Accounting Class
Excel Activities

ncludes 5 Excel jobs
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All jobs link to
GAAP Concepts!
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Includes Teacher’s Keys for all
spreadsheet jobs.

This is an editable file!




Excel Concepts Learned:

< Formatting of cells

< Creating a spreadsheet
from scratch

< Formatting numbers to
thousands

< Formatting numbers to
decimal points

<+ Merge and Center

< Function Calculations

< Formula Calculations

< Styling a spreadsheet

*
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Calculating Account Balances.

PR To cakculate the bahce for cash, yau mast use what you know about asset
. accaunts. Azset accqunds have a normal debit hatarce. Therefore, yau wil
subiract the crackt column tatal fram tha debit column totallike the figura ta
ha buft s rapaie:

Do the same for each of the azset accaunts. =

For accounts that have
cradit balances, like
Accts. Payable, you will
subtract the cradit
column total from the
debit column total. E

Basic Formarting:
9. Account balances are very impartant. Select ficw 15 by clicking inthe gray area at the far left of the
raw. Mske that row the same light green 2 you used for the aczournt tilas by clicking on the paint can an
the Home tab.
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10. selec the range from &4 to X125 and dick on the § on the Home 1ab to make your AUmbers Nt
currency. It you get a BABANE in 3 cel, that simply means that your cokimr width k= oo rarmow and you
need to drag your colume widar to show the whole rumber.  ————
11. sudit your spreadsheet:
Does your spreadsheat look like thiz ans?

+
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3. Using commas to separate your thousznds makes numbers essier to

read in a spreadsheet. To place a tomma to separate thousands: select

the daebit column, right click, select “number”, and check the "use 1000
separator” ,}

Audit your spreadsheet.
Do you have the same cash balance as the graphic above?
If not, correct your ermors.

GAAP Concept: The business entity concept states that the
i iated with & busi must be
recorded from those of its owners or other businesses. Doing
50 requires the use of separate accounting records for the
organization that completely exclude the assets and liabilities
of any other entity or the owner.
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Create a ledger for -2 fown Pizza’s cash T-Account. The
dsta from Jop 2 is on the left.

A e =

1. Create the ledger below from a blank spreadshest.
It is simply made by “merge & center” tool and by
dragging oolumns to make them wider. Mote that
rows 2 B 3 are mergad in most columns except F & G.
Since dates were not used for Job 2, use Oct. as the
month of transactions and date them 1 through 15.
Use G1 as'the Post Ref. for 2ach,

A . < o [ [ o "
1 | acrount Casm - Aeet, toam. 110
2 Balacn

Date e Pogt.Ret, _ DeBi . _ Credit. Debit Cregig

2. 1 you drag the paddla in the lower right of cell A8 aHar kaying the date, it will autafill the rast of the datas in
chranciogical ardes. Compéets the ledger that you creatod with the data balow...
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GO BEYOND THE TEXTBOOK!

INCLUDES FIVE (5) JOBS THAT STUDENTS ARE TASKED TO COMPLETE!

Job 1:

Calculating the
Accounting equation

Job 2:

Recording and calculating
T-Accounts

Job 3:

More practice
recording and calculating

T-Accounts
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Pie Town Pizza
ASSETS LIABILITIES OWMNER'S EQUITY
Kitchen Supply Inc.,
Pizza Delivery Van $25,000.00 Accts. Payable $800.00 Laun Tampa, Capital 534,800.00
Syscon Food Supply,
Pizza Oven $17,000.00 Accts. Payable $1,600.00
Shop Furtiture $12,000.00 Bank Mote Payable $20,000.00
Kitchen Items 51,400.00
Supplies $B800.00
Prepaid Insurance $1,000.00
Total | 35?,200.001 $22,400.00 $34,800.00
A B C 0 E F G H | J K L il M [u] o R T u w =
1 Pie Town Pizza-T Accounts
Accts Receivable- Accts. Payable-
2 Cash Supplies Evans Co. Syscon Food Supply Laun Tampa, Capital Sales Advertising Expensze Utilities Expense
3 Debit Credit Debit Credit Debit Credit Debit Credit Debit Credit Debit Credit Debit Credit Debit Credit
4 S 14,000.00 S 800.00 S B00.00 512500 | 5125.00 5100.00  5125.00 S 14,000.00 S 40.00 5175.00 S B0.00
5 5 4000 5 80.00 5 125.00 5 50.00 5 25.00 5220.00 5125.00
B S 2500 S5 175.00 S 11000 5125.00 S165.00
T 5 3000 5 125.00 5 30.00
g s 28000 S5 22000 5280.00
3 S 12500 5 11000 5 50.00
10 s 42200 S 100.00 5422.00
1 5 165.00
12
13
14 |TOTALS 5 14,322.00 | $1,775.00 | |s10s00|s - | | s175.00 | 5125.00 | | s100.00 | 5125.00 | |s - |s 1s00000] |s - |ss72.00] [szss00|s - | | sz7000|s -
Account
15 Balance |5 13,147.00 51,035.00 5 50.00 5 25.00 5 14,000.00 5972.00 5395.00 5370.00
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1 lke's Floral Shop-T Accounts
Accts Receivable- Accts. Payable-
Beck's Funeral Nav's Floral
2 Cash Supplies Home Supply lke Jackson, Capital Sales Advertising Expense Utilities Expense
3 Debit Credit Debit Credit Debit | Credit Debit = Credit Debit Credit Debit Credit Debit Credit Debit = Credit
4 $12,800.00 | § 760.00 5 760.00 $827.00 $522.00 | 5522.00 $12,800.00 5 225.00 5825.00 $160.00
5 § 22500 |5 825.00 5 52200 5 85.00 $ 1,000.00 S 827.00 5100.00 $ 7200
6 § 21500 | S5 160.00 5 21000 5 21500 $ 85.00
T 5 82000 5 21000 5 83.00 5 82000
8 5 11900 5§ 52200 5 15000 5 119.00
9 $ 35000 S 100.00 $ 35000
10 5 1,00000 S 7200
11 $ 150,00
12 S B85.00
13
14 |TOTALS ~ $15528.00 §2,884.00 5 172700 5 $827.00 5 $522.00 5607.00 5 - $13,800.00 5 5§ 2,556.00 592500 3 5317.00 &
Account
15 |Balance 5 12,645.00 S 172700 $827.00 5 85.00 513,800.00 5 2,556.00 5925.00 5317.00




A B C D E F G H

1 |account CASH Acct. Num. 110

2 Balance

3 Date Item Post. Ref. Debit Credit Debit Credit

4 |Oct. 1 G1 14000 14,000.00

5 |Oct.2 G1 800  13,200.00 °

6 |Oct.3 Gl 40 ¥ 13,240.00 JOb 4.

7 |Oct.4 G1 80  13,160.00 . .

2 Oct.5 G1 25 13,185.00 C t d I I t g
9 Oct.6 G1 30 13,215.00 rea Ing an ca cu a In
10 |Oct. 7 Gl 175" 13,040.00

11|Oct. 8 Gl 280 13,320.00 a IEdger fOr CaSh.

12 |Oct. 9 Gl 125 13,445.00

13 |Oct. 10 125 13,320.00

14 |Oct. 11 Th es v

15 |Oct. 12 ~ e R E N OT

16 | Oct. 13 Gl 0012, stmnsy B te m , t '
17 |Oct. 14 G1 422 " 13,312.00 — [ p a es ;

18 |Oct. 15 Gl 165  13,147.00
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o~ a s h &4 000,00 $14,000.00
4 |Nov. 15 V23 ua.:c: r.m. it p rog a m 'J 00 513,700.00
5 |Nov.15 T15 Cash sales ey '514,590.00
Job 5 ® & |Nov.16 (Cl12 Supplies $250.00 514,340.00
® 7 |Nowv.16 Ti16 Cash sales 5360.00 ¥ 414,700.00
creati n a nd ca |Cu Iati n a 8 |Nov.17 (113 Cell Phone Bill 5125.00 514,575.00
g g 9 |Mov.17 Cl14 Electric Bill $80.00 $14,495.00
o 10 [Nov. 17 €115 Water Bill 550.00 514,445.00
CaSh regISter 11 |[Nov. 17 C116 Payment on Account Rec/Syscon 5125.00 514,320.00
12 [Nov. 17 T17 Cash sales 5412.00 514,732.00
of Sa Ies a nd expenses. 13 |Nov.18 R&77 Payment received from Evans. Co. 580.00 514,812.00
14 [Nov. 18 T18 Cash sales 5610.00 515,422.00
15 |[Nov. 19 w24 Repair for pizza oven 5?2.00' 515,350.00
16 [Mov. 19 T19 Cash sales 5629.00 515,979.00
17 [Nov. 20 C117 Paid on account to Syscon Foods 5180.00 515,799.00
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Teacher Testimonials

My students enjoyed the activity. They were engaged with it and it helped them to
understand.

This resource not only has saved me a ton of time, it also is a great way to review or
introduce excel spreadsheets to my accounting students. | have students who would rather
use the excel worksheets than use paper forms. Great resource!

| am on a mission to make sure my business students can also use Excel before leaving high
school. This provided an excellent way to incorporate Excel into Accounting 1.

A great project to introduce beginning excel skills. Easy to use . Kids were able to work on the
project at their own speed.



Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. 1 am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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