being saved
on your data diskette.

8. You are now ready to complete Handout 4 - "Football lneome.rr
Complete this handout and turn it into your instruetor.
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A QUICK REVIEW

To sum the contents of eells:

gSUM(iist)
Press RETURN

The 'r l ist 'r  of eel ls to be summed is shown by
keying the first cell eoordinates followed by
a period and the last eoordinates; e.g., @ SUM
(c5.. .c10)

average the contents of eells:
@AVERAGE(l ist)
Press RETURN

save a spreadsheet:
IVIake sure your initialized data diskette

is in drive 1.
Press /SS
Type: Name of template

To

To

If t ime remains,
begin Lesson 3
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LESSON 3

Student Note: Before starting this lesson you will need the following materials:

1) VisiCale Diskette
D Student Data Diskette

Today you will use the VisiCale spreadsheet to solve some problems. You will make
use of skills you have learned in Lessons 1 and 2. If you are continuing direetly
from Lesson 2, omit the next 3 steps below.

1. Load VisiCale. Remove diskette and return it to its storage plaee.

2. Insert your Data Diskette. Press /SL

3. Reeall template:

LE$SON 2-2.VC

The Football Game

You are responsible for the ineome made at school football games.
Your goal is to take in $1200 at each game.

Prior to each season you must estifnate attendanee for both students
and adults and set tieket prices.

Your ineome from tieket sales is supplemented by food sales at the
coneession stand. You have found from experienee that on the average
eaeh adult spends $f.ZS and eaeh student spends $f.ZS on food.

INITIAL VALUES

1. You will enter values on your template. Some values will be dollars. If you
enter $t.aO, VisiCale will display it as 1.8 unless you use a special eommand.
This speeial eommand eauses VisiCale to display $1.80 as 1.80. The eommand
is /F$. You will learn how to use this eommand below:

2. The values you will start with are shown below. Enter the values following
the proeedure shown for eaeh one:

Adult Ticket Cost:

a. move eursor to Cl
b. ffie Entry Line)
e. press 1.6
d. press RETURN
Note the inforrnatjon on the Entry Line is Cl /F$ (V) 1.6. Note the
value in eell  Cl is 1.60.
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Student Tieket Cost:

a. move eursor to C3
b.
e. press l.F

Expeeted Adults:

a. move eursor to C5
D. press 150
Note tfrlGG is not a dollar value.
dollars is not needed.

Expeeted Students:

The /F$ eommand to format for

a. move eursor to CZ
b.@

TICKET SALES INCOME

You will now be working with longer formulas.
entries only when told to do so!

1. creating the formura for expeeted tieket sales ineome:

The expeeted ticket ineome from adults attending the game is ealeulated by:

expeeted adults * adult priee = tieket ineome from adults

The VisiCale formula uses storage eell loeations. Therefore the
formula above is shown as:

C5 * Cl = ticket ineome from adults

The expeeted ineome from students attending the game is earcurated by:

expeeted students * student price = ticket ineome from students

The VisiCale formula would be:

C7 * C3 = tieket ineome from students

The total tieket ineome would be:

t ieket ineome from adults + t ieket ineome from students = total t ieket ineome

The completed VisiCale formula would be:

+ ((cs + c1) + (c? * c3)) = totat tieket ineome

inside parenthesis outside parenthesis
tells VisiCale to indicates the total
perform these value to be entered
operations first is the result of the

total operation
4L

As you do this, be eareful to make



2. Using the formula for total tieket ineome:

a) move the eursor to eell  D10.
b) rv Line.
e) Enter the formula: +((95*g1)i(c?*C3))
d) ffiook at the formuta in the Entry Line and the

resuE-of the formula (490.00) in eell  D10.

FOOD SALES INCOME

1. Creating the formula for expeeted food ineome.

The expeeted income from food for adults is ealeulated by:

expeeted adults * estimated food per adult = food ineome from adults

Using storage eell locations, the formula is shown as:

C5 * 1.25 = food ineome from adults

The expeeted income from food for students is ealeulated by:

expeeted students t estimated food per student = food ineome from students

Using storage eell loeations, the formula is shown as:

C7 * I.75 = food ineome from students

Total expected food income would be:

food ineome from adults + food ineome from students = food income

+((c5*1.25F(cr*r.zs)) = fooo ineome

2. Using the formula for food ineome:

a) move eursor to eell D13,
b) f f iEntry l ine.
e) enter the formula: +((CS * 1.2SF(C? * 1.?S))
d)f f iookattheformul,aintheEntryLineandtheresul ts

of the formula (537.50) in eell  D13.
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TOTAL INCOME

1. Finding total ineome:

Total expeeted ineome would be:

t ieket sales ineome + food sales ineome = total expeeted ineome

To ealculate this you wil l  use the VisiCalc Sum Command:

@SUM(D10.D13) = total expected ineome

This wil-l sum all the values in eells D10 through D13.

2. Using the sum funetion to ealeul,ate total ineome:

a.
b.
e.

move the eursor to eell D1?
(you are calculating a dollar value)

9n!9r the sum funetion: @SUM(D10.D13)

The sum of eetls D10 through D13 (1027.50) stored in eetl D1?.

USING THE TEMPLATE

1. It's homeeoming! Change the value for expected students from 200 to
350. Watch the eontents of the other cel ls. (Totaf = U77.50\

2. You are playing the state championship team. Your season record is 1-
13. Change the expected attendance to 125 for students and 50 for
adults. Wateh what happens to the totals on your template. (Total =
5 17.50)

3. In an effort to raise more money for the athletie department, it was
deeided to raise the adult tieket price by 500 and the student tieket
priee by 250. Ue\e these ehanges and see what happens. (Total = b?3.?S)

4. Change the spreadsheet baek

Adult price 1.75
Student priee 1.25
Expeeted Adults 150
Expeeted Students 200

These ehanges should result in the

5. Save your template. Give it

to these assumptions:

total  ineome = $1050.00.

the t i t le: LESSON 3.VC.

If t ime remains,
eontinue with Lesson 4.
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A QUrCK REVTEW

To format an individual eell to show 2 deeimal
olaees:
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Student Note:

LESSON 4

Before starting this lesson you will need the following materials:

1. VisiCalc Diskette
2. Student Data Diskette

You will now see how powerful VisiCale really is and what it ean do. If you are
eontinuing direetly from Lesson 3, omit the next 4 steps.

1. Load_ \tglQelq. Remove diskette and return it to its storage place.
z. ilffiffiata oiskette.
3. f f i
4. Iffiptate: LESSON 3.VC

Assume that you want to raise tieket priees so as to have ineome of $1200 per
game. Both adult and student priees should be increased by the same pereentage.
There are several ways that this ean be done, but you will learn the easiest and
most useful way.

Add the following labels to your spreadsheet. (Remember to use the quotation mark
letter or to eorreet spa'"ing errors,)

E1 INC PRICE
E3 INC PRICE
ElO TICKET
E13 FOOD
E17 INCOME
E20 % INC.

You will now ereate formulas that will allow you
any pereent inerease. As you do this, be eareful
do so!

What we want to do is to be able to enter any
VisiCale automatieally ealculate the new tieket
totals. To do this:

1) Move eursor to F1

(This stands for inerease in priee.)

to ealeulate new tieket prices for
to make entries only when told to

pereentage into eelt F20 and iet
prices as well as the new ineome

2)

You will need to ehange the pereent inerease to a deeimal. The formula
to do this is:

pereent/I.O0 (the percentage divided by 100).

We will use eell F20 to store the pereent inerease; therefore, the formula
beeomes F20l100. To ealculate the new tieket priee, you take the old
tieket priee (C1) and multipty it by the deeimal equivalent (F20l100)
and then add it to the old tieket priee (C1), giving the following formula:

+(cr *(rzo/100))+c1

Enter the formula into F1, using the $Format (/F$): +(Ct*(f 'zOl100))+c1.
When you enter this, the new priee will still be 1.75, beeause you have
not yet entered a pereentage in F20.
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3) Move eursor to F3.

You wil l  need to use the same kind of formula to caleulate the new
ticket priee for students:

+(Q$*(F201100))+C3 (Where C3 is the old student priee.)

4) Enter the formula in F3, using tne $ format ( /F$):  +(C3*(F20l100))+C3.
ehange beeause you have not yetNotiee again that the priee did not

entered a pereentage in F20.

The next step is to ealeulate estimated ineome based on the new tieket priees. You
will use the same formulas as you did for the old tieket prieF

The formula to caleulate expeeted tieket income from adults is expected adults (C5)
* new adult priee (F1): C5 * Fl.

The formula to ealeulate expeeted tieket ineome from students is expeeted students
(C7) * new student priee (F3): C7 * F3.

These two formulas must be added together to ealeulate the total ineome from tieket
sales:

+((c5*F 1)+(C7*F3)) .

5) a. Move eursor to F10.
b. ffi
e. Enter the formula: +((c5*F1)+(c?*F3)).

6) Sinee the food ineome will not ehange, you ean direct VisiCalc to copy
the amount that is in D13 and plaee it in F13. To do this:

a. Move eursor to F13
b. ffi
e. ffiIeFEIF- (Trristel ls VisiCale to eopy D13 into F13.)

new tieket ineome (F10) and the food
ineome: +F10+F13.

enter this formula

7) Your last step is to add
ineome (F13) to get total

a. Move_ :glsor to F17

the
new

and using the $ format:
+F10+F13.

8) FINALLY, you ere ready to try out some pereentages in eell F20.

a. Move to F20
b. Enteifd'Ers means that you want to inerease both adult and

stuOent t ieket priees Uy 10X).
e. Wateh eolumn F as you press RETURN. Total ineome should be

$1101.25. If  not, go Uaet< anO cneet< your formulas.

The original problem stated that you want total ineome to be $1,ZOO.OO. Do some
experimenting with F20, trying different pereentages until total ineome is near
$ 1,2 00.0 0.

Now you are seeing VisiCale at its best! By ehanging one number, it is recaleulating
all other cells automatieallv!



Try to obtain other ineome levels: $1300
$ eoo
$ zooo

Sinee you have worked so hard, letts save this template, but use the
same title as vou did before: LESSON 3.VC.

a.
b.

Enter /SS
Enter: LESSON 3.VC and ress RETURN. The prompt line reads:
FffiSTS. Y TO REPLACE.

This is telling you that you already have a file titled LESSON 3.VC. VisiCale is
asking you if you want to replaee the old file with this new file. If so, you would
enter Y. If do not want to do this, you would press any other key.

You do want to replaee it, so press Y - The file wiII be saved as LESSON 3.VC.

If t ime remains,
eontinue with Lesson 5.

e)
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Student Note: Before starting

1) VisiCale
2) Student

LESSON 5

this lesson you will need the following materials.

Diskette
Data Diskette

of the most useful eommands of VisiCale: It isIn this lesson you will learn one
ealled the replieate eommand.

1. Load VisiC?& (or elear your screen)
2. inseii tf'e student data diskette.
3.
4. ffi
- -5. Move eursor to 81.
6.  f f i+A1 + 10

The spreadsheet should have the value 10 stored in eell A1 and the value 20 stored
in eell 81.

Assume that you want the same formula that is in eeii 81 (A1 + 10) to be stored in
eells Cl through Fl. lnstead of having to go to each eell and enter the formula,
VisiCale gives you a shorteut method. The following proeedure will demonstrate this
shorteut.

TIIE REPLICATE COMMAND

1. Make sure the eursor is in eell 81.

2. Press /R to ehoose the replieate eommand.

The prompt l ine displays: REPLICATE: SOURCE RANGE OR RETURN

The edit line displays: 81, which is the eell where the eursor is. VisiCale
is asking how many formul,as you want it to eopy. You only want it to eopy
(or replieate) the formula in cell 81. This is ealled the souree range.

3. Press RETURN to tell VisiCale that you only want 81 replieated.

The prompt l ine now displays: REPLICATE: TARGET RANGE

The edit line now displays: 81 . . . 81: followed by the edit eue.

This means that youtve told VisiCalc that you want it to replieate (or eopy)
the formula stored in eell Bl-the souree renge.

VisiCale is now asking where you want this formul,a replieated-the target
range. You want it replieated in eells Cl through Fl, therefore.

Enter Cl.F1 (Notiee that when you press the period once, VisiOale puts in 3
pmfiil-

Press RETURI{.

The eursor remains in eell 81 where the original formula is stored.
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The prompt l ine displays: REPLICATE: N = No CHANGE, R = RELATIVE

The edit l ine displays: 81: Cl Fl: +A1 with the edit eue on A1.

visicale is asking you if it should use A1 in all the formulas it is replieating(that woulo be tio OHANGE), 
". 

ir-vo"^-*; it to use a new eelt eaeh time(that woutd be RELATIVE).

You want it to use 41 in every formula.

6. Wateh the sereen as you prsg_N (for NO CHANGE). The prompt and editlines are blank. rne vatue-0Tlpp""rr 
""ro* 

the sereen.

7. Move eursor to C1.

Notiee the formula stored in c1. It is exactly the same formul,a as is storedin 81.

8' Scroll across to eell Fl,. notieing the formulas stored in eaeh eell.

9. Move eursor to A1.

10. Change the value of A1 to 20.

Notiee that visicale automatieally ehanges the value of eells cl through F1.
11. Change A1 baek to 10.

A QUrCK REVIEW

TO REPLICATE A FORMULA:

1. Move eursor to the eell whieh has the formul,a you
want to eopy.

2. Press /R for the replieate eommand.

3' Indieate the souree range-whieh formura(s) you want
eopied.

Indicate the target range-where you want the
formula(s) to be eopied.

For eaeh eoordinate in the formul,a, indieate N (for
NO CHANGE) or R (for RELATTVE).

5.
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PRACTICE TIIE REPLICATE COMMAND

1. Move eursor to eell 82.

2. Enter the formula: +A1+20

3. Replieate this formula in eells C2 through F2 (refer to the Quick Review above).

4. Seroll aeross the spreadsheet to F2, watehing the formula stored in eaeh eell.

The following values should appeer on your spreadsheet:

Cell 4'L = 10
Cells 81 through F1 = 20
Cells 82 through F2 = 30

5. Change the vaiue in A1 and wateh the other eells ehange.

6. Return A1 to the value 10.

REPLICATE USING THE RELATWE FUNCTION

Suppose you want to use a value stored in A3 and keep adding 10 to it for each cell
83 through F3. To do this, you will use the RELATIVE feature of the replieate
eommand.

1. Move the eursor to A3.

2, Enter the value 10

3. Move eursor to 83.

4. Enter the formula: +43+10

The value now in eell 83 is 20, whieh is the same as A3 + 10.

You now want to add 10 to this value and store it in C3, add 10 to C3 and store
it in D3, add 10 to D3 and store it in E3, and add 10 to E3 and store it in F3.

Again, the replieate eommand will do this very quickly.

5. Make sure the eursor is at 83.

6. Press /R for the replieate eommand. VisiCale is asking for the souree range.

7. Press RETURN to tell VisiCale that you only want the formula in 83 to be
replieated.

VisiCale is now asking for the target range.

8. Enter C3.F3 to tell VisiCale to replieate the formula in eells C3 through F3.
Press RETURN.



Visiealc is now asking if you want to use A3 in every formula (NO CHANGE) or
if you want this eoordinate to be RELATIVE. You do not want to use A3 in
every formula. You want the formula in eell C3 to use-B3 + 10, the formula
in D3 to use C3 + 10r ete. Therefore you want this eoordinate to be RELATIVE.

9. Press R (for relative).

The prompt and edit lines go blank.

10.Sero1laero@.Not ieethattheformulachangesforeaeh
of each eell is different.

11. Change A3 to 100.

Notiee how the values of 83 through F3 ehange, but the formul,as remain the
same.

12. Change A3 baek to 10.

PRACTICE THE RELATWE FEATURE

l-. Move eursor to 83.

2. Enter the formula: +43+20

Notice that the values stored in 83 through F3 ehanged.

3. Now duplieate this formula in eells C3 through F3 so that VisiCale adds 20
to EACH eell  (RELATM).

When done, you should have the following values in eaeh cell:

A3=10
83=30
C3=50
D3=70
E3=90
F3 = 110

Notiee the differenee between row 2 and row 3. In row 2, you told VisiCale
to use the same eoordinate (A1) in every formula (NO CHANGE). That is
why cells 82 through F2 all equal 30.

In row 3, you told VisiCale to add 20 to eaeh cell (RELATIVE). That is why
cells 83 through F3 eaeh inerease by 20.

The difference between NO CHANGE and RELATIVE is important.

You will now start to set up a template for the Runner's Store, whieh you
will eomplete in Lesson 6. You will need to use many of the skills you have
Iearned to format and label the eells and to enter data.
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The Runnerrs Store

You are the owner of a small retail store whieh specializes
in a few supplies for runners and joggers. you want to use
VisiCale to prediet sales for the eoming two quarters. From
past years you know the trend for certain produets during
these quarters. The type of running supplies purehased varies
with the weather. For example, the purehase of running
shorts will inerease by about 20 pereent for eaeh of the next
six months. Sweat pants will drop by about 1"0 pereent per
month for the next quarter.

DESIGNING YOUR SPRBADSHEET

1. Clear your sereen.

2. fitle your spreadsheet: The Runnerrs Store
Sales Projeetion

Make sure your title doesn't go below row 5 on your spreadsheet.

3. List the produets your store sells on the left side of your spreadhseet in
eolutnns A and B. Start with eell A9.

Jogging Shorts Store JOGGING S in A9
store 

-ibl.F-in 

89
Sweat Pants
Sweat Bands
Sweat Shirts
Taylor Shoes
T-Tops
Wrist Bands
Soeks
Zephyr Shoes

4. You will now learn how to label eaeh of six eolumns as follows:

Month Month Month Month Month Month
123456

To duplicate a labelr Vou will use the replicate command.

5. a) Move your eursor to cell C?.

b) Press the quotation mark (") to tell VisiCale this is a label.

e) Press the spaee bar 4 times.

d) Enter MONTH and then press RETURN. This will move the title to
the right side of column C. Rather than type eaeh month, you may
replieate eell C7. Follow the replieation proeedure shown below.

e) type /R
On the prompt line you will see 'TREPLICATE: SOURCE RANGE OR
RETURN.T' On the edit line you will see C7.
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f) VisiCalc wants the coordinates of the souree eell you want to replieate.
Sinee you are replieating only eell C7, press RETURN.

You should now see on the edit line:

c?. . .c72

This means we want to reproduee only what is in eell C?. Our souree
range, C7, is a single eell.

g) VisiCale now wants the eoordinate of the target eell(s) (where you want
the eopy to go).

Type D7.H7

The edit line should display:

C7.. .C7: D7.. .H7

The souree range is on the left side of the eolon. The target range is
on the right side of the eolon.

h) Press RETURN

The Label "Month" appears in eaeh of the eells of the target range (D?
through H7). Move your eursor aiong row ? to verify this.

6. Next you will replieate a formula whieh will number the months 1 through 6.

a. Move your eullg! to eell C8. '

ffi.

b. Move your eursor to eell D8.

Enter this formula: +(C8+1)
the value stored in C8 and add 1 to it.

e. Press RETURN.

The value 2 appears in eell D8.

d. Type /R for replieation.

e. VisiCale wants the eoordinates of the souree range. Sinee we are again
replieating the eontents of a single eell, D8, press RETURN.

You should now see on the edit line: D8...D8:
This means that we want VisiCale to replieate the formula found in D8.

Visieale now wants the coordinates of the target range (where it is to
be duplieated).

f. Tvpe E8.H8 to tell VisiCale that we want it to take the formula that
is stored in D8 and replieate it in cells E8 through H8.
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LESSON 6

Student Note: Before starting this lesson, you will need the following materials.

1) Visicale Diskette
2) Student Data Diskette
3) Handout 5 - "The Runnerts Storerl

If you are continuing direetly from Lesson 5, skip steps 1 through 3 below'

Load VisiCalc. Remove diskette.
iffifSTldenl Data Diskette.

.

You wffi6lilEish setting up the template you began in lesson 5.
Based on past years, you ean make some assumptions about sales which
will help projeet your income for the next six months.

The items whose sales will inerease and the amounts of their inerease
are shown below:

Jogging Shorts + 10% Per month
Sweat Bands + 5% Per month
T-Tops + 10% Per month
Wrist Bands + 20% per month
Zephyr Shoes + 5% Per month

The items whieh show no ehange are:

Taylor Shoes
Soeks

the amount of their decrease

1.
2.
3.
4.
5.

Items the sales of
over the next six

Sweat Pants
Sweat Shirt

which will decrease and
months are:

6. Enter the foUowing gross sales for Month 1:

Jogging Shorts
Sweat Pants
Sweat Bands
Sweat Shirts
Taylor Shoes
T-Tops
Wrist Bands
Soeks
Zephyr Shoes

- 5% per month
- 2% per month

$ sag
650
L25
469
478
150
78

2t0
1129
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7.

Item

The formulas for the eells in Column D (Month 2) showing growth of
sales are shown on the ehart:

Inc./Dee. Cell Formula

Jogging Shorts +10% D9 +C9*1.1
Sweat Pants -  5% D10 +C10*.95
Sweat Bands +5% D11 +cl1*1.05
Sweat Shirts -2% DI2 +cl2{, .98
Tavlor Shoes No Change D13 +C13
T. Tops +10% D14 +C14*1.1
Wrist Bands +2096 D15 +cl5* 1.2

8.

No ChanEe D16 +c16
r Shoes + 5% DI? +c17*1.05

Enter the formut@ Do not format for $.

Onee the formulas have been entered, your spreadsheet should eontain
the following values in eaeh cell:

Cell Value

9.

D9 603.9
D10 61?.5
D11 r  31, .25
DLZ 459.62
D13 478.
D14 1 65.

m
D16 2 10.
D17 1185.45

Replieate the formulas just entered in column D for the remaining four
months as follows.

To replieate the forrnula for jogging shorts:

a.
b.
e.
d.

Pterq II,ETURN (sets the souree range as the formula in eell D9).
FFeffi'g-E Ts€ts the target range-where the formula is to be
rejTated).__

e. Press RETURN. VisiCale is asking if Cg is NO CHANGE or
mmmE.
The sales projections given in this problem are for eaeh month.
For example, the sales of jogging shorts will inerease 10% eaeh
month, based on the previous month's sales. This means that the
coordinate in the formula is relative. The formul,a for E9 should
use the value stored in D9. The formula for F9 should use the
value stored in E9, ete.

f. Press R for Relative.
g. Seroll aeross row 9 looking at the formula and the value of eaeh

eell.

Repeat this procedure for the formul,as stored in eells D10 through D17.

JO

Move vour eursor to eell D9.
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1l-. Notiee the values are to four deeimal plaees. Sinee these are gross
dollar sales, we need them formatted for dollars. This can be done by
using a command whieh will ehange the entire sheet at onee.

t2,

13.

Press /G for the global eommand. ("Globalu means that it will affeet
the entife spreadsheet.)
The Prompt line displays: GLOBAL: C O R F
Press F for Format.
The Prompt line displays: FCRMAT: D G I L R $ *
Press $ to format in dollars and eents. As you do this, the entire
spreadsheet is ehanged to the $ format. Notice, however, that the
number of eaeh month has also ehanged to the $ format. You will now
ehange the number of eaeh month baek to an integer.
Move the eursor to eell C8.
Fffilnange the format of this cell only to Integer (whole
numEeril
Move the eursor

14.

15.
16.

t7.
18.

to eell D8. Format to I as you did above.
Instead of navlifEll6ffi-at E8 through H8 individually,
replieate eommand to replicate the format as well as

19.

A new shorteut!
you ean use the
the formula.
Replieate the formula stored in D8 in cells E8 through H8. Notiee that
the $ format is replieated along with the formula!
It would be nice the see the totals for eaeh month. Add a eolumn
total for eaeh of the six months by doing the following:

a. Move the cursor to eell A19.
enter the Iabet TOTAL

Move the cursor to eell C18.
This tells VisiCale to repeat

n. The next symbol you type
will be repeated. Press the hyphen key (-), and then press
RBTURN.

Replieate the dashed lines for all eolumns.

Move the eursor to eell C19.
ffiffiGln column c by entering:

@suM(c9...c1?)

Replieate the summing for all eolumns. Notiee that when VisiCale
asks for NO CHANGE or RELATIVE' it does so for both
eoordinates in the formula. In this ease, both are RELATIVE' so
vou must enter R two t imes!

f. Scroll aeross row 19 to study the formula stored in each cell.

Save your template as follows:

22, Complete Handout 5 - 'rThe Runnerrs Storerl

I f  t ime remains,
continue to Lesson 7

?ac{

b.

e.

d.

e.

2r.

Press /$S
rype-sox o.vc.

a.
b.



LESSON 7

Student Note: Before starting tlris lesson you will need the following materials:

1. VisiCale Diskette
2. Your Data Disk
3. Handout 6 - ttReeord Salestt

Today you will be keeping traek of reeord sales for a reeord store for the month of
August. You will learn about several new VisiCale formatting funetions as you do this.

These functions inelude eommands whieh will allow you to scroll aeross the VisiCale
spreadsheet while keeping the row labels on the sereen, and seroll down the spreadsheet
while keeping the eolumn labels on the sereen. You will also learn how to use dashed
lines to format your spreadsheet.

Commands whieh you will review in this lesson inelude formatting dollars, formatting
whole numbers, and replieation.

PROCEDURE

(tf you are eontinuing directty from Lesson 6, elear your sereen and omit steps 1 and
2 betow.)

1. LOAD VisiCale.

2. Insert your Data Diskette.

3. Format and label the spreadsheet as shown below:

a. Label the spreadsheet: put the tifle REcoRD SALES FoR AUGUsT in
eells 81 through E1. Add the following labels in the eells specified.
Use the quotation mark (") to spaee the labels to make them easy to read.

Label

Ree. Tlpe
Sales
%Sales
Aecurate
Aeeurate
To .00
To Whole
Classieal
Country
Roek
Jazz
Popular
Tot.Sales

Cell

A4
B4
C4
D4
E4
D5
E5
A7
A9
Al l
A13
A15
A18
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Putting lines
you will use

Press /-

Press -
Press RETURN
Re-i-ficate-[EFLine in cells 816 through E16.

Formatting Cells Use the dollar format to set up your cells. Type /F$ to
format the following eells:

B7 89 811 813 B15 B18

Creating a Formula for % Sales. The ratio of eurrent sales to total sales is
ealeulated by dividing sales (B7) by total sales (B18). By multiplying the result
by 100 we find the pereent of sales. Enter the followinE formula in cell C7.

+((87/818)*100) Notiee that ERROR is printed in cell C7.

Lets take a look at the ERROR message in C7. It is there beeause the
formula stored in the eell is divided by the value stored in B18. At this point,
you do not have a value in B18; therefore, VisiCale is dividing by zero and it
results in an ERROR message.

To eliminate this error message:

Move the eursor to B18.
ffiands for Not Available)
Press RETURN.

Notiee that C7 now displays NA. In faet, all formulas that inelude 818
them will now result in an NA message. You will leave the NA message
B18 until you enter the amount of sales later in this lesson.

Replieate the formula for all five types of records as follows:

Move the eursor to C7.
ffi
Press RETURN to identify CZ as your souree range.
Entef f iaeyouon1ywant i t repl ieatedinca,this isyourtarget
@
VisiCalc is asking if you want the coordinate B7 to be the same (No
Change) or if you want it to be relative to the position.
Enter R for Relative.
It is now asking if you want the eoordinate 818 to be the same (No
Change) or if you want it to be relative to the position. Since you
want B18 to be the same in all formulas, PRESS N (for No Change).

Repeat this proeedure for: Cg Cl1 C13 C15

Note: Eaeh eell must be done individually (using the replieate eommand).

on your spread sheet. To put dotted lines on your ehart,
/ and - keys. Move your eursor to cell .{16.

(This te[s VisiCate that you want it to repeat some symbol
aeross all of 416.) VisiCale is now waiting for you to tell it
whieh symbol you want repeated.

4.

5.

o.

a.
b.
e.

ln
in

4

a.
b.
e.
d.

8.
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9. Format Column D to Dollars.

a. Move the eursor to D7.
b. Format to dotlars"

@eontainsDUF$.Formatt ingtodol IarswiI leause
VisiCalc to round to the hundredths plaee (two deeimal plaees).

e. Enter the formula for % sales in eell D?:

+((BUB18)*100)

d. Replieate this formula in eells D9, D11, D13, D15. (Use the same
proeedure as above!)

10. Format Column E to Whole Numbers.

a. Move the eursor to 87.
b '@neE?/FIroundstothenearestwholenumber)
e. Enter the formula for % sales in eell E7:

+((BuBl8)*100)

d. Replieate this formula in cel ls E9, E11, 813, E15.

Note: You eannot replieate aeross eolumns beeause we have ehanged formats between
columns (/nI, 7pE1. "Replieate" also replieates format eommands.

1L. Set Tit les.

The Titles eommand allows you to fix rows and columns in plaee so that they
remain in view as you seroll the window over the worksheet.

The position of the eursor at the time you initiate the Titles eommand
determines whieh column(s) and/or row(s) the VisiCalc program will fix as titles.

a. Move the eursor to A7.
b.f f i

/TV, the Vertical Titles eommand, fixes all eolumns at and to the left
of the eursor. Thus, if you wanted to fix eolumns A and B, you would
position the eursor anywhere on B. If you wanted to fix only eolumn
A, you would plaee the eursor on column A.

e. Move the eursor over several eolumns to the righl Notice that eolumn
sor baek to the left

and note that the eursor will go no f
to move the eursor to eolumn A is to use the GO TO (> ) command.

d. Move the eursor to 86.
e.f f i

/TH, the Horizontal Titles eommand, fixes all rows at and above the
eursor. Thus, if you wanted to fix rows 1 and 2 as titles, you would
pl,ace the eursor anywhere on line 2. If you wanted to fix only row 1,
you would plaee the eursor on row 1.
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g.
h.

f . Move the eursor down several rows. Notiee that rowsl through6are
baek several rows ande the eursor

note the eursor will go no further than eell B7.

The only way to move the eursor above row 7 is to use the GO TO
( )  )  command.

Move the eursor to A6.
ffi

/TN negates the Titles Command. You ean remove titles by typing /TN
with the eursor at any position on the worksheet.

Move the eursor down several rows and baek up and note
have been removed.
Move the eursor aeross eolumns to right and baek. Note
have been removed.
Move eursor to A6.
Press /TB

/TB fixes both row(s) and eolumn(s) at the same time. The rows will
be fixed at and above the cursor and the eolumns will be fixed at and
to the left of the cursor. For example, if you wanted to fix rows 1 and
2 and eolumn A, you would position the eursor at A2.

Move the eursor aeross the eolumns and down rows to see what limits
have been set in both direetions.

Save your Template.

&. Call this template LESSON 7.VC.

b. Clear spreadsheet:
Twe /CY

ReeaII vour Template.

To seroll the eatalog of lessons you have saved:

l .

j .

k .
1.

the limits

the l imits

load this
the exact

12.

13.

a.
b.
e.
d.

Press /SL
Press + keli to seroll eatalog
Continue serolling the eatalog to find LESSON ?.VC.
When you find LESSON ?.VC, press RETURN. VisiCale will
file. You ean use this proeedure to load a file if you forget
name.

Complete Handout 6. "Reeord Sales,tr before eontinuing.t4.
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15. Printing your Spreadsheet:

Always move your eursor to eell A1 before printing.
Press /P - note prompt line.
Press RETURN; note prompt line. VisiCale wants to know the lower
right-hand eell to be printed, whieh is E18.

a.
b.
e.

d.
e.
f .

Press EL8
Mlffi your
Press RETURN.

printer is turned on.
The Spreadsheet wiII be printed.

If t ime remains,
eontinue to Lesson 8
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LESSON 8

Student Note: Before starting this lesson, you lvill need the following materials.

1) VisiCale Diskette
2) Student Data Diskette

Lesson 8 will teaeh you three ways of eorrecting mistakes. You will review skills
from previous lessons and learn ways to make your template more versatile through
the use of Global Commands. If  you are eontinuing directiy from Lesson 7, omit Step
I below, and elear your sereen.

1. Load VisiCale. Remove Diskette.
2. tnsert voF-D-ata Diskette.

EDITING

VisiCalc allows you to eorrect mistakes through the use of several editing proeedures.
Follow the procedure described below to ehange an entry:

1. Edit ing using the ESC kev:

a. enter a label by typing GARBAGE (do not press RETURN)-
b. eliminate this label by pressing ESC until GARBAGE has disappeared

from the Edit line and LABEL has disappeared from the prompt line.
This is one way to edit.

This procedure should be used when you have made an error, but have not yet pressed
the return key.

2. Edit ing using the CTRL-E Key:

a. move eursor to F10.
b. ffi

+(F1*C20)+(F3*Cl5) and do not press RETURN.
e. Press CTRL and E at the same time.

@Inedisplays[El t r ] :VALUEandtheeurSorremains
at the end of the formula.

You are now ready to edit the formula. You will ehange C20 to C5.

d. Press the + key 10 t imes (eursor is on parenthesis).
e.  e the 20.
f. f f iress RETURN.
g. Use tfre * Xey lnC ESC to ehange C15 to C7.
h. When both ehanges have been made, press RETURN to enter the formula.

This procedure (CTRL E) should be used when you have made a small error in a Iong
formula, but have not yet pressed the return key. When you use this method, you do
not have to retype the entire formula.
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3. Editing using the /q gommand:

fVlove eursor to FLl.
ffiormula:

+(F1*C20)+(F3fC15) and press RETURN.
Sinee you have pressed the RETURN, you cannot
using the above proeedure. To correct the entry:

by

in

a.
b.

e.

correet the entry

to eorreet errorsPress /E for the edit command. This allows you
formulas without retyping the entire formula.

Notiee that the Edit Line displays the formula for eell Fll with the eursor at the
beginning. You will learn how to change C20 to C5,

d. Press + key 8 ti*"r (eursor is on parenthesis).
e. ffiemove the 2o-
f . f f i
g. FresrnETUnN to store the eorreeted formula in celt F11.

This procedure (/e) snodd be used when you have made a small error in a long
formula and have already entered it by pressing RETURN. When you use this method,
you do not have to retype the entire formula.

4. Praetiee this proeedure by ehanging C15 to C7.

A FINAL REVIEW

Clear your template by typing lCy. .

Enter the following labels in the eells indieated:

1.

2.

A

VISICALC

VERY

POWERFUL

B

COSTS

C

ABOUT

D

$1 20

IS
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3. Using the /B eommand, ehange $120 to $250, and ehange VERy to EXTREMELy.

4. Clear the sereen (use /C).

5. LqqQ in file LES|SON 2-1.VC from your Student Data Diskette.

6. Enter KBNT in eell A9.

Notiee that the sum of the values 502 and the average is 100.4.

7. Enter 85 in eell  89.

Notiee that the sum and average did not ehange even though there is an
additional seore in the list. Letfs see why they did not ehange.

8. Move the eursor to 816.

Look at the Entry Line. The formula tetls the eomputer to add cells B10
through B14 only. That is why the seore in eell Bg is not ineluded in the sum.

9. Press /E to ehoose the EDIT eommand.

Notiee that the Edit Line displays the formula stored in eell 816:
@suM(810.. .814).

10. Press the + key 8 times to move the edit eue so that it is after the rf10"
on of the formula).

11. Press the BSC key 2 times to delete the number 10.

12. Enter in trgn (the correet eeil).

13. Notiee the sum of the numbers (587), as you press RETURN. The value in 89
(85) has been ineluded in the sum.

14. Using this same proeedure (see 9 through 13), eorreet the formula used to
obtain the average of the numbers. (evnneCE should equal 9?.83333.)

GLOBAL COMMANDS

The next part of Lesson 8 will show you how to use the tt76tt (6trgBAL) eommands:

1. Enter /G to use the GLOBAL eommand.

2. Press F to ehoose the FORMAT option.

The GLOBAL FORMAT eommand will ehange the entire spreadsheet visually.
@tthedataaetual lys1oredinmemoiydoesnotehange.

3. Wateh the sereen as you press the $ key. The 'r$n told the computer to ehange
all values to display two deeimal plaees (as if you wanted to show dollars and
eents).



4. Enter /G

5. Press F

6. Wateh the sereen as you press the I ke:y. The ?rlrr told the eomputer to ehange
all values to display integers only.

Even though the value shown in cell 818 is an integer, the decimai portion of
this value has not been lost. The entire original value is still stored in memory.

7. Enter /G

8. Press F

9. Wateh eell B18 as you press G

The ?rc?r told the eomputer to go baek to the GENERAL (original) format.

10. Enter lG to enter the GLOBAL eommand.

11. Press R to ehoose the RECALCULATION option.

This option will allow you to ehoose if you want the computer to ealeulate
formulas as you enter the data or wait until you have all the data entered
and then perform all the ealeulations.

'J.2. Press M to choose the MANUAL option. This telis the eomputer to wait to
perform the ealeulations until you manually give it a direction to eomplete
the ealeulations.

13. Inerease all values in cells 89 through 814 by 5 points.

Notice that the sum (58?) and average (97.83333) did not ehange as you entered
the data.

You now need to tell the computer to eomplete the ealeulations for sum and
average.

14. Wateh the sum and average as you press !. The I'ln told the computer that
you wanted it  to eomplete the ealeulations. (Sum = 617; Average = 102.8333).

The MANUAL RECALCULATION option is stitl in effeet and will remain until
you ehange the GLOBAL eommand.

15. Enter /GR to ehoose the GLOBAL RECALCULATION option.

16. Press A to tel l  the computer to return to the AUTOMATIC RECALCULATION
otiiott. This means that VisiCale will reealeulate automatieally whenever you
enter a value.

L7. Enter /G to enter the GLOBAL eommand.

66



18. Press O to ehoose the ORDER OF RECALCULATION option.

This option lets you ehoose whether you want the rows or eolumns ealeulated
first.

19. Press R to tel l  the eomputer to ealeulate the rows before i t  calculates the
eolumns.

Notice that the letter next to the direetion indieator has ehanged to "R'r to
indieate that ROWS are being caleulated before COLUMNS.

NOTE: This eommand will very seldom affeet any values unless you have a
large, eomplex spreadsheet.

20. Return the ORDER OF RECALCULATIONS to COLUMNS by entering /GOC

A QUICK REVIEW

Making eorreetions:

1. I f  you have not pressed RETURN
a. Use ESC key to baek up and

erase.
b. Use CTRL E to eorrect longer

formulas to avoid retyping the
entire formula.

2. I f  you have pressed RETURN
a. Use /E to eorreet without having

to retype the entire formula.

GLOBAL COMMANDS

iGF$ Entire spreadsheet is set up with
2 deeimal plaees

/GFI Entire spreadsheet is set up as
integers

/GFG Entire spreadsheet is set up in
GENERAL (or ig inal)  format

/GRM VisiOale will not ealeulate
formulas unti l  directed with !

/GRA VisiCale automatieally ealeu-
lates as each entry is made

/GOC VisiCale ealculates eolumn by
eolumn

/GOR VisiCalc ealeulates row by row

Congratulations! You've completed
the Lessons. Continue on with your
problem application if you have been
assigned one.
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PROBLEM APPLICATIONS
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Name

CASH PROOF

The Sullivan Shoe Store, sellers of the really big shoe, would like you to
develop on VisiCale a Cash Proof sheet that eould be used eaeh day at the
elose of business.

Cash is proved at the end of eaeh day by the following sirnple formula:

Cash Sales
+ Cash Reeeived on Aceount
=

Cash in drawer should equal Total Cash Reeeived to be in balanee.
If eash in drawer is less, then eash is short. If cash in drawer is
more than Cash Reeeived, then eash is over.

Set up a spreadsheet on VisiOale for a simple eash proof. Store the spreadsheet
on your student data diskette with only titles and formulas using the file name
CASH PROOF. Use global formatting for dollars and eents.

Use the following eells to reeord your data in:

CASH SALES C3
CASH RECEIVED ON ACCOUNT C5
TOTAL CASH IN DRAWER C7
CASH OVER (-  SHONT) Cg
TOTAL CASH RECEIVED C13

Insert the following data set on your VisiCale spreadsheet. Then answer
whether eash is short or over and bv how much.

Cash Sales 350.00
Cash Reetd on Aeet. 150.00
Cash in Drawer 502.00

Cash Over (- Short)

Now try these data sets:

SET 1 SET 2 SET 3

Cash Sales 459.50 123.49 386.85
Cash Ree?d on Aeet. 225.00 225.75 113.59
Cash in Drawer 683.85 350.00 499.00

Cash Over (- Short)



You need:

PAPATS PIZZA PARLOR

VisiCale Diskette
MECC Template Diskette

Name

on hand maximum

Papars Pizza Parlor keeps its inventory on VisiCale. You are in eharge of
keeping stoek on hand and therefore must enter data, determine if an item
must be reordered and amounts to reorder. It is also important that you know
the total value of vour inventorv.

1. Load VisiCale.
2. Insert MECC Template Diskette.
3. Load TEMPLATE NO. 3.VC
4. Enter the following data for stoek on hand:

eost/unit

Pepperoni .95
Sausage 1.25
Mozzarel la L.10
Tomato Sauee .87
Herb Blend 2.10
Mushrooms .6?
Ripe Olives .98
Onions .47
Canadian Baeon 1.98
Flour .49
Shortening t.42
Salt .08

165 250
190 200
115 200

18 60
t2 25

110 90
t2 25

ttz 115
120 L25
190 300
110 125
11 25

mlnlmum

100
100
100
15
10
30
10
75
90

150
50
10

5. Go to eell G8.
Write down the formula from the entrv line.

The value for D8 is the amount of pepperoni on hand.

The value for H8 is'the amount of pepperoni whieh has been used.

The value for F8 is the point at which pepperoni must be reordered (the
minimum amount you ean have on hand). If the amount of D8 + H8 is
less than F8, a numeral 1 is plaeed in the eeII. This would mean that
pepperoni should be reordered.

Whieh items need to be reordered:

6. List the total value of the inventory.
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7. How does your template find a total value for the amount of each item
you have on hand? (see eell J8)

8. If you have a negative value in your amount to reorder eolumn, what does
this indieate?

Whieh item has a negative value?

sinee you are dealing with perishables, what might you need to do to
solve this problem?

9. At the end of Friday you enter the amounts of the various items whieh
have been used that week. First ehange the date on the template from
I/15/83 to I/22/83. Enter these amounts:

Pepperoni 78 Herb Blend S Canadian Baeon 70
Sausage 40 Mushrooms 20 Flour I52
Mozzarella 92 Ripe Olives b Shortening 70
Tomato Sauee 10 Onions S0 SaIt s

Now list which items need to be reordered and the amount to reorder:

Item Amount Item Amount

10. List the total value of the inventorv.

11. Go to eell  18,

Note the formula in the eell: +((E8{D8-H8))

Describe the value eaeh eell in the formula eontains:

E8 D8 H8

Describe what happens when this formula operates.



1.

PER.SONAL BUDGET

Load VisiCalc. Remove Diskette.

Using the MECC Template Diskette, Ioad TEMpLATE NO. 4.VC

This is a personal budget spreadsheet. iVlove the eursor so that you scroll
aeross aII the eolumns. There are expense eategories (eolumns E through
M), a total income column (eolumn B), a total expense column (column C),
and a eolumn that ealeulates the differenee between total ineome and total
expenses (eolumn D).

Move the cursor so that you seroll down all the rows. There is one row
for eaeh month of the year as weII as a TOTALS row whieh will total
eaeh eolumn. This spreadsheet will be completed for Julie, a high sehool
junior working part time and living at home. she is paying some board
and room.

Begin eompleting this spreadsheet by entering Julie's estimated ineome for
eaeh month of the year as follows:

January through May = 200.00 per month
June, July, August = 300,00 per month
September through Deeember = 225.00 per month

Julie must pay $25 per month during the school year and
in June, July, and August for room and board. Enler these

4.

5. $30 per month
amounts under

housing. How mueh is her yearly housing eost? g

As you enter these amounts, notiee that VisiCale automatieally ealeulates
the total expense and the difference between income and expense.

Julie is trying to save for a vacation trip with her friends in July. she
wili need $120.00 for the trip. Therefore, she is hoping to save $zo.oo
eaeh month from January through June.

Enter this estimated savings for those months.

7. Julie usually spends approximately $60.00 on Christmas gifts. She will
begin saving for this in JuIy and eontinue through Deeember saving $10.00
per month.

Enter this estimated savings. How mueh is Julie ptanning to save this year?
$

8. school expenses are usually 20.00 per month (except June, July, and August).
However, she will be having her senior pictures taken in August. She will
have to pay $80.00 for this. Her parents wi[ pay the rest.

Enter $20.00 for sehool expenses during the sehool year and $90.00 for
August.

for

=trHtc
Her total sehool expenses the year are $



9. Jul ie must pay a port ion of the ear insuranee as well as buying her own
gas eaeh month. This amounts of 40.00 per school month. Sinee she drives
more in the summer, her gas bi l l  is $50.00 during June, July, and August.

Enter these amounts in the transportation eolumn.

Her transportation expenses for the year are $

10. Jul ie eontributes approximately $10 per month to her
organizations. However, in August she wil l  eontribute an
United Wav.

Enter these amounts in the
eontributions for the vear eoual

Contribution eolumn.
$

ehureh and other
addit ional $10 to

Julie's estimated

11. Jul ie must purehase her own personal eare i tems sueh as eosmeties, hair
euts, and shampoo. This eosts approximately $30 per month all year long.

Enter these estimates. How much does Julie expeet to spend this year on
personal eare? $

L2. Clothing, food, and recreation costs vary greatly from month to month.
Before Juiie estimates these expenses, she would l ike to know how mueh
income she has left. Fill in the following ehart. It will let Julie see
approximately how mueh she ean budget in eaeh eategory.

Total Ineome Total Expenses Differenee

January
February
Mareh
ApriI
May
June
July
August
September
October
November
December

l-3. Jul ie estimates that her food (away from home) wil l  eost $20.00 per sehool
month anO $40.00 per summer rnonth (June, July, and August).

Enter this in the food eolumn. Total vearlv food eosts are $



L4. Julie has only
needs to know

two eategories left to
how mueh money she

Differenee

$
$
$
$
$
$
$
$
$
$
$
$

estimate. These
has left. FiIl in

are flexible and she
the following ehart.

January
February
Mareh
Apri l
May
June
July
August
September
Oetober
November
Deeember

Letfs look at Jul iers
for her vaeation and
Is this possible?

15. elothing budget. She would like to buy new elothes
for sehool in September.

How?

16. Enter the following amounts

January - May 
:June

July =
August =
Sept. - Dee. =

Total elothing budget

for Julie's elothing budget:

$20.00/month
$1 00.00
$80.00
$zo.oo
$50.00/month.

$

17. Julie will probably spend the rest of her money
Enter these amounts on the spreadsheet.

Fill in the following ehart:

Month Reereation

January - May
June
July
Aug. - Dee.

Juliers budget should now be 'rin balanee.tr That
equals her expenses. If she would be laid off or
will she have to do to her expenses?

reereation eaeh month.

means that her income
eut back at work, what

$
$
$
$

18.



19. If she decides to buy a new $?0.00 ski
she eould eome up with this amount.

1.

2.

If you have aecess to a printer, print
attaeh it to this worksheet.

outfit in November, list two ways

out a eopy of Julie's budget and20.



Name

COMPOUND INTEREST COMPARISON

1. Load VisiCale. Remove Diskette.

Using the MECC Ternplate Diskette, load TEMPLATE NO. 5.VC

You have $100 to deposit in a savings aeeount. You have learned that
there are different types of aeeounts that aeerue interest at varying rates.
Enter the following data related to the savings aeeounts you have eheeked.
See how mueh interest wil l  be earned if  the money is invested for different
Iengths of t ime at varying interest rates.

Interest
Rate YearsPrineipal

1 00.00
I 00.00
100.00
1 00.00
100.00
100.00
100.00
1 00.00
100.00
1 00.00
100.00
10 0.0 0

5.250
5.2 50
5.2 50
5.250
5.250
5.250
6.000
6.5 00
7.250

1 1.500
t2.364
1 2.500

.25

.50

. (c
1.00
5.00

1 0.00
5.00
5.00
5.0 0
5.00
5.00
5.00

Answer the following questions based on the table you have generated.

NOTE: This template is currently set up for global manual reealculation.
(See Lesson 8.)

Interest
Rate

5.25
5.25
5.25
7.25

12.50

Years

Whieh wil l  earn more interest?

1. $100 at 5.25% for L0 years
2. $100 at L2.5% for 5 years

What is the differenee if eompounded daily?
78

lnterest Earned if Compounded:
Dailv Quarterly Annually

I
5

10
5
5



2. Load Vis iCale.  Remove Diskette.

Using the MECC Template Diskette,  load TEMPLATE NO. 5.VC

Cheek to see what the ending value of a $1000 investment wil l  be i f
invested at a eonstant interest rate, but for a varying number of years.
Enter the fol lorving data relative to the investment to determine what the
ending values will be.

the fol lorving questions based on the

This template is eurrently set up for
(See Lesson 8.)

value of $1000 invested at 107o for:

Years

table you have generated.

global tnanual recaleulation.

Compounded:
Quarterly Annuaiiy

a thirty year period if  interest is

Principal

1000.00
1 000.00
10 00.00
1 0 00.00
1000.00
1 000.00
1 000.00
1000.00
1000.00
1 00 0.00
1000.00
1 000.00

Interest
Rate

10
10
10
10
10
10
10
10
10
10
10
10

I
2
3
4
5
6
7
8
I

10
20
30

Answer

NOTE:

Ending

Years DaiIy

How rnuch more interest is earned over
compounded daily rather than quarterly?

Quarterly rather than annually?

Daily rather than annually?

t

5
10
30



3. Load VisiCale. Remove Diskette.

Using the MECC Template Diskette, load TEMPLATE NO. 5.VC

Enter the following data related to the investment of $100 at varying rates
of interest for varying numbers of years.

Interest
Rate Years

5.25
6.50
7.00
?.50
9.00

10.50
11.? 5
r3.50
15.7 5
16.00
1 7.00
18.00

Answer the following questions based on the table you have generated.

NOTE: This template is eurrently set up for global manual reealeulation.
(See Lesson 8.)

How great a differenee is there in interest earnings on $100 invested for
five years for each example listed:

Principal

1 00.00
100.00
100.00
100.00
100.00
100.00
10 0.0 0
100.00
100.00
100.00
100.00
1 00.00

Interest
Rate

Interest Earned if Compounded:
Semi-

Daily Monthly Quarterly Annually Annually Difference

5.25
7.50

1 1.75
18.00



Name

TRAVEL EXPENSE REPORT

1. Load VisiCale. Remove Diskette.

Using the MECC Ternplate Diskette, load TEMPLATE NO. 6.VC

E;tter the follo:r'ing expense report data for business trips your boss made
last rronth.

f ' l
EXPL,NSE RTJPOR'I

, I ILEA(iE COS'I  IJt ' t iAK

( lost  r )cr  ml le = 2l  l

t )A IE

8
t0
l l
l6
l8
'10

: l
21
25
2i
28
29
3lJ
JI

l ( )

\1 inncrpol is
i ) looruing ton
\ l inneapol is
New l{ope
Chisago
S t  i l l  watef
t3rooklyn Park
St.  Cloud
flopK l ns
l)uluth
St.  Parr l
Eden Prair ie
Wil lmar
St.  Paul

,1.62 0.00
1.83 0.00
4.20 0.00

12.18 0.00
13.23 0.00
9.8? 0.00

12.39 0.00
32.76 ,1.25
10.08 rJ.00
38..13 3.89
35.07 1.58
t2.39 0.00
26.6? 4.58
28.35 0.00

t ' i to l l

St .  Paul
St.  Paul
St.  Paul
St.  Paul
St.  Paul
St.  Paul
St.  Paul
St.  Peul
St.  Paul
St.  Paul
Llulu th
St.  Paul
St.  Paul
W il l ln i lr

LUNCIi

0.00
0.00
0.00
0.00
5.50
5.60
1.26
6.54
3.88
5.3 5
4.99

5.42
1.67

[VENING

t3.00
0.00
0.00
0.00
9.?8
0.00
0.00
9.95
0.00

r 2.00
0.00
0.00
9.6?
0.00

d trS/ ' l 'A\l l()fh,L ()'l 'r{riB

0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
c.00 0.00
0.00 0.00

32.39 0.00
0.00 0.00
0.00 0,00
0,00 0.00
0.00 0.00

2. '25
I .7 J
1.5U
0.00
0.0 0
0.00
0.0 t)
u.0 t )
0.00
0.0u
0.00
0.00
0.0 tJ
IJ.IJIJ

22
23
20
58
03

59
156
t8

183
l6?
59

r27
135

Ansrver the following questions based on

Total miles driven

Cost of mileage

Luneh expense

Hotel expense

Total expense for the 1lth day
of the month

TOTAL EXPENSE FOR MONTH

the expensereport you ereated.



2. Load Vis iCale.  Remove Diskette.

Using the MECC 'fernplate Diskette, load TE|'4PLATE NO.

Enter the fol lorving expertse report data fcr business tr ips
last lnonth.

i5
EXP!]NSE RIPOIt ' I '

6.VC

your boss rnade

Cost per rni le = 22c

U.! l -u l ' l to l l fOl l l l l iA( j l i

J  St .  Parr l  i lutchinson 170
5 St.  Paut I le l le Plaine t25
0 St.  Paul  \ l innetoi lka ' t2

? St.  Psul  l lemidj i  '137
g tsemidj i  St .  Paul  2{5

l0 St.  Paul  Mounds Vrew 33
t2 St.  Paul  \ toorhedd 249
13 Moorhead Vic in i ty 20
t4 l\4oofhead St. Paul 247
l8 St,  Paul  i l l inneapol is 14
21 St.  Paul  Uinneapol is 18
25 St.  Paul  Minneapol is 22
26 St.  [ 'aul  New Brighton 27
30 St.  Paul  White Bear Lake 3l

I ,UNCII  i ] \ 'ENINC i IUTEL

5.50 9.7S u.r j0
1.98 0.0rJ 0.00
3.75 0.00 () .0u
5.97 10.{5 0.0()
5.85 9.6? {J.00
3.85 0.r i0 0.00
6.40 I  0.98 38.52
6.65 I  t .?0 38.5?
r i .50 0.00 0.00
0.00 1u.25 0.00
5.?0 12.40 0.00
6.65 13.00 0.00
0.00 0.00 0.00
3.55 0.00 0.00

cos I

3i.40
27.50
I 1.44
52.1{
5 3.90
7.26

5,1.  ?8
{.40

54.3 4
3.08
J.96
4.84
5.9{
6.8 2

rJ.00
0.00
0.00
{. .15
{.  ?0
0.00
t  o<

'1 .90
) .2 5

0.00
5.50
i .J t

0.00
0.00

0fr tER uus/fAi \

0.00 r j .0u
0.00 0.00
{J.00 0.0t)
{J.50 0.u0
0.00 0.00
0.00 0.00
1.10 0.00
0.00 rJ.00
0.00 0.00
0.00 2.51)
0.00 J.?5
0.01J { .u0
0.00 0.00
0.00 0.00

Ansrver the following questions

What eity did your boss travel

expense report you ereated.based on the

to on Day 7?

Cost of mileage

Meal expense

Other expense

Total living expense for 7th day
of the month

TOTAL EXPENSE FOR MONTH





Name

SERVICE BUSINESS
INCOME STATEMENTS

PROBLEM #1

1. Load VisiCate. Remove Diskette.

2. using the MECC Template Diskette, toad TEMpLATE No. g.vc

3. This spreadsheet will allow you to eompile an ineome statement. you will
be able to test the effeet of inereases in sales and expenses on gre net
ineome.

Enter the following amounts in the appropriate eells:

Sales = 3000.00
Vending Maehines Ineome = 900.00
Eleetrieity Expenses = 800.00
Miseellaneous Expenses = 1?5.00
Rent Expenses = 1500.00

4. Fill in the following amounts:

Total Sales - $
Total Expenses - $
Net Ineome = $

5. If  sales inereases to 4000.00, what is the new net ineome?

$

6. Inerease eleetrieity expense to $j.000.00. what is the new net ineome?

$

7. Deerease sales to $1?25.00. What happens to net ineome?

8. change vending ineome to -0-. what happens to net income?



Name

SERVICE BUSINESS
INCOME STATEMENTS

PROBLEM #2

1. Load VisiCalc. r1emove Diskette.

2. Using the &IECC Template Diskette, load TEMPLATE NO. 8.VC

3. Enter the following amounts in the appropriate eells:

Sales = 109 57 .Lz
Vending Maehine Ineorne = 1568.43
Eleetricity Expenses = 3476.51
Miscellaneous Expenses = 1784.92
Rent Expenses = 5850.00

4. FiIl in the following amounts:

Total Sales = $
Total Expenses - $
Net lneome(-Loss) -  $

5. Inerease the three expenses so that the net ineome ( - Loss) is O.

List the exDense amounts:

Electrieity Expenses - $
Nliseellaneous Expenses = $
Rent Expenses
Total Exoenses

-$
=$



,

3.

Name

MERCHANDITiING BUSINESiS
INCOME STATEMENT

PROBLEM #]-

1. Load VisiCale. Remove Diskette.

Sales =
Sales Returned & Allowanees =
Sales Diseount =
Beginning Inventory =
Purehases =
Purchases Returned & Allowanees =
Purehases Diseount =
Ending Inventory =
Salary Expenses =
Store Supplier Expenses =
Depreeiation Expenses =
Advanee Expenses
Insuranee Expenses
i/Iiseellaneous =
Rent Ineome =
Gain on Fixed Assets =
Loss on Fixed Assets =
Cash Short & Over =

Fill in the following amounts:

CELL LABEL

Hl2
G20
H23
H25
H35
H37
H53

Net Sales
Net Purehases
Cost of Goods Sold
Gross Profit
Total Expenses
Net Ineome from Ooeration
Net Income

Using the MECC Template Diskette, load TEMPLATE No. 14.VC

This spreadsheet will allow you to eompile an ineome statement for a
merehandising business. You lvill be able to test the effeet of inereases in sales
and ehanges in beginning and ending inventory on net ineome.

Enter the following amounts in the appropriate eells (see sample template on
the next page):

LABEL AMOUNT
ENTER
IN CELL

8000.00 F8
200.00 E9
50.00 E10

10000.00 c15
5000.00 F16
300.00 E17
100.00 E18

9000.00 czL
500.00 c28
25.00 c29

100.00 c30
30.00 c31
75.00 c32
45.00 c33

100.00 F40
150.00 F41
150.00 F46
40.00 P47

4.

AMOUNT

$
u
$
$
$
$
$



MBRCHANDfiilNG BUSINE$S
INCOME STATEMENT

PROBLEM #1
Page 2

5. Inerease sares to 12000. IVhat is the new net ineome?

$

6. Deerease ending inventory to 6000. what is new the net ineome?

$

7. Inerease beginning inventory to 15000. what is new the net ineome?

$
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Name

M ERCHANDISING BUSINESS
INCOME STATEMENT

PROBLEM #2

1. Load VisiCale. Remove Diskette.

2. Using the MECC Template, load TEMPLATE NO. 14.VC

3. This spreadsheet wiil allow you to compile
merehandising business. You lvill be able to test
purelrases, and inventrry on net income.

Enter the following amounts in the'appropriate eells
the preeeding page):

LABEL AMOUNT

an
the

ineome statement for a
effeet of ehanges in sales,

(see sarnple template on

ENTER
IN CELL

SaIes
Sales Returned and Allowanee
Saies Discount
Beginning Ineome
Purehases
Purehases Returned and Allowanee
Purehases Diseount
Ending Inventory
Salary Expense
Store Supplies Expenses
Depreeiation Expenses
Advanee Expenses
Insuranee Expenses
Miseellaneous Expenses
Rent Ineome
Gain or Fixed Assets
Loss or Fixed Assets
Cash Short and Over

Fill in the following amounts:

CELL LABEL

HL2
G20
H23
H25
H35
H37
H53

= 20000.00
= 0.00
= 0.00
= 10000.00
= 15000.00
= 0.00
= 0.00
= 9000.00
= 1000.00
= 1000.00
= 1500.00
= 300.00
= 200.00
= 500.0 0
= 0.00
= 100.00
= 300.00
= 50.0 0

AMOUNT

F8
E9
E10
Gl5
Ft6
817
E18
G2I
G28
G29
G30
G31
G32
G33
F40
F41
F46
F47

4.

Net Sales
Net Purehases
Cost of Goods Soid
Gross Profit
Total Expenses
New Income From Ooeration
Net Income

$
$
$
$
$
$
$



MERCHANDISING BUSINEf|S
INCOME STATEMENT

PROBLEM #2
Page 2

5. Inerease sales to 25000. What is the new net ineome?

$

6' Inerease purehases to 22000. what is the new net ineome?

$

7. Inerease ending inventory to 12000. What is the new net inerease?

$



Name

TRIAL BALANCE
PROBLEM #1

1. Load VisiCale. Remove Diskette.

2. Using the MECC Template Diskette, load TEMPLATE NO. 9.VC

3. This spreadsheet will allow you to do a trial balanee to determine if debits
equal eredits. Enter the following amounts in the appropriate cells:

PROBLEM #1

Cash
Aeeounts Reeeivable
Inventory
Furniture
Trueks
Offiee Equipment
Aeeounts Payable
Smith, Capital
SaIes
Eleetrieal Expense
Miseellaneous Expense
Rent Expense

5 000.00
2000.0 0

10000.0 0
3000.00
8000.0 0
1500.0 0
8000.00

16100.0 0
7 000.00
500.0 0
2 50.00
850.0 0

Fill in the following

Total Debits

Total Credits

Differenee

If you have aeeess
to this page.

totals:

=$

A=$

-$

to a printer, print out the trial balanee attaeh it



Name

TRIAL BALANCE
PROBLEM #2

Cash
Aeeounts Reeeivable
Inventory
Furniture
Trueks
Offiee Equipment
Aeeounts Payable
Smith, Capital
Sales
Eleetrieity Expenses
Miseellaneous Expenses
Rent Exoenses

12 50.0 0
789.00

1500.00
-0-
-0-
525.00
42L.00

3000.00
1150.00

120.00
37.00

350.00

Fill in the following totals:

Total Debits =

Total Credits =

Diff erenee =

$

$

If
to

you have aeeess to a printer, print out the trial
this page.

balanee and attaeh i t



Name

TRIAL BALANCE
PROBLEM #3

Cash
Aeeounts Reeeivable
Inventory
Furniture
Trueks
Offiee Equipment
Aeeounts Payable
Smith, Capital
Sales
Electrieity Expenses
1\{iseellaneous Expenses
Rent Expenses

Fill in the following totals:

Total Debits =

Total Credits

Differenee

If you have aeeess
to this page.

to a printer, print out the tr ial balance and attaeh it

r577 6.r5
7895.07

25550.7 8
1 9 764.59
1537 6.95
5783.46

24793.87
36613.7 8
30 547.68

5 95.47
2r2.86

1000.0 0

$

$



TRIAL BALANCE
PROBLEM #4

Cash
Aeeounts Receivable
Inventory
Furniture
Trueks
Offiee Equipment
Aecounts Payable
Smith, Capital
SaIes
Eleetrieity Expenses
Miseellaneous Expenses
Rent Expenses

Fill in the following totals:

Total Debits =

Total Credits =

Differenee =

you have aeeess to a printer, print out the
this page.

trial balance and attaeh it

Name

10765.42
2987.49

20468.33
1 547.00
9s00.00
3050.? 7
3403.84

2 3000.00
20000.00

347.19
89.98

647.6 6

$

$

If
to



TRIAL BALANCE
PROBLEM # 5

Cash
Aeeounts Reeeivable
Inventory
Furniture
Trueks
Offiee Equipment
Aeeounts Payable
Smith, Capital
Sales
Eleetrieity Expenses
Miscellaneous Expenses
Rent Expenses

FiIt in the following totals:

Total Debits =

Total Credits =

Differenee =

If you have aeeess to a printer, print out the
to this page.

Name

35 54.7 B
2005.01
4796.7 4
17 69.00
4500.00
1378.66
587.5 6

10892.47
8571.8 0

350.00
197.64
500.00

trial balanee and attaeh it

$

$



Name
COMPARATIVE COMMON SIZE BALANCE SHEET

1. Load VisiCalc. Remove Diskette.

2.  Using the MECC Template Diskette,  load TEMPLATE NO. 10.VC

3. The spreadsheet on the sereen is a detai led balance sheet. Scrol l  down
the rows watehing to see how the assets are divided into eurrent and f ixed.
Notiee also that l iabi l i t ies are divided into eurrent and long term. Finally,
the equity seetion gives total equity as well as total l iabi l i t ies plus equity.

4. Seroll aeross the eolumns. Notiee that there are 2 eolumns that give us
a eomparative balanee sheet for 1981 and 1982. This means that we are
able to look at the balance sheets for 2 years at one time. This aliows us
to eompare 1982 with 1981 for eaeh i tem.

As you scrol l  further, notice the 2 eolumns that give us a eommon size
balanee sheet for 1981 and 1982. A eommon size statement ehanges dollar
amounts to pereentages so that eomparisons are easier. You will be able
to see this onee you enter the amounts on the spreadsheet.

5. Enter the following amounts in the appropriate eells:

Comparative
1982

2000.00
1000.00
200.0 0

5000.00
2 000.00

45000.00
9000.0 0

20000.00
1 3000.00

i  500.0 0

2000.0 0
10000.00
15000.00

20000.00
1 6000.00

34300.00
20000.00

Current Assets
Cash
Aeeounts Reeeivable
Allow Bad Debts
Inventory
Prepaid Expenses

Fixed Assets
Building
Aeeumulative
Land
Equipment
Aeeumulative

Liabil i t ies

35000.00
Depreeiation 5000.00

20000.00
10000.00

Depreciat ion 1000.00

5000.00
8000.00

10000.00

1 5000.00
17000.00

52300.00
20000.00

198 1

10000.0 0
2000.00
200.00

1 5000.00
1500.00

Aeeounts Payable
Loans Payable
Notes Payable

Long-term Liabilities
Bonds Payable
Mortgage Payable

Equity
S. Hanson, Capital
S. Hanson, Drawing



6. Fi l l  in the blanks:

Total Assets
Total Liabii i t ies
Totai Equity
Total Liabil i t ies & Equity

In 1981
In 1982
Building

Building was

In 1981 Aeeounts
equity.
In 1982 Aeeounts
equity.
Aeeounts Payable
& equity.

Building was % of total assets.
inereased/deereased in relation to total assets.

19 82

'% of total assets.

of total assets.
of total assets.
total assets.

oA of total liabitities &

oA of total liabilities &

1e8l

$
$
o

s
$
u
$

tl

8.

9.

10.

Look at the eolumns labeled "eom:'non size." The num5ers in the eells
represent percentages. Notiee that aII the 1981 asset pereentages are
added together and total 100% for Total Assets. This means that each
asset eell  represents a pereentage of the total assets in 1981. The same
is true for 1982. Eaeh asset cel l  represents a pereentage of the total
assets in 1982.

Complete the fol lowing statements:

In 1981 Cash was
In 1982 Cash was

% of total assets.
% of total assets.

Cash inereased/decreased in relation to totai assets.
ffi

In 1981 Current Assets were % of. total assets.
In 1982 Current Assets were T of totat assets.
Cument Assets inereased/deer&Ed-TiE6il to total assets.

eirele one

A.
B.
C.

D.
E.
F.

G.
H.
L

J.
K.
L.

A.

B.

D.

E.

F.

eirele one

In 1981 Fixed Assets were
In 1982 Fixed Assets were T
Fixed Assets inereased/decrffio

eirele one

seroll down through the common size liabilities. Again, the numbers in
the eells represent pereentages. This time they are pereentages of Total
Liabilities and Equity. You ean see this by looking at the 'tTotal Liab. &
Equityrr row. The coiumns add up to 100%.

Complete the following statements:

Payable was

Payable was

inereased/deereased in relation to totai liabilities
G

In 1981 eurrent l iabil i t ies were
equity.
In 1982 eurent l iabil i t ies were
equity.
Current liabilities
& equity.

%of total liabilities

total liabilities%of

inereased/deereased in relation to total liabilities

YJ



H.

G.

I.

J.
K.
L.

Aecount
Aecounts ReGivable
Allow for Bad Debts
Inventory
Prepaid Expenses
Land
Equipment
Loans Payable
Notes Payable
Bonds Payable
Mortgage Payable
S. Hanson, Capital
S. Hanson, Drawing

liabi l i t ies were

liabilities were

% of total liabilities

% of total liabilities

In 1981 Long-term
equity.
In 1982 Long-term
equity.
Long-term Iiabilities inereased/deereased in relation to total liabilities
&equity.  @

In 1981 total equity was % of total iiabitities & equity.
In 1982 total equity was % of total liabilities & equity.
Total equity inereased/decreased in relation to total liabilities &
equity. eirele one

11. Finaneial analysts use this kind of statement to determine trends in the
finaneial position of a eompany. Look through the following numbers and
cirele the trend for eaeh:

Trend
InereasEFDeerease
Increase/Deerease
Inerease/Deere&se
Inerease/Deerease
Inerease/Deerease
Increase/Deerease
Inerease/Deerease
Increase/Deerease
Inerease/Deerease
Increase/Deerease
Inerease/Deerease
Inerease/Deerease



1.
,

3.

COMPARATWE INCOME STATEMENT Name

Load VisiCale. Remove Diskette.
Using the MECC Template Diskette, Ioad TEMPLATE NO. ?.VC

On the sereen is the spreadsheet for a Comparative Ineome Statement.
You are looking at more than one ineome statement in eomparison to
another. The advantage of this is that you ean eompare what has happened
to revenues and expenses from one year to the next. This makes it easier
to see trends and to make predictions.

Scroll down the rows so that you are familiar with the items neeessarv to
eomplete the comparative ineome statement.

4. Enter the following amounts in

Sales
Sales Returned & Allowances
Beginning Inventory
Purehases
Purehases Returned & Allowanees
Ending Inventory
Rent Expense
Salaries Expense
Utilities Expense

the appropriate cells:
1981 1982

17000.00
1000.00

35000.0 0
10000.00
1000.00

39000.00
2500.00
5000.00
1000.00

18700.00
1500.00

39000.00
0.00
0.00

35000.00
3000.00
6000.00
1000.00

$18?00).  At  the same
(from $roOO to $1500).

5. Enter
Enter

lneome
ineome

1981
1982

the net
the net

$
$

for
for

6. State whether the amount increased or deereased from 1981 to 1982 and
give the amount of the change.

Kind of ehange Amount
Sales
Net Sales
Cost of Merehandise Sold
Gross Profit
Total Expenses
Net Ineome (-Loss)

n Notiee that sales inereased by 10% (from $17000 to
time, sales returned & allowanees inereased by 50%
What does this indieate?

8. What happened to salaries expense from 1981 to 1982?

What are some possible reasons for this?



1

,

3.

4.

Naine

DEPARTMENTAL BUDGET

Load VisiCale. Remove Diskette.
Using the MECC Template Diskette,  load TEMPLA'|E NO. 11.VC

The spreadsheet on the sereen is a budget for a bakery whieh includes two
depariments: a bakery department and a eafe. The purpose of this
spieadsheet is to rnake projeetions about revenues and expenses for eaeh
department.

Move the eursor to cel l  C10 whieh includes the amount of eleetrieity
expense for the bakery. Look at the formula stored in this cel l .  Notice
tnit tne value stored in this eell is based on the value of cell C6. In
other words, the bakeryts eleetrieity expense is a pereentage of gross sales
for the bakery. As you move the eursor down the column' you will see
that advertising, delivery, and salary expense are also figured as a pereentage
of gross bakery sales. If you move the eursor to the eafe column, you will
seJtnat electrieity, advertising, delivery, and salary expense for the cafe
is figured as a pereentage of gross eafe sales.

Beeause these expenses are eomputed this wayr onee an amount is put in
the gross sales eells, amounts will automatieally be entered in the expense
eells.

Enter the following amounts in the appropriate eells.

Bakerv Cafe

Gross Sales 6000.00 9000.00

6. Reeord the amounts found in the following cells:

Bakery Cafe

Eleetricity $
Advertising $
Deliverv $
Salaries $

7. Move the eursor to eell C9. This is where the value for the bakery's rent
expense is stored. Notiee the formula for this eell. It is based on eell
Czb. C9 is 25% of. the value of C20. Look at eeII C20. It  is the total
rent for the building. The bakery uses approximately 25% of the total
floor space and, therefore, the bakery is eharged 25% of the rent.

Move the eursor to eeII D9. Again, the formula for this eell is based on
eell C20. However, the rent expense for the eafe is 75% of. the total rent.

Beeause C9 and D9 are based on C20, entering a value in C20 will
automatieally plaee a value in C9 and D9.

Enter the total rent as $700.00.

5.

$
$
$
$



8. Reeord the amounts found in the following cells:

Bakery Cafe

Rent $ $

9. Next, determine how any inerease in total rent will affeet rent expense
for each department.

Change the total rent to $900.00.

10. Reeord the amounts found in the following eells:

Bakerts Cafe

Rent $ $

Bakery Rent increased $
Cafe Rent inereased $ 

-

Whv did the eafe rent inerease more than the bakerv rent?

11. Change the gross sales for the bakery to $10000.00.
Change the total rent to $fOOO.OO
Notiee how the expenses ehange.

L2. Record the amounts found in the following eells:

Bakery Cafe

Gross Sales $ $
Rent
Eleetrieity
Advertising
Delivery
Salaries

$
$
$
$
$

$
D
$

$
$

$
$

Total Expenses $
Net Ineome ( - Loss) $

13. A good use of VisiCalc is to try out different numbers to determine
projected net ineome. Keep trying different amounts for eafe gross sales
and wateh how the net ineome ( - loss) ehanges.

L4. Make sure total rent = $1000.00 and bakery gross sales = $10000.00.
What amount of gross sales does the eafe need in order to make
approximately the same amount of net ineome as the bakery?
$

15. Change the eafe gross sales to $10000.00 and make sure total rent is
$1OOO.OO. What amount of gross sales does the bakery need in order to
make approximately the same amount of net ineome as the cafe?
$



16. If gross sales inerease by $500.00 for eaeh department, the net ineome for
the bakery and for eafe do not inerease the same amount. Why?



1.

BALANCE SHEETS Name

Load VisiCale. Remove Diskette.

using the MECC Temptate Diskette, toad TEMPLATE No. 12.vc
,

3. balance sheet and then
in assets, liabilities, and

equity.

Enter the following amounts in the

Cash =
Aeeounts Reeeivable =
Inventory =
Furniture =
Trueks =
Offiee Equipment =
Aeeounts Payable =
Loans Payable =

FiIl in the following amounts:

Total Assets - $
Total Liabilites = $
Total Equity = $
Total Liability & Equity - $

Inerease furniture to $4050.00.

Reeord the following amounts:

Total Assets
Total Liabilities
Total Equity
Total Liability & Equity =

7. Plaee an X in the eorreet

Total Assets
Total Liabilities
Total Equity
Total Liability & Equity

When a eompanyrs assets

This spreadsheet will allow you to eomplete a
see the relationship between increases/decreases

appropriate eells:

7500.00
1800.00

1 552 5.00
30 50.00
9000.00
6575.00
8350.00

10 500.00

4.

$
$
$
$

8.

eolurnn:

Increases Deereases No Change

inerease, what happens to the equity aeeounts?

9. Inerease loans payable to $15000.00.

Reeord the following amounts:

Total Assets
Total Liabilities
Total Equitv
Total t,ihOifity & Equity

$
$
$
$

10.



11. Place an X in the eorreet eolumn:

Inereases Deereases No @re.

Total Assets
Total Liabilities
Total Equity
Total Liabilities & Equity

12. When a eompany's l iabi l i t ies inerease, what happens to the equity aeeounts?

13. If a eompany takes out a loan to purchase inventory, both inventory and
loans payable should inerease.

Inerease inventory by $2000.00
Inerease loans payable by $2000.00

L4, Record the following amounts:

Total Assets $
Total Liabilities $
Total Equity $
Total Liability & Equity $

15. When a eompany's assets and liabilities increase equally, what happens to
the equity aeeounts?



Name

BANK RECONCILIATION
PROBLEM #1

1. Load VisiCale. Remove Diskette.

Using the MECC Template Diskette, Ioad TEMPLATE NO. 13.VC

I(ey in the following amounts:

,

3.

Cheekbook Balance
Serviee Charge
Bank Balanee
Outstanding Deposit
Outstanding Cheeks
Outstanding Cheeks
Outstanding Cheeks
Outstanding Cheeks
Outstanding Checks

Fill in the following amounts:

Adjusted Cheekbook Balance
Total Outstanding Checks
Adjusted Bank Balanee

392 5.5 6
3.50

4857.85
50 0.00
325.86
212.59

57.34
791.15
48.85

4.

-$
-$
-$



PROBLEM #2

Checkbook Balanee
Serviee Charge
Bank Balance
Outstanding Deposit
Outstanding Cheek
Outstanding Cheek

PROBLEM #3

Cheekbook Balanee
Serviee Charge
Bank Balanee
Outstanding Deposit
Outstanding Cheek
Outstanding Cheek
Outstanding Cheek
Outstanding Check

FiIl in the following amounts:

Adjusted Cheekbook Balanee
Total Outstanding Cheeks
Adjusted Bank Balance

L27.19
1.10

178.15
-0-
30.00
22,06

Fili in the following amounts:

Adjusted Checkbook Balanee - $
Total Outstanding Cheeks - $
Adjusted Bank Balanee = $

857.34
-0-
679.84
315.65

5.19
25.00
57.86
50.10

=$
=$
-$



PROBLEM

Cheekbook Balance =
Serviee Charge =
Bank Balance =
Outstanding Deposit =
Outstanding Cheek =
Outstanding Cheek =
Outstanding Cheek =
Outstanding Cheek =

Fill in the following amounts:

1 58?.3 4
10.00

1599.58
200.00
57.86
93.7 4
36.43
81.10

the two adjusted amounts?
is true:
Iarger balanee than the bank.
smaller balanee than the bank.

#4

Adjusted Checkbook Balanee
Total Outstanding Cheeks
Adjusted Bank Balance

Notiee that this aeeount does not reeoncile with the bank statement. Answer
the following questions:

-$
=$
=$

a.
b.

What is the differenee in
Cirele the statement that

The eheekbook shoivs a
The eheekbook shows a

Fill in the following amounts:

Adjusted Cheekbook Balance
Total Outstanding Checks
Adjusted Bank Balance

Notice that this aeeount does not reeoneile with the bank statement. Answer
the following questions:

PROBLEM #5

Cheekbook Balanee =
Service Charge
Bank Balanee =
Outstanding Deposit =
Outstanding Check =
Outstanding Check =

56.85
-0-
47.78
25.0 0
7.00
7.93

the two adjusted amounts?

is true:
larger balanee than the bank.
smaller balanee than the bank.
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a. What is the differenee in

b. Cirele the statement that
The eheekbook shows a
The eheekbook shows a



Name

BIG SPEND
EXPENSE REPORT

Develop an Expense Report spreadsheet for Barney Bigspend. Barney's expense
report should have one eolumn for each day of the week, Sunday through
Saturday, and an Items Totals eolumn. There should be rows for the following
i tems:

Room eharges
Meals
Air  Fare
Car rental
Parking
Entertainment
Transportation
Miseellaneous
Daiiy Total

The sum of the Totals eolumn and the sum of the Daily Totals row must be equal.

Now set up your Expense Report spreadsheet using the following data formatted
to dollars:

Sunday

Monday

Tuesday

Wednesday

Thursday

- Air fare to Kansas City
Cab to hotel
Meals
Transportation to airport

Meals

Meals
Entertainment
Transportation

Meals
Laundry (Mise.)

Meals

$rao
13
18
12.5 0

25

30
20
15

25
8

35
45
20

8
180
10
12.50

Entertainment
Transportation

Friday - Meals
Air fare return to Cincinnati
Van to airport
Transportation from airport

Inelude these expenses:

room eharge $bb/day, Sunday through Thursday nights
total t ips for the week $18 (show them all  on Friday and
inelude under Miseellaneous)

r06



Given
Data

Hotel =

$87.50/day
No Entertain-
ment Allowed

Air  Fare =
$225 one way

Sunday's
Total

Wednesday's
Total

Friday's
'Iotai

Saturdayts
Total

Daily + Item
Sunday



Name

E-Z PAYROLL

Set up a spreadsheet for the E-Z Payroli Company using the following payroll
information.

Employees are paid aceording to a salary plus eornmission plan. Each employee
reeeives $5OO per week salary. They also reeeive a 15% eommission on al l
total sales above $1,OOO.

Set up eolumns for Employee Name, Total Sales, Salary, Commission, and Total
Pay. Use global formatting for dollars and eents. It will be easier to eomplete
this problem if you fix the employee names and eolumn headings in plaee and
put an underline above the eolumn totals. You are given the following employee
data: Names and total sales.

Names Total Sales

Adams, Tom 1 200
Bryant, El len 1800
Gordon. Jean 2400
Kelly, Stan 2200
Wallaee, Jaekie 3800

Develop and replieate a formula for the eommission and total pay eolumns for
eaeh employee. In the lower right corner use a formula to ealeulate for all
employees:

total sales
total saiary
total eommission
total pay

Store this problem on your Student Data Disk using the name E-Z PAYROLL
COMPANY with the original given data.

On the lines provided below, reeord the data from your sereen. Then fill in
the remaining eolumns by editing your data and formulas.

Commission Commission
Given Salary 20% of sales 25% of sales
Data 1000/wk. 1000 1000

Total Sales

Totai Salary

Total
Commission

Total Pay



ANSWER KEYS

AND

TEMPLATE PRINTOUTS

FOR

PROBLEM APPLICATIONS
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EXPLANTORY NOTE

Answer keys for Problem Applieations are found on the following pages. Following
each answer key is a sample template printout for that problem. The fornruias used
by the template are listed and eorrelated with the eell in whieir it is found on the
printout of the template. On eaeh template printout small arrows ( -> ) are used to
point out the eell numbers eorresponding to the formulas iisted.

Student-designed templates may vary from the sample both in template design and
formulas used.

ln applieations whieh utilize several sets of data, the template printout will display
only one seleeted set.
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Name

CASH PROOF

The Suilivan Shoe Store, sellers of the really big shoe, would like you to
develop on VisiCale a Cash Proof sheet that eould be used each day at the
elose of business.

Cash is proved at the end of eaeh day by the following simple formula:

Cash Sa1es
+ Cash Reeeived on Aeeount
=

Cash in drawer should equal Total Cash Reeeived to be in balanee.
If eash in drawer is less, then cash is short. If eash in drawer is
more than Cash Reeeived, then eash is over.

Set up a spreadsheet on VisiCale for a simple eash proof. Store the spreadsheet
on your student data diskette with only titles and formulas using the file name
CASH PROOF. Use global formatting for dollars and eents.

Use the foiJ.owing eells to reeord your data in:

CASH SALES C3
CASH RECEIVED ON ACCOUNT C5
TOTAL CASH IN DRAWER C7
CASH OVER (. SHONT) Cg
TOTAL CASH RECEIVED C13

Insert the following data set on your VisiOalc spreadsheet. Then answer
whether eash is short or over and by how mueh.

Cash Sales 350.00
Cash Rec'd on Acet. 150.00
Cash in Drawer 502.00

Cash Over (- Short)

Now trv these data

Cash Sales 459.50 123.49 386.85
Cash Ree'd on Aect. 225.00 225.75 113.59
Cash in Drawer 683.85 350.00 499.00

cash over (- short) -.b5- .16 I.++

2.&
sets:

SET 1 SET 2 SET 3

rL2



L]ASH PROOF DATA SET DNIE

r -H5t- t : 'HLE5

CASH RCt,,ID

L.: IN ACCT.

TOTAL CASH

Il.l 0RAt\tER

459. 50

225.00

i . .q3.  85

TI:IT*L C:ASH

RECE I  IJED

I::ASH I-IVER

, . -  5HUX| 
'

+ cl3
6e4 .5f i

-> ct7

CELL FORMULAS

C13: @ SUM(C3.. .CG)

c17 :/F$ @ SUM((Ca-C13))
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Name

You need:

PAPATS PIZZA PARLOR

VisiCalc Diskette
MECC Template Diskette

Papa's Pizza Parlor l<eeps its inventory on VisiCale. You are in charge of
keeping stoek on hand and therefore must enter data, determine if  an i tem
must be reordered and amounts to reorder. It is also important that you know
the total value of vour inventorv.

Load VisiCale.
Insert MECC Template Diskette.
Load TEMPLATE NO. 3.VC
Enter the following data for stoek on hand:

cost/unit on hand maximum minimum

1.
,
3.
4.

Pepperoni .95 165
Sausage 1,25 190
Mozzarel la 1.10 115
Tomato Sauee .87 18
Herb Blend 2.10 1,2
Mushrooms .6? 110
Ripe Olives .98 L2
Onions .47 L72
Canadian Baeon 1.98 120
Flour .49 190
Shortening 1.42 110
SaIt .0 8 1L

5. Go to eell G8.

250
200
200
60
25
90
25

115
t25
300
t25
25

100
100
100
15
10
30
10
75
90

150
50
10

write down the formula from the entry tine. _O tF((O8-0il<FSrtrO)

The value for D8 is the amount of pepperoni on hand.

The value for H8 is the amount of pepperoni whieh has been used.

The value for F8 is the point at which pepperoni must be reordered (the
minimum amount you ean have on hand). If the amount of D8 + H8 is
less than F8, a numeral 1 is plaeed in the eell. This wouid mean that
pepperoni should be reordered.

Whieh items need to be reordered:

6. List the totat value of the inventory. $-$ALa 
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tl How does your template f ind a total  value for the amount of eaeh i tem
you have on hand? (see eei l  J8)

+ cg * (pg-H8)
8. If you have a negative value in amount to reorder eolumn. what does

this indieate?

Sinee you
solve this

Canadian Baeon 70
Flour I52
Shortening 70
Salt 5

MOZZ NREI|A

RIPE durv ES lg SAuT
List the total value of the inventory.$ 6lg.(r?

Go to eell I8.

Note the formula in the 
""11; 

+((E8{DS-H8))

Deseribe the value each cell in the formula contains:

E8 M *rl 250 oe f65 lN StZl0K H8 ?g RUI USED
Deseribe what happens when this formula operates.

Amount

53
15

200
85
tq

78
40
92
10

Herb Blend 5
Mushrooms 20
Ripe Olives 5
Onions 50

items need to be reordered and the amount to reorder:

Amount

PeprEmHt lb3
t17
52
l (

I tem

ON IONS

CNNNDRN BROON

10.

11.

Whieh item has a negative value? fnUShfOOfnS

are dealing with perishables, what might you need to do to
problem?

9. At the end of Friday you enter the amounts of the various items which
have been used that week. First ehange the date on the template from
l/I5/83 to l /22/83. Enter these amounts:

Pepperoni
Sausage
Mozzarella
Tomato Sauee

Now list whieh

Item

hlArrll[M = AMT. NEEDED 'l1c FUt.Fltt lvtnx,tililM
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PAPA'S PTZZA PLACE

INVENTORY STOCK STATUS

AS OF Ot/15/83

DESC. [f.tIT COST./ul.lIT 0tl HAND tf,XIl'4tFt lt4INIHtF4

At4Ol-hlT I =

USED REORDER

AI-'IOLNT ITEI.4

REORD€R VALUE

PEPPERONI LBS

SAUSAGE LBS

I"IOZZARELLA LBS

TSl.SAUCE ATS

HERB BLND LBS

I'4USHROOMS LBS

R. OLIVES ATS

--> H8
B

0

0

0

0

0

0

0

0

0

0

0

+ 18 +J8
0 0.00

0 0.00

0 0.00

0 0 .00

0 0.00

0 0.00

0 0.00

0 0.00

0 0.00

0 0.00

0 0.00

0 0.00

g' l IONS LBS

cA{.8ACg{ LBS

FLOUR

SHORT.

LBS

LBS

SALT L8S

TOT.VALUE

+ J23
0

CELL FORMULAS

H8:/Fr@,rF((  D8-G8) < F8,1,0)

18:/Fr+((E8-(DB-H8))

J8:/F$+C8*(D8-H8)

J23:@SUlvl(J8. . .J19)
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1.

I

3.

PER.SONAL BUDGET

Load VisiCale. Remove Diskette.

Using the MECC Template Diskette, load TETMPLATE NO. 4.VC

This is a personai budget spreadsheet. Move the eursor so that you seroll
aeross all the eolumns. There are expense eategories (eolumns E through
M), a total ineome eolumn (eolumn B), a total expense eolumn (column C),
and a eolumn that ealeulates the difference between total ineorne and total
expenses (column D).

Move the eursor so that you seroll down all the rows. There is one row
for each month of the year as well as a ToTALS row whieh will total
eaeh eolumn. This spreadsheet will be completed for Julie, a high sehool
junior working part time and living at home. She is paying some board
and room.

Begin completing this spreadsheet by entering Julie's estimated ineome for
eaeh month of the yea.r as follows:

January through May = 200.00 per month
June, July, August = 300.00 per month
September through Deeember = 225.00 per month

Julie must pay $25 per month during the school year and $30 per month
in June, July, and August for room and board. Enter these amounts under
housing. How mueh is her yearly housing eost? $ 315.6

As you enter these amounts, notice that VisiCale automatieally ealeulates
the total expense and the differenee between ineome and expense.

6. Julie is trying to save for a vaeation trip with her friends in July. She
wil l  need $1ZO.OO for the tr ip. Therefore, she is hoping to save $ZO.OO
eaeh month from January through June.

Enter this estimated savings for those months.

7. Julie usually spends approximately $60.00 on Christmas gifts. She wiil
begin saving for this in July and eontinue through Deeember saving $1O.OO
per month.

Enter this estimated savings. How mueh is Julie planning to save this year?
$ 190.00

8. School expenses are usually 20.00 per month (exeept June, July, and August).
However, she will be having her senior pictures taken in August. She will
have to pay $SO.OO for this. Her parents will pay the rest.

Enter $ZO.OO for school expenses during the school year and $80.00 for
August.

5.

Her total sehool expenses for the year are
LL7

$ 2(fr.00



9. Julie must pay a portion of the ear insuranee as well as buying her own
gas eaeh month. This amounts ot 40.00 per sehool month. Sinee she drives
more in the summer, her gas bi l l  is $50.00 during June, July, and August.

Enter these amounts in the transportation eolumn.

200
26
200

26
300
300
300
225
225

-[z-225

Her transportation expenses for the year are $ 510.00 .

10. Jul ie eontributes approximately $fO per month to her
organizations. However, in August she will eontribute an
United Way.

Enter these amounts in the Contribution eolumn.
eontributions for the year equal $ l3O.O0

11. Jul ie must purehase her own personal eare i tems sueh as eosmeties, hair
euts' and shampoo. This eosts approximately $30 per month all year long.

Ent'er these estimates. How mueh does Julie expeet to spend this year on
personal eare? $ EoO.@

12. Clothing, food, and reereation eosts vary greatly from month to month.
Before Julie estimates these expenses, she would like to know how mueh
ineome she has left. Fill in the following chart. It will let Julie see
approximately how mueh she ean budget in eaeh eategory.

Total Income Total Expenses Differenee

January
February
Mareh
Apri l
May
June
July
August
September
Oetober
November
Deeember

13. Jul ie estimates that her food (away from home) wil l  cost 920.00 per school
month and $40.00 per summer month (June, July, and August).

Enter this in the food eolumn. Total yearly food eosts are $ ffi

ehureh and other
addit ional $tO to

Juliers estimated
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January $
F'ebruary $
Mareh $
Apri i  $
May $
June $
JuIy $
August $
September $
October $
November $
Deeember $

14. Julie has only two categories left to estimate. These are flexible and she
needs to know how mueh money she has left. Fili in the following chart.

Differenee

4<
JJ

3F
3E
35
35
t20.
t{
{o
10
10
10
10

15. Letrs look at Julie's elothing budget. She wouLd like to buy new elothes
for her vaeation and for sehool in Seotember.
Is this possible? Y gS

How? BuoceI HER REMNINING IUONEV.

16. Enter the following amounts for Juliers elothing budget:

January-May = $20.00/month
June = $too.00
JuIY = $80.00
August = $20.00
Sept.-Dee. = $50.00/month.

Total elothing budget $ 500.00

L7. Juiie wiil probably spend the rest of her money on reereation eaeh month.
Enter these amounts on the spreadsheet.

FiIl in the following ehart:

Month Reereation

January - May $
June $
JuIy $
Aug. - Dee. $

18. Julie's budget should now be "in balanee.'r That means that her ineome
equals her expenses. If she would be laid off or eut baek at work, what
will she have to do to her expenses?

?t

KEOUOE ETPENSES

t6
2D

#
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1e' 
$"'i"".$::1"i"t""oo?,,X H[ :Ltll,:-t 

outrit in November, rist two ways
r. rrsE $ so.o croTr{Es BuoGET + RE(RERTTON FuNDS ($ zo.oo)
z. Firr oN Lh.l - AwR.f PLRN

20. 
ll,I:il lii: ffi,:T"ff ft"Tinter, 

print out a eopy of Jurie,s budget and
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CELL FORMULAS

818:@SUM(85.. .B16)

C5:@SUM(85.. .  M5)

C6:@SUM(E6.. .M6)

C18:@SUM(Cb.. .C16)

D5:+85-C5

to
I
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I
I
I
lo
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I
I
I
I
I
I
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Name

COMPOUND INTEREST COMPARISON

1. Load VisiCalc. Remove Diskette.

Using the MECC Template Diskette, load TEMPLATE NO. 5.VC

You have $100 to deposit in a savings aeeount. You have learned that
there are different types of aeeounts that aeerue interest at varying rates.
Enter the following data related to the savings aeeounts you have eheeked.
See how mueh interest will be earned if the money is invested for different
Iengths of time at varying interest rates.

Interest
Rate YearsPrineipai

100.00
1 00.00
100.00
100.00
100.00
1 00.00
100.00
100.00
100.00
1 00.00
100.00
1 00.0 0

5.250
5.2 50
5.250
5.2 50
5.250
5.250
6.000
6.5 00
7.250

11.500
12.364
12.500

.25

.50

.75
1.00
5.00

10.0 0
5.00
5.0 0
5.0 0
5.00
5.00
5.00

Answer the following questions based on the table you have generated.

NOTE: This template is cunently set up for global manual recaleulation.
(See Lesson 8.)

Interest
Rate

5.25
5.25
5.25
7.25

12.50

Which

$ ros. acwew
tx+. oL

Years

will earn more interest?

$100 at  5.25%
$100 at L2.5%

Interest Earned if Compounded:
Daiiy Quarterly Annuallv

1
5

10
b

5

$ rr's as $ge-?3
iu dz t  29.g l
tzEiG- fim
w3.bq w3 37
t lu.XL lg6.  lo

for
for

1.
2.

10 vears
s ylars T

What is the difference if  eompounded daily? f i f f i

t22



2. Load VisiCalc. Remove Diskette.

Using the MECC Template Diskette, load TEMPLATE NO. 5.VC

Cheek to see what the ending value of a $1000 investment will be if
invested at a eonstant interest rate, but for a varying number of years.
Enter the following data relative to the investment to determine what the
ending values will be.

Interest
Rate

Answer the following questiors based on the table you have generated.

NOTE: This template is eurrently set up for global inanual reealeulation.
(See Lesson 8.)

Ending value of $1000 invested

ffi
is earned over a
than quarterly?

at 10% for:

Daily

Years

Compounded:
Quarterly Annually

thirty year period if interest
$ Z,ott" .S5

ls

Principal

1000.00
1 000.00
1000.00
1 000.00
1000.00
1000.00
1000.00
1 000.00
1000.00
1000.00
1000.00
1000.00

10
10
10
10
10
10
10
10
10
10
10
10

I
2
3
4
5
o
I

8
9

10
20
30

Years

1
b

10
30

How mueh more interest
eompounded daily rather

S rlos rz S r ros.os $ rro*.r ,e

Quarterly rather than annuattyt 4.258.39

Daily rather than annually?

7

t23

6,27 +.q+



Load VisiCale. Remove Diskette.

Using the MECC Template Diskette, load TEMPLATE NO. 5.VC

Enter the fol lowing data related to the investment of $100 at varying rates
of interest for varying numbers of years.

lnterest
Rate YearsPrincipal

1 00.0 0
100.00
10 0.0 0
100.00
1 00.00
100.00
10 0.0 0
100.00
1 00.00
100.00
1 00.00
100.00

5.25
6.50
7.00
7.50
9.00

10.50
11.7 5
1 3.50
15.?5
16.00
1 7.00
I 8.00

Answer the following questions based on the table you have generated.

NOTE: This template is currently set up for global manual reealeulation.
(See Lesson 8.)

great a differenee is there in interest earnings on $100 invested for
years for eaeh example listed:

How
five

Interest
Rate

Interest Earned if Compounded:
Semi-

Daily Monthly Quarterly Annually Annually

5.25
7.50

11.7 5
1 8.00

$ trc,oz
ffi
2451+

Difference

.93rc
7s
3ZT

t2q.bo t29.9
l4rF Ffrg-
W lfrTT-
MM

|  2q.q5

ffr.4
Tm
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Cot'4POttlD INTEREST C$IPARI S(I.l

PRINCIPAL INT

RATE

YEARS CS4PoIND C$lP0t.ttlo CS.1P0U\|D C*4pOt,ND Cot-,tpothtD

DAILY ].id.{THLY QRTLY SE}4I-nN.l A${uALLy

t lA

hh

t lA

ts

l.lA

ts

1.lA

ts

t'lA

ts

NA

hh

-:> D6 + E0
NIA Nh

-> D7
ts ttA

NA Nh

tS t'h

l9 r$

NA tS

Nh t9

t9 th

r.h NA

l.h fs

Nh NA
+ Dl7

t$ ts

-> F5
NA

i.lA

th

l'g

NA

l{A

ts

l9

I.h

Irh

f.h

t9

NA

Nh

h|A

htA

NA

ts

NA

hh

lth

f9

1$

nrA

NA

t.lA

l.lA

hh

t,lA

tg

NA

ts

NA

NA

l.h

tg

CELL FORMULAS

D6:/F $+(A6 f ((1+.0 1 *C6)/365))n (86*365)))

D?:/F$+(A?*((1 +(( .0 r  *c?)/365))n (B?*365)))

D1? : /F $+(Arz *((r  +(( .0 1*C1?)/365))n(B1? *365)))

E6 :/F$+(AO*((1+((.0 r *C6)/12))n (86*12)))

F6 :/F $+A6*((1+((.0 1 *C6)/4))n (86*4)))
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Name

TRAVEL EXPENSE REPORT

t. Load VisiCalc. Remove Diskette.

Using the MECC Template Diskette, load TEMpLATE NO. 6.VC

Enter the follorving expense report data for business trips your boss made
last rronth.

! ]XPENSE RI iPOR'|

Cost per m i le = 21 :

DA fE

8
t0
il
lo

t8
l0
2L
24

27
28
?9
30
JI

F I IOM

St.  Paul
St.  Paul
St.  Paul
St,  Paul
St.  Paul
St.  Paul
St.  Paul
St.  Paul
St.  Paul
st .  Paul
Duluth
St.  Paul
St.  Paul
Wi l lmsr

, | |LtACE

22
t?

20
58
t )J

59
r56
18

r83
t6?
59

r27

cos f

{ .62
1.83
.1.20

12.18
13.2 3
9.8?

12.39
32.76
10.08
38. {3
35.0?
r 2.39
zo.oa

? 8.35

u rttiA K I . iVt iNING

l 3.00
0.00
0.00
0.00
9.78
0,00
0.00
9.95
0,00

I 2.00
0.00
0.00
Y.OI

0.00

IJ US/'TA\

' )  t i

l .5u
0.00
0.00
0.00
0.00
{J,OU
0.00
tJ.lJ0
0.00
{J.00
0.0r1
u.00

'l'0

,Uinncupolis
Bloorning ton
! l inneapol is
New l lope
Chissgo
St i l l  water
Erooklyn Psrk
St.  Cloud
Hopk i ns
Duluth
St.  Paul
Eden Prair ie
Wil lmar
St.  Paul

t{o f tiL o'tllt H

0,00 0.00
0.t10 0.00
0.00 0,00
0.00 0.00
0.00 0.00
0.00 0.00
0,00 0.00
0.00 0.00
0.00 0.00

32.3S 0.00
0,00 0.00
0.00 0.00
rJ.00 0.00
0.00 0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
3.89
{.58
0.00
{.58
0.00

L UNCH

{,r.00
0.00
0.00
0.00
5.50
5.60
1.26
6.54
3.88

.1.99
{ .1)

5.{  2
{ .o,

the expense

l )  l ( "7
JriD 2+5.07

r%
3?.39

570

+o5. az

Arswer the following questions based on

Total miles driven

Cost of mileage

Luneh expense

Hotel expense

Total expense for the llth dav
of the month

TOTAL EXPENSE FOR MONTH

report you ereated.
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2. Load VisiCale. Remove Diskette.

Using the MECC Template Diskette' Ioad TEMPLATE NO. 6.VC

Enter the follouring expense report data for business trips your boss made
last month.

f5
EXPENSE REPORl '

Cost per ni le = !2+

l).\ | l- . ! l lL i rAGE C()S' l B ttEA K

170 3?.{0 0.00
125 27. i0 0.00
: '2 I  t .  { ,1 0.00

137 52.1,1 { . {5-
l {5 5t .90 { .?0
J3 7.26 0.00

2{9 51.78 2.95
20 1.40 { .90

247 5{.34 5.25
r{  3,08 0.00
18 3.96 5.50
22 . t .84 5.3?
27 5.94 0.00
31 6.82 0.00

J

J
ti
7
s

i0
l l
l3

18

25
:6
30

F' i toM lo

St.  Paul  i lutchinson
St.  Paul  l le i le Plaine
St.  Paul  \ l innetonku
St.  Paul  l lemtdl i
tsemrdj i  St .  Psul
St,  Paul  . l lounds View
St.  P&ul \ , loorhead
Uoorhead Vic in i ty
Vlmrhead St.  Paul

St.  Paul  l l inneapol is
St.  Psul  u inneapol is
St.  Paul  l l inneapol is
St.  Paut New Brighton
St.  Paul  White Bear Lake

5.50 9.76 0.00
{.98 0.00 0.00
3.75 d.00 0.00
5.9? 10.15 0.00
5.85 9.67 0.00
3.85 0.U0 0.00
r i . {0 10.98 38.52
6.65 l  1.70 38.52
6.50 0.00 0.00
0.00 10.25 0.00
5.?0 I  2.{0 u.00
6.65 r  3.00 0.00
0.00 0.00 0.00
3.55 0.00 0.00

o f  r lER

0.00
0.00
0.0 0
0.50
0.00
0.00
r ,  {0
u.00
0.00
0.00
0.00
0.0lJ
0.00
0.00

u.0rJ
0.00
0.r l  0
0. rl0
0.0u
0.00
0.00
u.00
0.0 0
2.50

{. u0
u.00
0.00

-{nswer the following questions

What eity did your boss travel

Cost of mileage

Meal expense

based on the expense report you ereated.

to on Day 7? Be*tolr

Other expense

Total living expense for 7th day
of the month

TOTAL EXPENSE FOR MONTH

$:z r+
70 X1

.50

73.5 |

boZ.C7
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-<PEIISE 'EP(]RT

]AiE SUEI"I ITTED

' .q:-Hlr  
-  

1 tn

( :'iCI\|TJr /

3Y

_Fri Y I L:A6E :CST
+t8

J .  C0

l .J0

I  .  d0

- l .J0

I  .00

I  30

J .  JO

,) .J0

, l  .  J0

'_1 . J0

0 .  o0

LC0

l.c0
+ e2l

0 .00

5xF: r ! INCH OII . INER
-  

|  rEF JU5, r^ 
-  

iL

.+ _E
l . i0

I  i r l

l . : r0

l . i0

I  .  J0

) .  J0

r  .  J0

I  .  J0

I  i0

I  .  J0

r .  !10

l .  J0

.  I  .  J0

-- L2l
L30

+ c23 + 823 + F23
0 t . \10 J.Jo , l  .  i rLl I  .  i0 L J0 0 .  i0

+ 1-25

L lvtN6 D(P t  .0o

F iLA6E COST 0.oo

+'-28
rqTAL EXP O.OO

CELL FORMULAS

D2 3:/FI@SUM(D8.. .D2 1)

E8:/F$+(D8,rB5)

821:/F$+(D21*B5)

E23:/F$@SUM(E8.. .  E21)

F2 3: /F$@SUM(F8.. .F21)

L8:/F$@SUM(F8.. .K8)

L21:/F$@SUM(F21.. .K2 i )

L26:/F$@SUM(L8.. .L2 1)

L28:/F$@SUM(L26.. .  L27)

r28



Name

1.

2.

3.

SERVICE BUSINESS
INCOME STATEMENTS

PROBLEM #1

Load VisiCale. Remove Diskette.

Using the MECC Template Diskette, load TEMpLATE

This spreadsheet will allow you to eompile an ineome
be able to test the effeet of inereases in sales and
ineome.

NO. 8.VC

statement. You will
expenses on the net

Enter the following amounts in

Sales
Vending Maehines Ineome
Electrieity Expenses
Miseellaneous Expenses
Rent Expenses

4. FiIi in the following amounts:

Total Sales - $
Total Expenses = $
Net Ineome - $

5. If sales inereases to 4000.00, what is the new net ineome?

$ 2+25 00
6. Inerease eleetrieity expense to $1000.00. what is the new net income?

7- Deerease sales to $1?2s.00. what happens to net income?

the appropriate eells:

= 3000.00
= 900.00
= 800.00
= 175.00
= 1500.00

8. change vending ineome to -0-. what happens to net ineome?

$ qoo oO
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1.

,

J.

Name

SERVICE BUSINBSS
INCOME STATEMENTS

PROBLEM #2

Load VisiCale. Remove Diskette.

Using the NIECC Template Diskette, load TEMPLATE NO. 8.VC

Enter the following amounts in the appropriate eells:

Sales = 10957.L2
Vending Maehine Ineome = 1568.43
Eleetrieity Expenses = 34?6.51
Miseellaneous Expenses = 1784.92
Rent Expenses = 5850.00

FilI in the following amounts:4.

Total Sales
Total Expenses
Net lneome(-Loss)

Inerease the three expenses so

List the expense amounts:

Eleetrieity Expenses
Miseellaneous Expenses
Rent Expenses
Total Expenses

$m
that the net ineome ( - Loss) is 0.

$ | 2.525 55
$ l r  1 i l .+3

=$
=$
=s
=$

sruDENT Ar.tswEl6
wtLL vRR\.
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: i I1I TH CCII.IPANT

I t'.rc0t'.1E'_rTAT Ef.r ENIT

.1HLE9

' , 'END. INC

IUI.SHLED

M' Q'  t rVl)

l \Et \  |  Ei(F ,

tur .  ExF.

[ r ,0[r

0 .  B0

+D8
0 .  r l0

E)(PENSES:

0 .00

0. D0

L' l  .110

+ D14
r ' l  .110

+ D]6
0.00

CELL FORMULAS

D8:/F$@SUM(c5.. .36)

D14:/F$@SUM(C1 0. . .C1 2)

D16:/F$+D8-D14
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l .

,

Name

MERCHANDISING BUSINESS
INCOME STATEMENT

PROBLEM #1

Load VisiCale. Remove Diskette.

Using the MECC Template Diskette, Ioad TEMPLATE No. 14.VC

This spreadsheet will allow you to eompile an ineome statement for a
merehandising business. Ycju wiII be able to test the effect of inereases in sales
and changes in beginning and ending inventory on net ineome.

appropriate cells (see sample template on

4.

Enter the following amounts in the
the next page):

LABEL

Sales =
Sales Returned & Allowances =
Sales Diseount =
Beginning Inventory =
Purehases =
Purehases Returned & Allowances =
Purehases Discount =
Ending lnventory =
Salary ExPenses =
Store SupPlier Expenses =
Depreeiation Expenses =
Advanee Expenses =
Insuranee Expenses =
Miseellaneous =
Rent Income
Gain on Fixed Assets =
Loss on Fixed Assets =
Cash Short & Over =

Fill in the following amounts:

CELL LABEL

HL2
G20
H23
H25
H35
H37
i{53

Net Sales
Net Purehases
Cost of Goods Sold
Gross Profit
Total Expenses
Net Ineome from Operation
Net Ineome

AMOUNT

8000.00
20 0.00
50.00

I 0000.0 0
5000.00
300.00
100.00

9000.00
50 0.00
2 5.00

100.00
30.00
7 5.00
45.00

100.00
1 50.00
I 50.00
40.00

AMOUNT

ENTER
IN CELL

F8
E9
E10
Gl5
Fl6
.LI  

'E18
Gzt
G28
G29
G30
G31
G32
G33
F40
F41
F46
F47
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MERCHANDtrIING BUSINBSS
INCOME STATEMENT

PROBLEM #1
Page 2

5. Inerease sales to 12000. What is the new net ineome?

$ 5,3t5.00
6' Deerease ending inventory ,o;;;;"t is new the net ineome?

$ 2,315 Q
7' Inerease beginning inventory to 15000. what is new the net ineome?

$ -  2,6X5 &
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Name

MERCIIANDIfIING BUSINESS
INCOME STATEMENT

PROBLEM #2

1. Load VisiCale. Remove Diskette.

t

3.

Using the MECC Template, Ioad TEMPLATE NO. 14.VC

This spreadsheet will allow you to eompile an income statement for a
merehandising business. You will be able to test the effeet of ehanges in sales,
purehases, and inventory on net ineome.

Enter the following amounts in the appropriate eells (see sample template on
the preeeding page):

LABEL

SaIes
Sales Returned and Allowanee
Saies Diseount
Beginning Income
Purehases
Purehases Returned and Allowance
Purehases Diseount
Ending Inventory
Salary Expense
Store Supplies Expenses
Depreeiation Expenses
Advance Expenses
Insuranee Expenses
Miseellaneous Expenses
Rent lncome
Gain or Fixed Assets
Loss or Fixed Assets
Cash Short and Over

AMOUNT

= 20000.00
= 0.00
= 0.00
= 10000.00
= 15000.00
= 0.00
= 0.00
= 9000.00
= 1000.00
= 1000.00
= 1500.00
= 300.00
= 200.00
= 500.00
= 0.00
= 100.00
= 300.00
= 50.00

AMOUNT

ENTER
IN CELL

F8
tro

E10
cl5
F16
E1?
E18
G21
G28
c29
c30
G31
G32
c33
F40
F41
F46
F47

4. Fill in the following amounts:

CELL LABEL

H12
G20
H23
H25
H35
H37
H53

Net Sales
Net Purehases
Cost of Goods Soid
Gross Profit
Total Expenses
New Income From Ooeration
Net Income

$ ao, ooo-oo
$ tsrooo.oo
$ tg.  ooo. oo
$2"".  o"
S7t" ".  ""$ -  soo. oo
$ -  eso. oo

134



MERC HANDISING BUSINE.SS
INCOME STATEMENT

PROBLEM #2
Page 2

5. Inerease sales to 25000. What is the new net income?

$ 4,750,00
6' Inerease purehases to 22000. **, * ,re new net ineome?

$ -  2,250 0A
7' Inerease ending inventory to 12000. what is the new net inerease?

$ ?50.03

13s



NSE 0F 8US I  f rESS

INCC}IE 9TATEHENT

PEnl00 $lOIr lc 4,42

I fTCOME

:iL€S OISCOLNT

\ iET 5ALES

':nST trF lO00S SoLO

SE6INING IWEII 'ORY

p uRcH s€ 5

PUpcH. eE-.  t  ALLcU.

PURCH.0ISC.

i .TAL OTHEF INCOHE

]THER EXPEIISES

-oss lN Ft.Eo issErs

IASH SHOPT NO O!'ER

rOTAL OTHER EXPENSES

ilET A00tTIofr

r .rEA lNCotsE

I]ET PURCtsASES

elr0tNG Iw€lr t0FY

iR0SS PFOFII  onr SALES

-(PENSES
SALARIES D(PB.]SE

;TORE SUPPLIES EXPENSES

OEPR. FXPENSE

AOV.5<PENSE

IITSLIRNCE Ex.PEIISE

T:LIAL E'XPEIISES

^iET i^ ic i lF€ FRCh OP€RAiIqNs

iTHER INCOtsE

RENT INCOhE

iAl f l  ofr  Fl)(€D AssETs

300tr  ,  , r0

:oo ob> 
Flo

50 .  00 :50 .  L l i

*..:11.

l !000.!0

t000 .00

3oo ob> 
Fig

L 00 .00 4D0 .  u0

.-> G20
{o00.0,)

"000.00

-+ H23
5600,00

+ H25
?:50.00

500,00

2:.00

r00.00

30 .00

:: .  tD

15 .0t

+ H35
-75. 0U

+ H37
i  i :5,  t0

r  00.  c0

r 50,00

+ G43
:50 . ,10

l  50 ,00

{0.  )0

-> G49
1 90 ,00

_> H5.l
.a0.00

-> H53

CELL FORMULAS

F10:/F$@SUM(E9+E10)

F18:/F$@SUM(E17+E18)

GZ 0 :/F $,0SUM( F 16-F 1 8)

G43:/F$@SUM(F40+F41)

G49:/F$@SUM(F46+F47)

H12:/F$@SUM(F8-F10)

H23 : /F$@SuM((c15+c20)-cz1)

H25:/F$@SUM(H12-H23)

H 35:/F$@SUM(c28.. .c33)

H37:/F$@SUM(H25-H35)

H51:/F$@SUM(c43-c49)

H53:/F$@SUM(H37-H50)
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Name

TRIAL BALANCE
PROBLEM #1

1. Load VisiCalc. Remove Diskette.

2. Using the MECC Template Diskette, Ioad TEMpLATE NO. g.VC

3. This spreadsheet will allow you to do a trial balanee to determine if debits
equal eredits. Enter the following amounts in the appropriate eells:

PROBLEM #1

FiII in

Cash
Aeeounts Receivable
Inventory
Furniture
Trucks
Office Equipment
Aeeounts Payable
Smith, Capital
SaIes
Electr ieal Expense
Miscellaneous Expense
Rent Expense

the following totals:

Totar Debits = g 3l) l00.oo

Total Credits = g 3l) 100 (D

Dif ferenee = g --O-

have aeeess to a printer, print out the
page.

5 000.00
2000.00

1 0000.00
3000.00
8000.0 0
1 500.00
8000.00

16100.00
7 000.00
500.00
250.00
850.00

trial balanee and attaeh itI f  you
to this
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Name

TRIAL BALANCE
PROBLEM #2

Cash
Aeeounts Reeeivable
Inventory
Furniture
Trucks
Offiee Equipment
Aeeounts Payable
Smith, Capital
Sales
Eleetrieity Expenses
Miscellaneous Expenses
Rent Expenses

12 50.00
?89.00

I 500.00
-0-
-0-
525.00
421.00

3000.00
1 150.00
120.00
37.00

350.00

Fill in the following

Total Debits

Total Credits

Differenee

If you have aeeess
to this page.

totals:

-  $ 4,571.oO

= g -0-

to a printer, print out the trial balance and attach it
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Name

TRIAL BALANCE
PROBLEM #3

Cash
Aeeounts Reeeivable
Inventory
Furniture
Trueks
Offiee Equipment
Aeeounts Payable
Smith, Capital
Sales
Electrieity Expenses
Miseellaneous Expenses
Rent Expenses

1577 6.15
7 895.07

25550.? 8
19?64.59
1 537 6.9 5
5783.46

24793.87
3661 3.7 8
30 547.68

595.47
2L2.86

1000.0 0

Fill in the following totals:

Total Debits =

Total Credits =

Differenee =

$ qt\q55.6

If you have
to this page.

$ qt,q55. oo
r  -  A-
9 \./

aeeess to a printer, print out the trial balance and attaeh i t
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Cash
Aecounts Reeeivable
Inventory
Furniture
Trueks
Offiee Equipment
Aeeounts Payable
Smith, Capital
Sales
Eleetrieity Expenses
Miscelaneous Expenses
Rent Expenses

TRIAL BALANCE
PROBLEM #4

Name

10765.42
2987.49

20468.33
1547.00
9500.00
30 50.7 7
3403.84

2 3 000.0 0
20000.00

347.19
89.98

64?.66

trial balanee and attaeh it

Fiil in the following

Total Debits

Total Credits

Differenee

totals:

=$

If you
to this

1n,403.2+
= g 46,403.8+

have aeeess to a printer, print out the
page.

140



Name

TRIAL BALANCE
PROBLEM # 5

Cash
Aeeounts Reeeivable
Inventory
Furniture
Trucks
Office Equipment
Aeeounts Payable
Smith, Capital
Sales
Eleetrieity Expenses
Miseellaneous Expenses
Rent Expenses

35 54.7 B
2005.0 1
4t96.7 4
17 69.00
4500.00
1 378.66
587.56

t 0892.47
857 1.80

350.0 0
19 7.64
500.00

Fitl in the following

Total Debits

Total Credits

Differenee

If you have aeeess
to this page.

= g- I .000.00

to a printer, print out the

s l { ,0st . t3

trial baianee and attach it

totals:

=

=
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SI4ITH CS4Ptrfi/

TRIAL BALAICE

DEBIT CREOIT

CASH

ACCTS. REC

It&,ENTORY

FUFNITURE

TRUCKS

OFF. EOUI P

ACCTS. PAY

SI,II TH, CAP

SALES

ELEC. D(P.

Mt sc.  E(P.

RE}.TT E<P.

+ Dl8
0 .00

-> c l9

0 .00

-> El8
0 .00

DIFF IS

CELL FORMULAS

C19:/F$+D18-E18
D18:/F$@SUM(D5.. .D16)
E18 : /F$@SUM(E5.. .  E16)

t42



Name
COMPARATWE COMMON SIZE BALANCE SHEET

1. Load VisiCale. Remove Diskette.

2. Using the MECC Tempiate Diskette, ioad TEMPLATE NO. 10.VC

3. The spreadsheet on the sereen is a detaiied balance sheet. Seroll down
the rows watehing to see how the assets are divided into eurrent and f ixed.
Notiee also that liabiiities are divided into eurrent and long term. Finally,
the equity seetion gives total equity as well as total liabilities plus equity.

4. SeroII aeross the eolumns. Notice that there are 2 eolumns that give us
a eomparative balanee sheet for tg81 and 1982. This means that we are
able to look at the balance sheets for 2 years at one time. This allows us
to eompare 1982 with 1981 for eaeh i tem.

As you seroll further, notiee the 2 eolumns that give us a eommon size
balanee sheet for 1981 and 1982. A eommon size staternent ehanges dollar
amounts to pereentages so that comparisons are easier. You wiil be able
to see this onee you enter the amounts on the spreadsheet.

5. Enter the following amounts in the appropriate eells:

Comparative
1 982

2000.00
1000.00
200.0 0

5000.00
2000.00

45000.00
9000.00

20000.00
13000.00
1500.0 0

2000.00
1 0000.00
1 5000.00

20000.00
16000.0 0

34300.00
20000.00

Current Assets
Cash
Aeeounts Reeeivable
Allow Bad Debts
Inventory
Prepaid Expenses

Fixed Assets
Building
Aceumulative
Land
Equipment
Accumulative

Liabil i t ies

35000.00
Depreeiation 5000.00

20000.00
10000.00

Depreciation 1000.00

5000.00
8000.00

1 0000.00

1 5000.00
17000.00

52300.00
20000.00

1 981

10000.00
2000.00
200.00

1 5000.00
1 500.00

Aeeounts Payable
Loans Payable
Notes Payable

Long-term Liabilities
Bonds Payable
Mortgage Payable

Equity
S. Hanson, Capital
S. Hanson, Drawing
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6. Fill in the blanks:

Total Assets
Total LiaOil i i ies
Totai Equity
Total Liabil i t ies & Equity

In 1981 Current Assets
In 1982 Current Assets

198 2

2.+2 % of total assets.
% of total assets.

% of total assets.
to total assets.

198 1

$
$
D
$

$
s
$
$

17

8.

q

10.

Look at the eolumns Iabeled "eommon size." The numbers in the eells
represent pereentages. Notiee that all the 1981 asset pereentages are
added together and total 100% for Total Assets. This means that each
asset eell represents a pereentage of the totat assets in 1981. The same
is true for 1982. Eaeh asset cell represents a pereentage of the total
assets in 1982.

Complete the fol lowing statements:

In 1981 Cash was
In 1-982 Cash was

% of total assets.
% of total assets.

Cash inereased in relation to total assets.

A.
B.

D.
E.
F.

were
were

Current Assets inereas to total assets.

In lgSL Buiiding was t{0.09 X of total assets.G.
H.
I.

J.
K.
L.

In 1e82 pgil$f1g-ryas 58.21
Building@in reiation

eirele one

In 1981 Fixed Assets were
In 1982 Fixed Assets were

%
h

to

of total assets.
of total assets.
total assets.-Fixed Assetsl-increasedldeereased in relation

clrele one

Scroll down through the eommon size liabilities. Again, the numbers in
the eells represent pereentages. This time they are pereentages of Total
Liabil i t ies and Equity. You ean see this'by looking at thetrTotal Liab. &
Equity'f row. The eolumns add up to 100%.

Complete the following statements:

A. In 1981 Aeeounts Payable *a" 6,13 % of total liabilities &
equity.
In rg-az Aeeounts Payable *a" Z.ffi % of total liabilities &
equity.
Aleounts Payable inq."eq"ElE@alln relation to total liaoilities
o(equrLy.  G

D. In 1981 eurrent l iabil i t ies were?6,5go of total i iabil i t ies &
equity.

E. In 1982 eurrent liabilities *"re 34,43x of total liabilities &
equity.

F. Current tiauititiesl'iiffiEldecreased in relation to total liabilities
&equity.  f f i

744
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G.

I .

H.

In 1981 Long-term l iabi l i t ies were 3b.GG x of total l iabi l i t ies &
equity.
In 1982 Long-term liabilities *.r. 4G.51 x of total liabilities &
equity.
t,ong:termtiabiI i t iesff iJecreasedinrelationtototal l iabi l i t ies
&eluity. f f i

J. In 1981 fotal
K. In 1982 total
L. Total equity

equity.

11. Financial analysts use this kind
financial position of a eompany.
eirele the trend for eaeh:

Aeeount
Aeeounffiivable
Al]ow for Bad Debts
Inventory
Prepaid Expenses
Land
Equipment
Loans Payable
Notes Payable
Bonds Payable
Mortgage Payable
S. Hanson, Capital
S. Hanson, Drawing

% of total liabilities & equity.
% of total liabitities & equity.

in relation to total liabilities &
one

of statement
Look through

to determine trends in
the following numbers

the
and

Inerease

Deerease
Deerease
Deerease
Deerease
Deerease
Deerease

equity was
equity was
inereased

Trend
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:L l tsPAFATI. . ,E ]Cff iON

8FL*ICE gHEET

]]OI'lPARAT I LJ€

t oer r ' )aa

i55C |  >

I  f  r , ,El ' rT0RY

PREPAI O E.XPEITISES

EUILOING

ACCUI1 OEPREC.

!R0

EOU I PHENT

ACCLH OEPREC.

rqTAL FIX. ASSEA

TOTAL ASSFTS:

c,00 0,00

0.0u D.0i

0.00 0.00

0 .  o0 0 .00

l  .  C0 ' i r  .00

'+ cls .-> Dls
0.00 0 .00

0 .00 0 .00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

+ c25 -+ 025
0.00 0.00

-;-;;r--;-df
0.00 0.00

LIAEILITIES

:UP. LIASILITIES:

ACCTS. PAYAELE

ACCTS. PAYAELE

!CA.!S PAYABLE

TIOTES PAYASLE

0.00 0.00

0.00 0.00

0 .00 0 .00

0. J0 0.00

.+ c39 + 039
roTAL tUR.LIAB. 0.00 0.00

rCNG-TER' ' I  LIa8. !

80NOS PAYAELE 0.00 ,) .00

rrORTl-rA6E PAYAELE 0 .00 9.00

+ c46 + 046
TOT, LNO-rf t i  L lAg 0 .00 0 .00

-;-c4t-;-ilt
lo laL LlAS!LITI€S: 0.00 0.OO

EOUIr/

sr iARoN HANSoN,CAP. 0.00 0,oo

s, f ra^rsoN, oRAJ. 0.00 o.oo

,+ C58 _> 058
to l tL EQUllYt 0.00 O.OO

_> c60 .) 060
r0T. LIAE & EoUITY O.CO O.OO

CELL FORMULAS

C15:/F$+C9+C10-C11+C12+C1 3

c2 5 : /F $+C L9 -C20+ C21+C22-C2 3

C27:/F$+C15+C25

C39:/F$@SUM(C35.. .C37)

C46:/F$@SUM(C43.. .C44)

C48:/F$+C39+C46

C58:/F$+C55-C56

C60:/F$+C48+C58

D1 5: /F$+n9+D10-D1 1+D12+D13

D2 5 :/F $+D 19-D2 0+D2 l+D22-D23

D2?:/F$+D15+D25

D39:/F$@SUM(D3 5. . .  D37)

D46:/F$@SUM(D43.. .D44)

D48:/F$+D39+D46

D58:/F$+D55-D56

D60:/F$+D48+D58
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1.
,

COMPARATTVE INCOME STATEMENT Name

Load VisiCale. Remove Diskette.
Using the MECC Template Diskette, load TEMPLATE NO. ?.VC

On the sereen is the spreadsheet for a Comparative Income Statement.
You are looking at more than one ineome statement in eomparison to
another. The advantage of this is that you ean eompare what has happened
to revenues and expenses from one year to the next. This makes it easier
to see trends and to make predietions.

Scrol l  down the rows so that you are famil iar with the items neeessarv to
eomolete the eomoarative ineome statement.

.J.

4. Enter the following amounts in the

Sales
Sales Returned & Allowanees
Beginning Inventory
Purehases
Purehases Returned & Allowanees
Ending Inventory
Rent Expense
Salaries Expense
Utilties Exoense

5. Enter the net ineome for 1981 $
Enter the net ineome for 1982 $

appropriate eells:
1981 1982

17000.00 18700.00
1000.00 1500.00

35000.00 39000.00
10000.00 0.00
1000.00 0.00

39000.00 35000.00
2500.00 3000.00
5000.00 6000.00
1000.00 1000.00

6. State whether the
give the amount of

Sales

amount inereased or deereased from
the ehange.

1981 to 1982 and

. Amount
A-

4 t loo ot->
t100 &

7.

Net Sales
Cost of Merehandise Sold
Gross Profit
Total Expenses
Net Ineome (-Loss)

Notiee that sales increased by 10% (from $17000 to
time, sales returned & allowanees inereased by 507o
What does this indieate?

\000. o3
22U\ 06
1500,0o

$18700).  At  the same
(from $1000 to $1500).

8. What happened to salar ies expense from 1981 to 1982?

SALRR.\ESt $n/\ ' rc
What are some possible reasons for this?

INTLRTION



COMPARATIVE INC&,IE STATEMENT

I  981

0 .00

0 .00

t982

0 .00

0 .00

SALES

LESS RET & ALL0I^,

NET SALES

LESS CST I"TERCH SLD

BEG. I ]SIENTORY

PURCFIASES

LESS PURCH REA

HERCH AVAIL SALE

LESS END IT{/

CST OF MERCH SLD

GROSS PROFIT

, E(PENSES:

RENT EXPENSE

SALARIES E(PENSE

UTIL FXPENSE

TOTAL O(PENSES

NET INC (-LOSS)

.-> C8 '+ D8
0 .00 0 .00

0 .00

0.00

0 .00

0 .00

0 .00

0 .00

+ cl5
0 .00

0 .00

0 .00

0.00

-+ ct8
0 .00 0 .00

+ c20
0 .00

0 ,00

0 .00

0 .00

0 .00

0 .00

0 .00

0 .00

+ c27
0 .00 0.00

+ c29
0 .00 0 .00

CELL FORMULAS

C8:/F$+C5-C6

c15:/F$+C11+C12-13

C18:/F $+C15-C16

C20:/F$+C8-C18

c27 :  /F $(0 SUM(C23.. .C25)

C29:/F$+C20-C27

D8:/F$+D5-D6
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1.
,

Name

DEPARTMENTAL BUDGET

Load VisiCale. Remove Diskette.
Using the MECC Template Diskette, load TEMPLA'IE NO. 1l.VC

The spreadsheet on the sereen is a budget for a bakery whieh ineludes two
departments: a bakery department and a eafe. The purpose of this
spreadsheet is to make projeetions about revenues and expenses for eaeh
department.

4. Move the eursor to cell C10 which includes the amount of eleetricity
expense for the bakery. Look at the formula stored in this eell. Notice
that the value stored in this eell is based on the value of eell C6. In
other words, the bakery's eleetrieity expense is a pereentage of gross sales
for the bakery. As you move the eursor down the eolumn, you will see
that advertising, delivery, and salary expense are also figured as a pereentage
of gross bakery sales. If you move the eursor to the eafe column, you will
see that eleetrieity, advertising, delivery, and salary expense for the eafe
is figured as a pereentage of gross eafe sales.

5. Beeause these expenses are eomputed this way, onee an amount is put in
the gross sales eells, amounts will automatieally be entered in the expense
cells.

Enter the following amounts in the appropriate eells.

CafeBakerv

Gross Sales 6000.00

6. Reeord the amounts found in

Bakery

3.

9000.0 0

the following eells:

Cafe

Electricity
Advertising
Delivery
Salaries

$ 600 00
$
s
$

$ 450 (I
$rm.6
$ffi

7. Move the eursor to cell C9. This is where the value for the bakery's rent
expense is stored. Notiee the formula for this cell. It is based on eell
C20. C9 is 25% of. the value of C20. Look at eeil C20. It is the total
rent for the building. The bakery trses approximately 25% of the total
floor space and, therefore, the bakery is eharged 25% of the rent.

Move the cursor to eell D9. Again, the formula for this eeli is based on
eell C20. However, the rent expense for the cafe is 75% of the total rent.

Beeause C9 and Dg are based cn C20, entering a value in C20 wil l
automatieally place a value in C9 and D9.

Enter the total rent as $zOO.Oo.
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'Bakery

8. Reeord the amounts found in

Rent

9. Next, determine how
for each department.

Change the totai rent

10. Reeord the amounts

Bakerv

Rent

the following eells:

Cafe

$ 52s. A\
any inerease in total rent will affect rent expense

to $900.00.

found in the following eells:

Cafe

Bakery Rent inereased $ 5O.Oa)
cafe Rent inereased $ lffi

rent?
L RENT

11.

L2.

Change the gross sales for the bakery to $10000.00.
Change the total rent to $1000.00
Notiee how the expenses ehange.

Reeord the amounts found in the following eells:

Gross Sales
Rent
Eleetrieity
Advertising
Delivery
Salaries
Total Expenses
Net lncome(-Loss)

L4. Make sure total
What amount of
approximately the
$52(fr -5265

Bakerv

$ n,@.co
$ 25n.O0
$ I.CXJC.Oo
$ '500. cD
$ 1.ff).c/\
$ 50& (D
$ fizsooo
$ l) '7S.On

Cafe

$
$
$
$
$
$
$
$

13. A good use of VisiCalc is to try out different numbers to determine
projeeted net ineome. Keep trying different amounts for eafe gross sales
and wateh how the net ineome ( - loss) ehanges.

rent = $1000.00 and bakery gross sales = $10000.00.
gross sales does the eafe need in order to make
same amount of net ineome as the bakerv?
ftNSwERS Mh\ VAR''I w m:rlN THIS R gN

15. Change the eafe gross sales to $10000.00 and make sure total rent
$1000.00. What amount of gross sales does the bakery need in order
make approximately the same amount of net ineome as the cafe?
$ Zt,Zn-zt,W ftrFwEpS [rH\ vftR\ wtTHtN ttrs RANOE.

is
to

Why did the eafe rent inerease more than the

r50



16. If gross sales increase by
the bakery and for eafe

$500.00 for eaeh department, the net ineome for
do not inerease the same amount. Whv?
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I.IEt^, BR I 6HTI:II.I EAKERl

DEPARTHEI. ITAL FUOEET

BAKERY

IJF]DSS : :ALES:

EYPENSES:

FiENT

AOUERT I  5I  NLi

OEL I !.,'ERY

: 'HLHX I  E5

T0TriL EXPENSES I

r r  ,00 0 .00

+ c9 --> D9
rJ ,00 n .00

-> c10
0 .00 0 .00

+ cl l
0.00 U.L'10

-.> c12
0.00 0.00

+ c13
0 .00 0 .  Lro

-> c15
0 .00

+ Dl5
r ' l  .00

-> D17
0 .00

+ ct7
r ' lET INCOME (-LDSS) 0.00

TOTAL REI'IT :

CELL FORMULAS

C9:/F$+CZ0*.25

C10:/F$+96x.1

C11:/F$+C6*.05

C12:/F$+C6*.15

C13:/F$+96x.5

C1 5: /F $+GL SUM(C9.. .C1 3)

C17:/F$+C6-C15

D93/F$+C20*.75

D15:/F $+ @ SUM(D9.. .D13)

D17:/F$+O6-D15

t52



BALANCE SHEETS Name

1. Load VisiCalc. Remove Diskette.

2. using the MECC Template Diskette, load TEMpLATE No. 1z.vc

3' This spreadsheet will allow you to eomplete a balanee sheet and thensee the relationship between inereases/deereases in assets, liabilities, andequity.

Enter the following amounts in the appropriate eeils:

Cash - 7 500.00
Aeeounts Reeeivable - 1900.00
Inventory = 1552 5.00
Furniture - 3050.00
Tlueks = g000.00
Office Equipment - 65?5.00
Aeeounts Payable = gBS0.00
Loans Payable = 10500.00

4. Fill in the following amounts:

Total Assets - $
Total Liabilites - $
Total Equity = g
Total Liability & Equity = g

Inerease furniture to $4050.00.

Reeord the following amounts:

Total Assets
Total Liabilities
Total Equity
Total Liability & Equity

Plaee an X in the eorreet

5.

6.

-$
=$
=$
=$

eolumn n:

Inereases

x
T_x

Deereases No Change

.l.t..!=r-

n

Total
Total
Total
Total

When

Assets
Liabilities
Equity
Liability & Equity

8. a eompany's assets inerease, what happens to the equity aeeounts?

EOUrr\ ACOO\TNTS INCR,ERSE

9.

10.

lnerease loans payable to $1b000.00.

Reeord the following amounts:

Total Assets $
Total Liabilities $
Total Equitv $
Total LibUi[ity & Equity $

{3,+57''. O0
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11. Plaee an X in the eorreet eolumn:

Deereases

Total Assets
Total Liabilities
Total Equity
Total Liabilities & Equity

when a eompanyts liabilities inerease, what happens to the equity aeeounts?

If a eompaly takes out a loan to purehase inventory, both inventory andIoans payable should inerease.

Inerease inventory by $ZOOO.OO
lnerease loans payable by $2000.00

Reeord the following amounts:

Total Assets
Total Liabilities $
Total Equity $
Total Liability & Equity

When a eompanyrs assets
the equity aeeounts?

and liabilities inerease equally, what happens to

Inereases

=

No Change

V

Tr-
12.

13.

14.

15.

.LIhBIUTIES HND EOUITT' FI
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Si ' I ITH COMPANY

t rHLHl iL E :  FlLt  I

H:>E I  5

r : ; : lH

HLL I  5.  HEL

I t.1("'ENTORY

F IJKFI I  ]  LIHE

TRLICKS

r-rrF .  cuut t r

D.110

0 .  D0

0 .00

0 . r_'l Lr

D. r ' l f

0 .  D0

IUIHL H]DEI5

+ Dl2

u .00

LIHUI L1 I  I  E5

HL.L I  ) .  FHY

LLIAI ' . IS PA] '

0 .00

0 .00

IUIHL LIHIJILl  I IE: ]

Ei]LI I  TY

SI*I I  TH .  DAP I  TAL

+ 020
0 .00

+ c23
0 .00

TOTAL EQUI T' /

TDT. LIAB. &

+ D25
0 .00

EOU I T'/
+ 027

0.00

CELL FORMULAS

C23:/F$+DL2-D20

D12 : /F$@SUM(C5.. .c10)

D2o : /F$@SUM(C1?.. .C18)

D25:/F$+C2 3

D27:/F $+D 20+25
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Name

BANK RECONCILIATION
PROBLEM #1

1. Load VisiCalc. Remove Diskette.

2. Using the MECC Template Diskette, load TEMPLATE NO. 13.VC

3. Key in the following amounts:

Cheekbook Balance =
Serviee Charge =
Bank Balanee =
Outstanding Deposit =
Outstanding Cheeks =
Outstanding Cheeks =
Outstanding Checks =
Outstanding Cheeks =
Outstanding Checks =

4. Fill in the following amounts:

Adjusted Cheekbook Balanee
Total Outstanding Checks
Adjusted Bank Balanee

3925.56
3.50

485?.85
500.00
325.86
2t2.59
57.34

791.15
48.85

-$
=$
=$
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PROBLEM #2

Checkbook Balanee
Serviee Charge
Bank Balanee
Outstanding Deposit
Outstanding Cheek
Outstanding Cheek

FilI in the following amounts:

Adjusted Checkbook Balanee
Total Outstanding Cheeks
Adjusted Bank Balanee

PROBLEM #3

Cheekbook Balanee
Serviee Charge
Bank Balance
Outstanding Deposit
Outstanding Check
Outstanding Check
Outstanding Cheek
Outstanding Cheek

Fill in the following amounts:

Adjusted Cheekbook Balanee
Total Outstanding Checks
Adjusted Bank Balanee

r27.L9
1.10

178.15
-0-
30.00
22.06

857.34
-0-
679.84
315.65

5.19
2 5.00
57.86
50.10

=$
=$
-$

-$
=$
=$
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PROBLEM #4

Checkbook Balanee
Serviee Charge
Bank Balance
Outstanding Deposit
Outstanding Check
Outstanding Check
Outstanding Cheek
Outstanding Check

Fitl in the following amounts:

Adjusted Cheekbook Balance
Total Outstanding Cheeks
Adjusted Bank Balance

Checkbook Balanee
Service Charge
Bank Balanee
Outstanding Deposit
Outstanding Check
Outstanding Cheek

Fill in the following amounts:

Adjusted Cheekbook Balanee
Total Outstanding Checks
Adjusted Bank Balance

1587.34
10.00

1599.5 8
200.00
57.86
93.7 4
36.43
81.1 0

Notice that this aeeount does not reeoneile with the bank statement. Answer
the following questions:

a.
b.

56.85
-0-
47.78
25.00
7.00
7.93

=$
-$
=$

a. What is the differenee in the two adjusted amounts? $ f .OO

b. Cirele
The

the statement that is true:

What is the differenee in the two adjusted amounts? $ +0. gq

The eheekbook shows a smaller

PROBLEM #5

Notiee that this aeeount does not reeoneile with the bank statement. Answer
the following questions:

158
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RECONCI LI*TI  OI. I  OF BAI. IK IJTATEMEI' IT

OESCR. AMOLII \ IT DESCRIP, * I" IT.

, :HKBK BAL

5EX. Ll ' l t r .

BANK BAL

I]UT. DEP

-:> Dlo
0 .00

OUT. CKS

+ Dt8
T0T. CKS 0 .00

--> 820
ADJ.CHKBK l j .O( l

+ 020
AOJ.BANK O.OO

CELL FORMULAS

B20:/F$@SUM(86-88)

D10:/F$@SUM(D6.. .D8)

D1 8: /F$@SUM(D12.. .D16)

D20:/F$+(D10-D18)
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Name

BIG SPEND
EXPENSE REPORT

Develop an Expense Report spreadsheet for Barney Bigspend. Barney's expense
report should have one eolumn for eaeh day of the week, Sunday through
Salurday, and an Items Totals eolumn. There should be rows for the following
i tems:

Room eharges
Meais
Air Fare
Car rental
Parking
Entertainment
Transportation
Miseellaneous
Daily Total

The sum of tne Totals eolumn and the sum of the Daily Totals row must be equal.

Now set up your Expense Report spreadsheet using the following data formatted
to dollars:

Sunday - Air fare to Kansas Citv
Cab to hotel
Meals
Transportaiion to airport

Meals

Meals
Entertainment
Transportation

Meals
Laundry (Mise.)

Meals

Friday

Entertainment
Transportation

- Meals
Air fare return
Van to airport
Transoortation

8
to Cincinnati 180

10
from airport 12.50

Inelude these

$180
13
18
12.50

25Monday

Tuesday

Wednesday

Thursday

30
20
15

25
8

35
45
20

expenses:

room eharge $55/day, Sunday through Thursday nights
total tips for the week $18 (show them all on Friday and
inelude under Miseellaneous)
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Given
Data

Hotel  =

$87.50/dav

7l'6,6

No Entertain-
ment Allowed

Air  Fare =
$225 one way

Sunday?s
TotaI

Wednesday's
TotaI

Friday's
Total

Saturday's
Total

Daily + Item
Sunday

€ zrw $ .'roo- larco- i zs^(e
88.6

2?8.50

n0,rc 3r{5.00r20.50

316.00 36 r.00

8?.50 32,m
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5lx 1

h / . r t l l5t

/  r t | I  tu l

.:> ..;5
O, UU

+J7
U. UU

_> i9
U.OU

+ i l l

-> . j13

-> 
.15

-> i l7
U , OU

+ Jtg
0. t ru

+ J2?

+ J23

kl l l r l  I  L l lakbtS

I l t r l  s

nlR f t rkE

Lhk hL|]  tn l

t -Hl(  h i l  tb

L| tEhIAl l { r t | l

l l (Hr l5PUklHl lu|

I1I5( ELL;I !EUU5

trs l l  Y l l r l ' r l .

- l lz i  
-+izt

U.UU U-UU

0hlLy but l

lTEi l  s(x l

->^-. .+ Dzt
U. UU

+ E2l .+F21 ->G21
U . UU U. UU

CELL FORMULAS

C21 :@SUI{(C5.. .C19)

D21:@SUM(D5.. .D19)

E21:@SUM(E5.. .819)

F21:@SUM(F5.. .F19)

G21:@SUM(c5.. .c19)

H21:@SUM(H5.. .H19)

I21:@SUM(I5. . . I19)

J5:@SUM(C5.. . I5)

J7:@SUM( C7 . . .17)

J9:@SUM(C9.. . I9)

J11:@SUM(C11.. .111)

J13:@SUM(Cl3. . .113)

J15:@SUM(C15.. . I15)

J17:@SUM(C17.. . I17)

Jl9:@SUM(Crg.. . t rg)

J22:@SUM(C21.. .121)

J23:@SUM(J5.. .J19)

L62



Name

E-Z PAYROLL

Set up a spreadsheet for the E-Z PayroII Company using the following payroll
information.

Employees are paid aeeording to a salary plus eommission plan. Eaeh employee
reeeives $SOO per week salary. They also reeeive a 15% eommission on all
totai sales above $1,000.

Set up eolumns for Employee Name, Total Sales, Salary, Commission, and Total
Pay. Use global formatting for dollars and eents. It will be easier to complete
this problem if you fix the employee names and eolumn headings in piaee and
put an underline above the eolumn totals. You are given the following employee
data: Names and total sales.

Names Total Sales

Adams, Tom
Bryant, Ellen
Gordon, Jean
Kelly, Stan
Wallaee, Jaekie

Given
Data

1200
1800
2400
2200
3800

Develop and replieate a formula for the commission and total pay eolumns for
eaeh employee. In the lower right eorner use a formula to ealeulate for all
employees:

total sales
total salary
total eommission
total pay

Store this problem on your Student Data Disk using the name E-Z PAYROLL
COMPANY with the original given data.

On the lines provided below, reeord the data from your sereen. Then fill in
the remaining eolumns by editing your data and formulas.

Salary
1000/wk.

UM
ilLfi

Itilfr
trqb|,u

rotar sares t ttttLnO

Commission
20% of sales

1000

tt4M.00

Commission
25% of sales

1000

t t +00.(ti
Total Salary

Total
Commission

Total Pay

2@

qh!,aa
3@

50M,6

t280.00

b280 .00
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E-Z PATROLL COMPAN'I '

EI , lPLDYEE

NAI"IE

TOM

BRYANT ELLEI ' I

GORDON JEAN

KELLY STAN

hJALLACE . IACK I  E

ILI  IHLb

TOTAL

CHL t :

l  200 .00

I S00 .00

2400 .00

2200.00

3800 .110

.+ Cl6
I  I  400 .00

CDM-

SALARY MI SSI ON

-> E6
500.00 30.L'10

+E8
500 .00 I  20 .00

-+ Elo
500.00 2lL ' l  .00

+ E12
300 .0r ' r  180 .00

=> El4
500 .00 420 .00

.> EI6
960 '  r :r0

ILI  IHL

FAY

+F6
530 .00

+F8
620,00

-> Fl0
710 .00

-> F.tz
.480 .00

+ Fi4
920 .00

+ Fl6
34,60 .00

CELL FORMULAS

c16:@SUM(C6.. .Cr+) F6:+D6+E6

E6:+(C6-1000)*.15 Fg:+D8+E8

E8:+(C8-1000)x.1t  Fl0:+D10+E10

El0:+(C10-1000)*.15 FtZz+Dl2+El2

EL2z+(CI2-1000)*.15 Fl4:+D14+E14

814:+(C14-1000)*.15 F 16:@SUM(F6.. .F 14)

E16:GSUM(E6.. .814)
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Appendix A

THE ELECTRONIC SPREADSHEET

TEACHERIS MANUAL

CREDTTS

The Eleetronie SpreaCsheet was authored by Ron Erickson, Claudia Gitbertson, Karen
Jostad' anrl Duane Loewen. Projeet Coordinator was Karen Jostad. Don Ralvitsch
also eontributed material whieh was ineorporated in this package. Mr. Eriekson and
\4s. Gilberson are business edueation instructors for the Mounds View Sehool Distriet
in ivlinnesota. Ms. Jostad, ivlr. Loewen, and Mr. Rawitseh are staff members of the
i/Iinnestoa Educational Computing Consortium.

.The following business edueators were members of the advisory committee:

Truinan Jaekson - State Department of Edueation
Laura BeMent - Anoka-i{ennepin School Distriet
Chet Garness - Chisago Lakes Area Schools
Judy Warren - White Bear Lake Sehool Distriet

Classrcorn testing was eompleteC by:

Diane Kammerer - Mounds View Sehool Distr ict

TO THE READER:

'lhe lvlinnesota Edueational Computing Consortium has inade every effort to
ensure the instruetionai and teehnieal quality of this eoureseware package.
Your eomments-as user or reviewer--are valued and rvill be considered for
inelusion in any future version of the produet. Please address eomments to:

I/ IECC Courseware Development
3490 Lexington Avenue North

St.  Paul .  MN 55112
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Appendix B

MECC SERVICES

The Minnesota Edueational Computing Consortium is an organization established in
1973 to assist Minnesota schools and colleges in implementing edueational eomputing.
MECC provides a variety of serviees to edueation, ineluding 1) development and
distr ibution of computer software; 2) in-serviee training for edueators and development
of materials for eonducting training; 3) edueational eomputing assistanee through
newsletters and eomputer purehase eontraets; and 4) management information
serviees, ineluding the development and maintenanee of statewide payroll/personnel
and financial aeeounting software and administrative eomputer paekages. MECCTs
knowledge and expertise in the edueational eomputing field eomes from a deeade of
working with and providing leadership for hundreds of loeal edueators on a daily basis.

MECC Edueational Computing Catalog
uting eourseware, all-purpose training

materials, and administrative software are published twiee eaeh year and are
distributed at no eharge. To request a eatalog, write or eall MECC Distribution
(Telephonez 612/48I-3527).

MECC MembersNps
Non-Minnesota non-profit edueational institutions may obtain annual serviee
agreements with MECC whieh qualify them to obtain MECC eourseware and
training at speeial redueed priees. For up-to-date prieing and proeedural
information on these memberships, write or eall  MECC lnsti tut ional
Memberships (Telephone: 612l48l-35L2).

llaining Programs
MECC staff eonduets edueational eomputing workshops for edueators throughout
the United States. For information on workshop sehedules or to arrange a
speeial training aetivity, write or eall  MECC User Serviees (Telephone: 6L2/481-
3651).

Administrative Software
MECC provides a variety of quality administrative mierocomputer packages.
For information on available paekages and on training and maintenanee
eontraets, write or cai l  MECC-MIS (Telephone: 612/481-3548).

. l {

MECC Network Newsletter
ut the sehool

MECC aetivities, training materials, and
write or eall indieating your interest
(Teiephonez 6L2/48L-3612).

year, MECCfs newsletter foeuses on
edueational eourseware. To obtain,

in the MECC Network Newsletter

a

MBCC
3490 Lexington Avenue North

St. Paul, MN 55112
(General Information z 6LZ / 48I-3500)
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Help Line
If you have any problems using
eall the Help Line (Telephone:

MECC software
6 12 /48 1-3660).

with your eomputer, write or


