
Instructions

As an alternative means of completing PEDAL POWER: An Accounting Practice Set, Excel spreadsheets are available at http://www.mhhe.com/au/pedalpower
.  They are formatted for the Journals (General and Special, including Petty Cash), Ledgers (General and Subsidiary), Inventory Cards, Worksheet, Financial Statements and supporting schedules and the Post-closing Trial Balance.

The blank formatted spreadsheets can be used to complete all of the requirements (2–15) on pages 5–6.

When completing the requirements in the spreadsheet format, it is important to consider each transaction carefully in terms of the relevant journal and ledger postings and, where applicable, Cost of Goods Sold summaries.

Students are neither advantaged nor disadvantaged by completing the Practice Set manually or electronically using these Excel spreadsheets.

How to use the spreadsheets:
· Go to the McGraw-Hill Online Learning Centre www.mhhe.com/au/pedalpower and click on Student Centre to find the spreadsheets.  Download the spreadsheet file to your computer.

· Using Excel, open the file ‘PEDAL POWER’.  All the necessary journals, ledgers, schedules and financial statements are contained within this file.

· To access the individual spreadsheet for each requirement, click on the relevant spreadsheet tab at the bottom of the screen.

· Complete the requirements outlined in PEDAL POWER: An Accounting Practice Set, pages 5–6.

The print set up has been addressed for each spreadsheet to ensure the reports print in a format consistent with the manual practice set.  Take care where your input affects presentations and try to address these issues where possible.  In the case of the General Journal, the particulars column has been formatted to allow for debit entries to be entered in column C and credit entries to be indented by entering the text in column D.  Students should give thought to formatting issues when completing the Statements of Financial Performance and Position.  Provision has been made for classification headings to be entered in Column A while individual items can be entered in Column B.

· Students should check with their teacher as to whether to submit a completed file on diskette along with a hard copy of all worksheets.

It is important to note that this practice set is not designed to test Excel skills.  As such, the basic spreadsheets have been designed to assist in the completion of the requirements.  Students proficient in the use of Excel, however, are encouraged to use the various program functions available such as sum and formulas functions for journal totals, balance figures in ledger accounts, sub-totals and totals in financial statements and formatting functions for underscoring figures.  For the General Ledger, page breaks have been set according to the existing length of each ledger account.  After all ledger postings have been made, students may choose to delete unnecessary lines and re-set the page breaks accordingly.
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