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Worksheet Basics—An Introduction to Excel
Overview


We begin our study with a look at worksheet basics.  Worksheet procedures are used extensively in preparing consolidated financial statements, and this review should assist you in learning worksheet procedures.  The worksheet warm-ups are based on what you learned in your intermediate financial accounting course. For this review, we will be preparing statements from a simple trial balance.  Jackson Corporation’s trial balance and financial statements for the year ended December 31, 20XX will be used to develop a template.  To test the template, the financial statements for Kaytee Industries and Lowry Enterprises have been included in this tutorial.


You will find that it will take some time to generate a template.  In fact, it would probably take less time to do it manually.  But, once the worksheet is developed, you will find the remaining problems can be done relatively quickly.

Jackson Corporation‘s Data

We begin with the trial balance before adjustment of Jackson Corporation.  This is presented below along with the necessary information on adjusting entries.

	Jackson Corporation
	
	

	Trial Balance
	
	

	For year ended December 31, 20XX
	
	

	
	
	

	Cash
	18,000 
	

	Notes Receivable
	24,000 
	

	Interest Receivable
	0 
	

	Accounts Receivable
	57,800 
	

	Allowance for Doubtful Accounts
	
	100 

	Inventory
	46,000 
	

	Prepaid Insurance
	2,400 
	

	Prepaid Advertising
	0 
	

	Land
	50,000 
	

	Building
	160,000 
	

	Accumulated Depreciation-Bldg.
	
	20,000 

	Equipment
	424,700 
	

	Accumulated Depreciation-Equip
	
	162,500 

	Patents
	48,000 
	

	Accounts Payable
	
	33,600 

	Salaries Payable
	
	0 

	Unearned Rental Income
	
	15,000 

	Short-Term Notes Payable
	
	18,000 

	Interest Payable
	
	

	Bonds Payable
	
	150,000 

	Common Stock
	
	100,000 

	Paid-in Capital in Excess of Par
	
	200,000 

	Beginning Retained Earnings
	
	100,300 

	Dividends Declared
	2,000
	

	Sales
	
	554,400 

	Sales Returns
	15,000 
	

	Cost of Goods Sold
	275,000 
	

	Salaries Expense
	143,000 
	

	Advertising Expense
	14,000 
	

	Uncollectible Accounts Expense
	0
	

	Insurance Expense
	0 
	

	Depreciation Expense-Building
	0 
	

	Depreciation Expense-Equipment
	0 
	

	Amortization Expense
	0
	

	Utilities Expense
	21,000 
	

	Miscellaneous Expense
	45,000 
	

	Interest Income
	
	0 

	Rental Income
	
	0 

	Interest Expense
	8,000 
	

	  Totals
	1,353,900 
	1,353,900 


Additional Information:

1. The Note Receivable for $24,000 was dated December 1, 20XX and bears interest at an annual rate of 9%.  No interest has been accrued for the month of December.

2. An analysis of Accounts Receivable reveals that $1,200 are deemed uncollectible. This means that the Allowance account should have a credit balance of $1,200 and our adjustment should be for $1,100.  

3. The Prepaid Insurance account represents the premium paid on an annual policy that was purchased and went into effect on February 1, 20XX.

4. The Building was purchased several years ago.  It was given a $10,000 salvage value and a 30-year life.  The company has selected the straight-line method of depreciation.

5. The depreciation on the equipment for the year ended amounts to $28,200.

6. Amortization on the patents is $3,000.

7. $1,200 of salaries have been earned but remain unpaid.

8. $12,000 of the Unearned Rental Income had been earned by the end of the year.

9. The Note Payable was signed on November 16, 20XX and bears interest at an annual rate of 8%.  No interest has been accrued on this note.

10. Advertising Expense includes the cost of a six-month campaign began on November 1.  The cost of this campaign was $3,000.

  Note: You will notice that the trial balance contains accounts that have a zero balance.  These have been added to assist you in the adjusting process.  If these accounts had not been included, additional accounts and consequently rows would have to be added to the worksheet.  In practice where you are dealing with only one company, the accounts needed for adjusting entry purposes do not vary greatly from period to period and, thus, are a part of the chart of accounts.

Creating a Template using Jackson Corporation

Worksheet Layout

Begin by thinking about how you want your spreadsheet to look when it is completed.  Answer the following questions.

· Will you be doing a 10 or 14 column worksheet?  The 10-column worksheet has debit and credit columns for the Trial Balance, Adjustments, Adjusted Trial Balance, Income Statement and Balance Sheet.  The 14-column worksheet adds two columns for cost of goods sold (used if the periodic inventory system is in place) and two columns for a retained earnings statement.

· Do you want the worksheet template to be created to give you the adjusting entries necessary to be posted by the bookkeeper? And should these be placed on a separate sheet? 

· Do you want the adjusting entries to be keyed in by number so that others can verify the amounts?  This will add two columns.

· Do you want formal financial statements to be prepared from the worksheet? And do you want these to be placed on a separate sheet?

In the case of Jackson Corporation, we will not be creating the adjusting entries for the bookkeeper, but we will want formal financial statement to be prepared directly from the 10-column worksheet.  We also want to key in our adjusting entries by number.  

Thought to be remembered

Spreadsheet packages are extremely powerful tools, and it is helpful to use these tools.  Many new learners tend to use spreadsheets as more of a typing exercise and not for template generation.  They do not use formulas but may use a calculator to compute an amount and then enter the amount into the spreadsheet.  This will not help when generating templates. Remember, use formulas where possible!!

Setting up the Trial Balance and 10-Column Worksheet Format

· Begin by opening your spreadsheet program.

· Save this to a file called Review Template.  Be sure to save your files frequently as you work. (Files are saved using File / Save As / File Name, then enter Review Template.)

· In Cell A1 enter the name of the company.  
· In Cell A2 enter Trial Balance
· In Cell A3 enter December 31, 20XX.  

· In Cells A6 through A45, enter the accounts listed on Jackson Corporations Trial Balance including Totals in Cell A45.

· Widen Column A so that the information fits into all the cells appropriately. (Note:  column widths may need to be adjusted to make viewing the information easier.).

· Merge cells B4 and C4 by using the Format / Cells / Alignment / Merge Cells Command.  (Note:  Cells B4 and C4 must be first highlighted.)

· Repeat by merging Cells D4, E4, F4 and G4, Cells H4 and I4, Cells J4 and K4, Cells L4 and M4

· In order to see the entire 10-column worksheet on your screen, you may wish to change the zoom feature to 75% and the font to size 10.  This will make it easier to create the template; but remember, you also have to be able to read the screen.

· Enter the heading Trial Balance in Combined Cells B4-C4 and center.

· Enter the heading Adjustments in Combined Cells D4-E4-F4-G4 and center.

· Enter the heading Adjusted Trial Balance in Combined Cells H4-I4 and center.

· Enter the heading Income Statement in Combined Cells J4-K4 and center.

· Enter the heading Balance Sheet in Combined Cells L4-M4 and center

· Label the following Columns in Row 5

· Column B—Debit

· Column C—Credit

· Column D—Key

· Column E—Debit

· Column F—Key

· Column G—Credit

· Column H—Debit

· Column I—Credit

· Column J—Debit

· Column K—Credit

· Column L—Debit

· Column M--Credit

· Enter into Columns B and C the debit and credit amounts found in the trial balance for Jackson Corporation.

· Using the sum command, sum Column B and Column C to make certain the trial balance balances. Change color of this from black to blue, as we will be using blue throughout the process to indicate use of a formula.  A copy of the formulas used is given below.
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· Format the range of Cells (B6 through M150) using the Format / Cells / Number/Accounting command.  Decrease the number of decimal places to 0, and eliminate (none) the dollar signs.  By doing this we will have all the numbers appropriately formatted and will be saving space.

· Save your file.

· Your screen should look similar to Template R-1

Enter Adjusting Entries

· We will begin by entering the sum command in Row 45 Columns E and G.  This will allow us to check the equality of Debits and Credits as the adjusting entries are entered. The formulas are given below and should be in blue on your spreadsheet.
	
	D
	E
	F
	G

	45
	
	=SUM(E6:E44)
	
	=SUM(G6:G44)


· Refresh your knowledge of financial accounting by preparing the necessary adjusting entries using the trial balance and additional information as presented.
· Key in the adjustments to the worksheet using the adjustments column.  Verify that you have entered the following adjustments to the worksheet:
	
	A
	B
	C
	D
	E
	F
	G

	4
	
	Trial Balance
	Adjustments

	5
	
	Debit
	Credit
	Key
	Debit
	Key 
	Credit

	6
	Cash
	18,000 
	
	
	
	
	

	7
	Notes Receivable
	24,000 
	
	
	
	
	

	8
	Interest Receivable
	0 
	
	1
	180 
	
	

	9
	Accounts Receivable
	57,800 
	
	
	
	
	

	10
	Allowance for Doubtful Accounts
	
	100 
	
	
	2
	1,100 

	11
	Inventory
	46,000 
	
	
	
	
	

	12
	Prepaid Insurance
	2,400 
	
	
	
	3
	2,200 

	13
	Prepaid Advertising
	0 
	
	10
	2,000 
	
	

	14
	Land
	50,000 
	
	
	
	
	

	15
	Building
	160,000 
	
	
	
	
	

	16
	Accumulated Depreciation-Bldg.
	
	20,000 
	
	
	4
	5,000 

	17
	Equipment
	424,700 
	
	
	
	
	

	18
	Accumulated Depreciation-Equip
	
	162,500 
	
	
	5
	28,200 

	19
	Patents
	48,000 
	
	
	
	6
	3,000 

	20
	Accounts Payable
	
	33,600 
	
	
	
	

	21
	Salaries Payable
	
	0 
	
	
	7
	1,200 

	22
	Unearned Rental Income
	
	15,000 
	8
	12,000 
	
	

	23
	Short-Term Notes Payable
	
	18,000 
	
	
	
	

	24
	Interest Payable
	
	
	
	
	9
	180 

	25
	Bonds Payable
	
	150,000 
	
	
	
	

	26
	Common Stock
	
	100,000 
	
	
	
	

	27
	Paid-in Capital in Excess of Par
	
	200,000 
	
	
	
	

	28
	Beginning Retained Earnings
	
	100,300 
	
	
	
	

	29
	Dividends Declared
	2,000 
	
	
	
	
	

	30
	Sales
	
	554,400 
	
	
	
	

	31
	Sales Returns
	15,000 
	
	
	
	
	

	32
	Cost of Goods Sold
	275,000 
	
	
	
	
	

	33
	Salaries Expense
	143,000 
	
	7
	1,200 
	
	

	34
	Advertising Expense
	14,000 
	
	
	
	10
	2,000 

	35
	Uncollectible Accounts Expense
	0 
	
	2
	1,100 
	
	

	36
	Insurance Expense
	0 
	
	3
	2,200 
	
	

	37
	Depreciation Expense-Building
	0 
	
	4
	5,000 
	
	

	38
	Depreciation Expense-Equipment
	0 
	
	5
	28,200 
	
	

	39
	Amortization Expense
	0 
	
	6
	3,000 
	
	

	40
	Utilities Expense
	21,000 
	
	
	
	
	

	41
	Miscellaneous Expense
	45,000 
	
	
	
	
	

	42
	Interest Income
	
	0 
	
	
	1
	180 

	43
	Rental Income
	
	0 
	
	
	8
	12,000 

	44
	Interest Expense
	8,000 
	
	9
	180 
	
	

	45
	Totals
	1,353,900
	1,353,900
	
	55,060
	
	55,060


· Save your file.
· Your screen should look similar to Template R-2.
Do the adjusted Trial Balance Columns of the Worksheet

· From this point forward we will be using mostly formulas on the worksheet.  Don’t use your head or your calculator to compute any more numbers.  Let your spreadsheet program do it for you.

· Change your color to Blue to indicate that we will be only using formulas from now on. This is done by highlighting Cells H6 through M150 and selecting Format/Cells/Font/Color and selecting a blue shade.  Remember to click OK.

· Adjusted Trial Balance Debit Column

· A number should be placed in the debit column if the Sum of Columns B and E are greater than the sum of Columns C and G.  To do this we are going to use the IF command under the Function Wizard.
· The IF command is located under Logical Functions and works as follows:
· IF (logical test, If True do this, If False do that)
· Thus the logical test for cash is IF(Debits in columns B and E less credits in columns C and G are greater than zero, or  IF((B6 +E6-C6-G6)>0,
· IF the logical test is true the debit balance should be entered or (B6 +E6-C6-G6),
· IF the logical text is false we want either a zero or a blank in the cell. 0 or “ “.  The “ “ is Quote space Quote.
· Putting this together we come up with the following IF Statement
· =IF ((B6 +E6-C6-G6)>0, (B6 +E6-C6-G6), “ “)
· Adjusted Trial Balance Credit column
· The balance in the credit column is derived using a similar formula.
· See if you can compute it.
· Below is a copy of the formulas entered into Cells H6 and I6
	Adjusted Trial Balance

	Debit
	Credit

	=IF((B6+E6-C6-G6)>0,(B6+E6-C6-G6)," ")
	=IF((C6+G6-B6-E6)>0,(C6+G6-B6-E6)," ")


· Once you are convinced that the formulas that you have created are correct, copy the formulas in Cells H6 and I6 down to Row 44 Cells H44 and I44.  This should put the debits in the debit columns and the credits in the credit columns.
· Check the equality of debits and credits by summing columns H and I in Row 45.  (You can copy Cell G45 into Cells H45 and I45 to achieve this.)
· Save your worksheet.
· Your worksheet should then look like Template R-3.
Transferring totals from the Adjusted Trial Balance to either the Income Statement or the Balance Sheet.

· Transferring the data to either the Balance Sheet or the Income Statement is easy if the accounts are in normal trial balance order with assets listed first followed by liabilities, equities, dividends, and then the income statement accounts.   This is the case with Jackson Corporation and should be the case with any worksheet created using a spreadsheet package because you can add accounts by Inserting rows in the appropriate place and not at the end of the worksheet.  Use the following process:
· Highlight Cells H6 and I6; then go to Edit/Copy.  Highlight Cells L6 and M6; then go to Edit/Paste Special/Paste Link.

· Be sure to copy and paste the two cells at the same time.  If you copy and paste them one at a time, the formulas will not copy correctly in the next step.
· This should leave Cell L6 with $18,000 (the balance in the cash account) and Cell M6 should be blank or have a zero balance.  (The formula in Cell L6 should be =H6.  The formula in Cell M6 should be =I6.   
·  Copy Cells L6 and M6 down through Row 29 (Cells L29 and M29) labeled Dividends Declared.  (This is the end of the Balance Sheet accounts.)
· Now move to Row 30 and Copy Cells H30 and I30 to Cells J30 and K30.  Again, use the Paste Special/Paste Link process. Then, copy Cells J30 and K30 down to Row44 Cells J44 to K44.  This should leave the income statement accounts now transferred appropriately.
· Using the sum command, in the Totals row (Row 45) sum the debit and credit columns of the income statement.  (You can do this quickly by copying Cell I45 to Cells J45 and K45.) This total will rarely be equal as the difference between the two columns represents the net income or loss.
· Make sure all the amounts entered in the balance sheet and income statement columns are blue as these are formulas.  
· Save your worksheet.
· Your worksheet should be similar to Template R-4.
Computing the Net Income or Loss

· The net income or loss is computed by comparing the debit balance in the income statement column with the credit balance in the income statement column.  Since the company could either have income or losses, we will use an IF statement to compute the difference.

· Go to Cell A46 and label it Net Income or Loss.

· Go to Cell A47 and label it Final Totals.

· Go to Cell J46

· This cell is in the debit column of the income statement and will report a net income.  In other words, if the credit amount in K45 is greater than the debit amount in J45, the net income should be put here.  The following IF statement would do this =IF(K45>J45,K45-J45,” “)
· Now for the IF statement for Cell K46.  The following would work =IF(J45>K45,J45-K45,” “)
· A net income should be transferred to Cell M46. (Do not simply copy Cell J46.) The net income is in Cell J46 and can be transferred using the =J46.

· A net loss should be transferred to Cell L46.  The net loss is in Cell K46 and can be transferred using the =K46 formula. (Do not simply copy Cell K46.)

· In row 47, sum rows 45 and 46 in columns J, K.

· In row 47, sum columns L and M from row 6 through row 46.

· The formulas for Cells in columns J through M and Rows 45 through 47 are shown below:

	
	J
	K
	L
	M

	45
	=SUM(J6:J44)
	=SUM(K6:K44)
	
	

	46
	=IF(K45>J45, K45-J45," ")
	=IF(J45>K45,J45-K45," ")
	=K46
	=J46

	47
	=SUM(J45:J46)
	=SUM(K45:K46)
	=SUM(L6:L46)
	=SUM(M6:M46)


· Save your worksheet

· Your template should now resemble Template R-5.

Adding the financial Statements.—The Income Statement

· Begin by going to Cell A50.  The formal financial statements will begin with the Income Statement in Row 50.  The Income Statement is completed first, because the Net Income is needed to prepare the Statement of Retained Earnings.  The Balance Sheet is completed after the other two statements have been prepared.
· Cells A50 through A53 will show the heading of the Income Statement.  Remember that this is a template and once the worksheet is completed we want the financial statement to be automatically done.
· Cell A50 should show the name of the company, which is in Cell A1; therefore the formula in Cell A50 should be =A1.
· The formula =A3 will give you the date in Cell A53
· Using a Bold Font insert the following labels
· Income Statement in Cell A51 
· For the Year Ended in Cell A52 
· Net Sales in Cell A57
· Gross Profit in Cell A59
· Operating Expenses in Cell A60
· Total Operating Expenses in Cell A70
· Net Operating Income (Loss) in Cell A71
· Other Revenues (Expenses) in Cell A72
· Net Income (Loss) in Cell A76
· The income statement section of your template should appear as shown here:
	50
	Jackson Corporation

	51
	Income Statement

	52
	For the Year Ended

	53
	December 31, 20XX

	54
	

	55
	

	56
	

	57
	Net Sales

	58
	

	59
	Gross Profit

	60
	Operating Expenses

	61
	

	62
	

	63
	

	64
	

	65
	

	66
	

	67
	

	68
	

	69
	

	70
	Total Operating Expenses

	71
	Net Operating Income (Loss)

	72
	Other Revenues (Expenses)

	73
	

	74
	

	75
	

	76
	Net Income (Loss)


· Now use formulas to insert the account names from the trial balance.
· Use the formula =A30 in Cell A55.  This should place the word Sales in that cell.
· Use the formula =A31 in Cell A56, =A32 in Cell A58, and =A33 in Cell A61.
· Then, copy the formula in Cell A61 into Cells A62 through A69.  
· Use the formula =A42 in Cell A73 and copy that cell into Cells A74 and A75.  This will place the remaining Income Statement Accounts on the Income Statement. Your worksheet should look as follows:
	50
	Jackson Corporation

	51
	Income Statement

	52
	For the Year Ended

	53
	December 31, 20XX

	54
	

	55
	Sales

	56
	Sales Returns

	57
	Net Sales

	58
	Cost of Goods Sold

	59
	Gross Profit

	60
	Operating Expenses

	61
	Salaries Expense

	62
	Advertising Expense

	63
	Uncollectible Accounts Expense

	64
	Insurance Expense

	65
	Depreciation Expense-Building

	66
	Depreciation Expense-Equipment

	67
	Amortization Expense

	68
	Utilities Expense

	69
	Miscellaneous Expense

	70
	Total Operating Expenses

	71
	Net Operating Income (Loss)

	72
	Other Revenues (Expenses)

	73
	Interest Income

	74
	Rental Income

	75
	Interest Expense

	76
	Net Income (Loss)


· To complete the Income Statement, copy the following cells.  Note that several cells (those from column J) have a minus sign inserted after the equal sign. 
	
	A
	B
	C

	
	
	
	

	55
	Sales
	=K30
	

	56
	Sales Returns
	=-J31
	

	57
	Net Sales
	
	

	58
	Cost of Goods Sold
	=-J32
	

	59
	Gross Profit
	
	

	60
	Operating Expenses
	
	

	61
	Salaries Expense
	=-J33
	

	62
	Advertising Expense
	=-J34
	

	63
	Uncollectible Accounts Expense
	=-J35
	

	64
	Insurance Expense
	=-J36
	

	65
	Depreciation Expense-Building
	=-J37
	

	66
	Depreciation Expense-Equipment
	=-J38
	

	67
	Amortization Expense
	=-J39
	

	68
	Utilities Expense
	=-J40
	

	69
	Miscellaneous Expense
	=-J41
	

	70
	Total Operating Expense
	
	

	71
	Net Operating Income  (Loss)
	
	

	72
	Other Revenues and Expenses
	
	

	73
	Interest Income
	
	=K42

	74
	Rental Income
	
	=K43

	75
	Interest Expense
	
	=-J44

	76
	Net Income or (Loss)
	
	


· Now, using your accounting knowledge and spreadsheet skills of summing, adding, and subtracting, complete the worksheet by filling in the appropriate formulas.  (Remember your net income or loss must agree with your worksheet income statement column.)
· Save your worksheet.
· Your worksheet should now resemble Template R-6.
Adding the Financial Statements----The Statement of Retained Earnings

· Add the following labels or formulas as indicated below:
	
	A
	B

	80
	=A1
	

	81
	Statement of Retained Earnings
	

	82
	For the year Ended 
	

	83
	=A3
	

	84
	
	

	85
	Beginning Retained Earnings
	=M28

	86
	Add:  Net Income
	=C77

	87
	Less:  Dividends Declared
	=-L29

	88
	Ending Retained Earnings
	=SUM(B85:B87)

	89
	
	


· Save your worksheet.
· Your worksheet should now look like Template R-7.
Adding the Financial Statements—The Balance Sheet

· Begin by setting up the heading
· Start with Cell A92 and the formula =A1.
· Label Cell A93 Balance Sheet

· Insert the formula =A3 in Cell A94
· Copy CellsA6 into Cell A97 by entering the formula =A6 in Cell A97.
· Copy the formula in Cell A97 into Cells A98 through A118.
· For Cell A119 (Ending Retained Earnings) use the formula =A88.
· Insert rows so your template has the following appearance:
	
	A

	96
	

	97
	Cash

	98
	Notes Receivable

	99
	Interest Receivable

	100
	Accounts Receivable

	101
	Allowance for Doubtful Accounts

	102
	Inventory

	103
	Prepaid Insurance

	104
	Prepaid Advertising

	105
	

	106
	

	107
	Land

	108
	Building

	109
	Accumulated Depreciation-Bldg.

	110
	Equipment

	111
	Accumulated Depreciation-Equip

	112
	

	113
	

	114
	Patents

	115
	

	116
	

	117
	

	118
	

	119
	Accounts Payable

	120
	Salaries Payable

	121
	Unearned Rental Income

	122
	Short-Term Notes Payable

	123
	Interest Payable

	124
	

	125
	

	126
	Bonds Payable

	127
	

	128
	

	129
	

	130
	

	131
	Common Stock

	132
	Paid-in Capital in Excess of Par

	133
	Ending Retained Earnings

	134
	

	135
	


· Insert the following labels using a bold, black font:
· In Cell A96 insert Current Assets.
· In Cell A105 insert Total Current Assets.
· In Cell A106 insert Property and Equipment.
· In Cell A112 insert Total Property and Equipment.
· In Cell A113 insert Intangible Assets.
· In Cell A115 insert Total Intangible Assets.
· In Cell A116 insert Total Assets.
· In Cell A118 insert Current Liabilities.
· In Cell A124 insert Total Current Liabilities.
· In Cell A125 insert Long-Term Liabilities.
· In Cell A127 insert Total Long-Term Liabilities.
· In Cell A128 insert Total Liabilities.
· In Cell A130 insert Stockholders’ Equity.
· In Cell A134 insert Total Stockholders’ Equity.
· In Cell A135 insert Total Liabilities and Equity.
· Go to Cell B97 and enter the formula =L6
· Repeat this for all accounts on the balance sheet using the cells in columns L and M on the worksheet.  The Balance in the Retained Earnings account will come from the Statement of Retained Earnings.  Your formulas should resemble the following:
	
	A
	B

	96
	Current Assets
	

	97
	Cash
	=L6

	98
	Notes Receivable
	=L7

	99
	Interest Receivable
	=L8

	100
	Accounts Receivable
	=L9

	101
	Allowance for Doubtful Accounts
	=-M10

	102
	Inventory
	=L11

	103
	Prepaid Insurance
	=L12

	104
	Prepaid Advertising
	=L13

	105
	Total Current Assets
	

	106
	Plant and Equipment
	

	107
	Land
	=L14

	108
	Building
	=L15

	109
	Accumulated Depreciation-Bldg.
	=-M16

	110
	Equipment
	=L17

	111
	Accumulated Depreciation-Equip
	=-M18

	112
	Total Plant and Equipment
	

	113
	Intangible Assets
	

	114
	Patents
	=L19

	115
	Total Intangible Assets
	

	116
	Total Assets
	

	117
	
	

	118
	Current Liabilities
	

	119 
	Accounts Payable
	=M20

	120
	Salaries Payable
	=M21

	121
	Unearned Rental Income
	=M22

	122
	Short-Term Notes Payable
	=M23

	123
	Interest Payable
	=M24

	124
	Total Current Liabilities
	

	125
	Long-Term Liabilities
	

	126
	Bonds Payable
	=M25

	127
	Total Long-Term Liabilities
	

	128
	Total Liabilities
	

	129
	
	

	130
	Stockholders' Equity
	

	131
	Common Stock
	=M26

	132
	Paid-in Capital in Excess of Par
	=M27

	133
	Ending Retained Earnings
	=B88

	134
	Total Stockholders' Equity
	

	135
	Total Liabilities and Equity
	


· Using your accounting and spreadsheet knowledge, complete the Balance Sheet using only formulas.
· Save your template.
· When complete should resemble Template R-8
Inserting Comments

· To help you remember what needs to be done at a future date, it is suggested that you add comments to your worksheet.  These comments will appear when one clicks on the cell and will guide the user in data entry.  Comments are done using the Comment Command on the Insert menu.  The Diagram below shows the comments, which were added to this worksheet.
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Protecting Your Worksheet

· Now that the worksheet has been completed, back it up on another disks
· Once the worksheet has been backed up, it is important to have the template set up so that changes cannot be made to formulas and labels.  This is called protecting.
· Since your template was created to use again, you want to delete the data for Jackson Corporation so that other information can be added.  To do this you need to delete the following from your template.
· The Company Name in Cell A1
· The Date in Cell A3
· The Trial Balance Debits in Cells B6 through B44.  Leave the formula for Totals in the worksheet.
· The Trial Balance Credits in Cells C6 through C44.  Again leave in the Totals formula.
· The Adjustment Columns Cells D6 through G44.  Again leave in the Totals formula.
· Lastly you will want to protect this worksheet.  This is done using the Protect  Command under the Tools Menu. You can protect the workbook if you wish.  You can choose a Password if you wish. (Note:  As you work problems you may have to unprotect the workbook in order to insert additional data.)
· You will also want to save this template under another name and perhaps back it up on another disk or drive.
Extra Problems

Kaytee Industries

The Trial Balance for Kaytee Industries is given below along with the additional information on adjusting entries.  Using the template you just developed, see if you can prepare the worksheets and the financial statements.  (For more practice in creating a worksheet and preparing formulas, you may want to begin by using the first worksheet provided in the “Warm-up Worksheets” Excel file.  It is labeled “Review Template.”  You can copy the following trial balance information into columns B and C and then prepare the required adjustments and financial statements using formulas wherever possible.)

	Kaytee Industries
	
	

	Trial Balance
	
	

	December 31, 20XX
	
	

	
	
	

	
	
	

	Cash
	6,500 
	

	Notes Receivable
	15,000 
	

	Interest Receivable
	0 
	

	Accounts Receivable
	33,000 
	

	Allowance for Doubtful Accounts
	200 
	

	Inventory
	41,000 
	

	Prepaid Insurance
	6,200 
	

	Prepaid Advertising
	0 
	

	Land
	80,000 
	

	Building
	430,000 
	

	Accumulated Depreciation-Bldg.
	
	135,000 

	Equipment
	678,000 
	

	Accumulated Depreciation-Equip
	
	125,000 

	Patents
	66,000 
	

	Accounts Payable
	
	42,000 

	Salaries Payable
	
	0 

	Unearned Rental Income
	
	27,000 

	Short-Term Notes Payable
	
	15,000 

	Interest Payable
	
	0 

	Bonds Payable
	
	250,000 

	Common Stock
	
	200,000 

	Paid-in Capital in Excess of Par
	
	400,000 

	Beginning Retained Earnings
	
	95,800 

	Dividends Declared
	5,000 
	

	Sales
	
	1,350,000 

	Sales Returns
	20,000 
	

	Cost of Goods Sold
	645,000 
	

	Salaries Expense
	531,000 
	

	Advertising Expense
	34,000 
	

	Uncollectible Accounts Expense
	0 
	

	Insurance Expense
	0 
	

	Depreciation Expense-Building
	0 
	

	Depreciation Expense-Equipment
	0 
	

	Amortization Expense
	0 
	

	Utilities Expense
	22,000 
	

	Miscellaneous Expense
	8,900 
	

	Interest Income
	
	0 

	Rental Income
	
	0 

	Interest Expense
	18,000 
	

	  TOTALS
	2,639,800 
	2,639,800 


Additional Information:

1. Interest of $300 has accrued on the Note Receivable.

2. An analysis of Accounts Receivable reveals that  $2,900 are deemed uncollectible. (Hint—Your entry must consider the balance in the Allowance Account)

3. $5,800 of the Prepaid Insurance was consumed during the period.

4. Depreciation on the Building in the amount of $18,200 should be recorded.

5. Depreciation of the Equipment in the amount of $34,900 should be recorded.

6. Amortization on the patents amounts to $6,000.

7. $5,000 of salaries have been earned but remain unpaid.

8. $24,000 of the Unearned Rental Income was earned by the end of the period.

9. Interest of $500 has accrued on the Note Payable.

10. Advertising expense includes a cost of a prepaid commitment in the amount of $4,000.  This should be taken to the prepaid account.

Lowry Industries

The Trial Balance for Lowry Enterprises is given below along with the additional information on adjusting entries.  Using the template you developed, see if you can prepare the worksheets and the financial statements. (As with the Kaytee Industries problem, above, you may want to start with the "Review Template," the first worksheet provided in the "Warm-up Worksheets" Excel file.   You can use that worksheet and copy the following trial balance information into columns B and C.  By starting from that template, you will get more practice in developing the formulas for the worksheet.)

	Lowry Enterprises
	
	

	Trial Balance
	
	

	December 31, 20XX
	
	

	
	
	

	
	
	

	Cash
	17,300 
	

	Notes Receivable
	48,000 
	

	Interest Receivable
	0 
	

	Accounts Receivable
	39,000 
	

	Allowance for Doubtful Accounts
	
	400 

	Inventory
	9,600 
	

	Prepaid Insurance
	
	

	Prepaid Advertising
	6,000 
	

	Land
	74,000 
	

	Building
	139,000 
	

	Accumulated Depreciation-Bldg.
	
	25,000 

	Equipment
	249,500 
	

	Accumulated Depreciation-Equip
	
	58,700 

	Patents
	6,200 
	

	Accounts Payable
	
	29,750 

	Salaries Payable
	
	0 

	Unearned Rental Income
	
	0 

	Short-Term Notes Payable
	
	18,560 

	Interest Payable
	
	0 

	Bonds Payable
	
	50,000 

	Common Stock
	
	80,000 

	Paid-in Capital in Excess of Par
	
	257,000 

	Beginning Retained Earnings
	
	56,400 

	Dividends Declared
	1,000 
	

	Sales
	
	687,200 

	Sales Returns
	15,400 
	

	Cost of Goods Sold
	244,600 
	

	Salaries Expense
	189,000 
	

	Advertising Expense
	23,000 
	

	Uncollectible Accounts Expense
	0 
	

	Insurance Expense
	18,600 
	

	Depreciation Expense-Building
	0 
	

	Depreciation Expense-Equipment
	0 
	

	Amortization Expense
	0 
	

	Utilities Expense
	22,800 
	

	Miscellaneous Expense
	174,610 
	

	Interest Income
	
	0 

	Rental Income
	
	18,600 

	Interest Expense
	4,000 
	

	  TOTALS
	1,281,610 
	1,281,610 


Additional Information

1. Interest of $300 has accrued on the Note Receivable.

2. An analysis of Accounts Receivable reveals that  $780 are deemed uncollectible.

3. $6,600 of the Insurance Expense will be used in the next period.

4. Depreciation on the Building in the amount of $3,700 should be recorded.

5. Depreciation of the Equipment in the amount of $21,800 should be recorded.

6. Amortization on the patents amounts to $620.

7. $2,500 of salaries have been earned but remain unpaid.

8. $18,000 of the Rental Income had not been earned by the end of the period.

9. Interest of $400 has accrued on the Note Payable.

10. An analysis of Prepaid Advertising indicates the cost of a prepaid commitment in the amount of $2,000.  The remaining amount was consumed during the period.

Insert adjusting entries necessary to prepare correct financial statement.  Key in each entry with appropriate letter or number.





Add debit account balances from the Trial Balance to Debit Column and credit account balances to Credit Column.





Add date of Financial Statements to Cell A3.





Add name of Company to Cell A1





Remember these account names were entered using a formula.





Again remember that all of these account names were entered using a formula!





Those on the next page will be, as well!











