ACC 200 COMPUTER PROJECT

Professor Bazaz

Spreadsheet skills are essential in the business world.  Completion of this project will require you to design a financial spreadsheet that will generate a complete worksheet and a set of financial statements.

This project will require approximately 4 to 6 hours of computer lab time, plus additional preparation time away from the computer.  The project is due no later than the deadline shown in your syllabus.  Late projects will be penalized heavily.


ACADEMIC CONDUCT POLICY
Each student is expected to act within the guidelines specified in the course syllabus and the Schedule of Classes.  The computer project is an individual assignment.  You are expected to work independently. If you have any questions regarding appropriate behavior, consult your instructor.


INSTRUCTIONS
The project requires the preparation of a worksheet and financial statements using a spreadsheet program. An unadjusted trial balance and the necessary adjustment data are distributed along with this handout. To complete this project, you should use Microsoft Excel for Windows, which is available in computer labs on campus.  Use of Excel is preferred, but you may use other spreadsheet software with the approval of your instructor, provided a cell formula display can be printed (as required below).  You must submit all required printouts and a 3’’ inch disk containing your data file.

To receive full credit for this project, you must do the following:

1.
Prepare a worksheet in proper form from the information given, starting with the unadjusted trial balance through the balance sheet columns.  Make the worksheet capable of handling all types of adjustments through formulas.

2.
In the same sheet in the workbook (or in a different sheet in the file), prepare a multiple-step Income Statement, a Retained Earnings Statement, and a Classified Balance Sheet.  Include the appropriate headings on the worksheet and on the financial statements.  Center the headings on the financial statements.  Do not use abbreviations on the financial statements.

3.
Format the spreadsheet so that your name and your instructor's name are printed in the top right corner of each page of the printout.

4.
Derive all dollar amounts directly from the unadjusted trial balance and the adjustment information.  The dollar amounts on the worksheet and financial statements must be as formula driven as possible.  Wherever possible, use cell references and calculation functions rather than re-entering amounts.  Don't just type all the numbers.  There should be no typed numbers after the Adjustments column on the worksheet, and no typed numbers on any of the financial statements. Round all amounts to the nearest dollar.

5.
Save the worksheet and financial statements on your data disk.  

6. Use 8.5 by 11 inch paper for printouts.  Do not cut/paste or photocopy/shrink the type.

7.
Submit all of the following printouts and your data disk in a folder.  On the front of the folder, clearly mark your name, your instructor's name, and the name of the spreadsheet software you used.

Include in the folder:

· A printout of the worksheet.  The worksheet should be printed in landscape, and font size will need to be adjusted, to get the entire worksheet on one page. 

· A printout of each of the required financial statements (see # 2 above), with each statement centered on a separate page.  Each statement must be in the proper financial accounting format, with all appropriate headings, categories, subtotals and totals.  The statements should be printed in portrait.

· A printout of the worksheet and financial statement formulas,  in the format of the worksheet and each financial statement.  In other words, print cell formulas instead of cell values. For Excel for WIN 95, click on Tools, then Options, then View, and check Formulas. 

· The original project handout. Failing to include the original handout will cause you to lose points.

· Your computer disk.


GRADING
NEATNESS 

Clean pages, sheets not folded, statements centered, appropriate spaces and lines, darkness of print, and readability all count toward neatness.

PROFESSIONAL APPEARANCE AND LAYOUT 
The worksheet and financial statements should include proper headings, and the financial statements should reflect proper GAAP classifications, appropriately labeled.

TECHNICAL CONTENT 
All the following are considered in the grading process:  the correct recording of adjusting entries in worksheet format, correct dollar amounts for accounts, correct column totals, correct sub-classifications and totals on financial statements, use of various spreadsheet program functions and commands to their fullest extent, worksheet cells tracking to statements, and a complete cell formula display submitted.  Note:  You do NOT have to break the Operating Expense section into selling and administrative expenses.


HELPFUL HINTS
1.
If you are not familiar with spreadsheet programs, study the appropriate chapters of a spreadsheet user manual or do a tutorial (or both) prior to starting the project.  Also, review the appropriate sections of your accounting text for statement preparation and worksheets.

2. Do not use cents in your calculations.  Use the ROUND function whenever performing calculations that might result in an unwanted decimal. 

3. Be sure to save your data on your disk, not on the hard drive (c:/) of the computer.  You can lose your data by not saving to your floppy disk.  USE A BACK-UP DISK.  Losing your disk, or your disk losing information, is NOT grounds for late submissions.

