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PREFACE

Welcome to the McGraw-Hill family of interactive accounting courseware. This new and
innovative family of products consists of over 40 hours of accounting exercises and
feedback and has been designed to assist you in learning this material. No prior computer
experience is required to use this courseware.

In this courseware, you are placed in an office environment as if you are working for a
company. The office simulation is based on the premise that you are assigned activities
by your employer. You are placed in a office environment and assignments are provided
on your office calendar. As you proceed through the courseware you are promoted and
will receive salary adjustments based on your performance. A fax machine and electronic
mail are available for your instructor to communicate to you.

The courseware is structured for you to succeed in the course. After you complete each
exercise, you are provided immediate feedback as to the accuracy of your response. If an
error is detected in your answer, the courseware will guide you though a four step graded
discovery learning process.

A convenient review technique is also provided after you have completed an exercise.
The review mode provides you with the correct answer, your first incorrect answer, and
an explanation of the answer.

Introduction

This courseware has been designed to allow you to use it at multiple locations. If you
have a computer at home, you can use the diskettes provided in this package to load the
courseware on your home computer. If you do not have a home computer, you can use
the courseware that has been pre-loaded on your school's computer network. Your
instructor will provide information on how to access the courseware on the school's
computers.

Note: If you do not have a home computer, you will not use the diskettes provided in this
package. Experience has shown that many students end up purchasing a home computer
while using this courseware, so the diskettes are provided as a convenience to all
students.



This guide is organized into the following chapters:

o Chapter 1: Installation on Your Home Computer. This chapter provides instructions
for installing the courseware on your home computer.

e Chapter 2: Using the Courseware. This chapter is an introduction to the steps
involved in using this courseware. These steps apply to both the student home
installation or courseware installation on your school's computers.

e Chapter 3: Using the Courseware at Multiple Locations. This chapter explains how
to activate the multiple location feature of the courseware. This feature allows you to
do your courseware lessons at home and at school.

e Chapter 4: Learning Modules. This chapter outlines the learning modules that are
available in this courseware.

e Chapter 5: Getting Help. This chapter discusses the online help system, frequently
asked questions as well as a troubleshooting table that may assist you in diagnosing
problems.

Provided to you in this package are:
1. The Student Manual you are now reading
2. The courseware diskettes

In addition to these items, you may need a high density formatted disk if you decide to
perform your assignments at both home and at school. This will be discussed latter.

Acknowledgments

This manual, and the courseware it supports, are the results of many people’s efforts and
insights. The process of development and testing has followed the same learning model
we think is best for the students -- interactive, cooperative and responsive to feedback.

We appreciate the editorial advice and assistance of the McGraw-Hill staff, particularly
Stewart Mattson, Jackie Scruggs and Irene Baki. Suggestions and comments from users
of the software are appreciated.

Ralph E. Smith Email: Ralph.Smith@asu.edu
Rick Birney . Email: Rick.Birney @asu.edu



CONTENTS

. Installation on Your Home Computer.........ccccoeeiiiiiiiiiiiiieiiiieiiieeeceenn 1
s SN T A O IR TR IR e s s s s A AR 0 AR S5 B S SR B R ARS8 3
. Using the Courseware at Multiple Locations ............cccceeeviiieeiicieecnncnn. 11
. Courseware Learning Modules ...........ccooueiiiiiiiiiiiiiiieeiieecceeeeecee 15

c GettINg HEIP oo 17



Chapter 1: Installation on your Home Computer

The courseware is designed so that you can complete your assignments at home or at
school. Your instructor already has the courseware installed and will provide instructions
on how to access the courseware from the computers at your school. The courseware
diskettes provided with this package are used to load the courseware on your own
personal computer. If you do not have your own computer, the disks should be saved in a
safe location in case you decide to purchase a computer at a latter date.

If you do not have a home computer, proceed to chapter two.

The interactive courseware is a Microsoft Windows based application. To use this
program, you need

e A 486 or higher based personal computer.

e Microsoft Windows version 3.1 or later.

This courseware also works with Microsoft Windows 95

e A minimum of 8 MB of RAM; however, 16 MB is recommended.
e A 1.44 MB 3.5 inch floppy disk drive.

e Approximately 15 MB of free disk space on your hard disk drive.

Installation of the Courseware

The courseware comes on 3.5" high density floppies. Use the following steps to start the
installation:

1. Start up Windows.
2. Insert the disk labeled Disk I into the floppy disk drive.
3. Choose Run from the File Menu of the program manager. The Run dialog box

appears. Note: If you are using Windows 95, click on the Start button and choose
Run from the menu.

Command Line:

a:setup

[] Run Minimized




4. Type a:setup (if your floppy is in the A drive) or b:setup (if your floppy is in the B
drive) and press Enter. The Courseware Installation screen appears.

McGraw-Hill Interactive Courseware Installation

Note: The destination directory in the above figure is denoted as xxxxxx. The directory
name is usually assigned based on the courseware product that you are using.

5. Ensure that the directory displayed in the Destination directory box is the directory
where you want to install the program. The installation program assumes that you will
be installing the courseware on drive C, the hard drive. If you are using another drive,
you may change the destination directory by typing in the new drive letter or directory
name. You may also click on the Browse button to select the required directory.

6. The three options on the installation screen refer to the following:
e Full Install: Installs all files in the selected directory.
e Custom Install: Ignore this option for now.
e Exit: Allows Yyou to exit the installation program.
Click on the Full - Install all files button to start the installation.

7. The Courseware Installation window appears. Insert the other courseware disks when
requested to do so by the program.



8. When the installation is complete, the question "Do you want Setup to create
Program Manager Groups?" will appear. Click on Yes. This will create a courseware
group in the program manager.

9. Next you are informed that the Installation of the Interactive Courseware is complete.
Click on the OK button.

This completes the installation of the courseware. Notice that a new group called
McGraw-Hill Interactive Courseware has been added to the program manager and it
contains an icon. Clicking on this icon will start up the courseware. The figure depicted
below displays a generic icon name. The actual icon name is assigned based on the
courseware product that you are using.

ctive Courseware [/ [

raw-Hill Intera

Interactive
Courseware

10. You now need to complete the registration card that is included with this manual. Fill
in all the details requested on the card. Remember to sign and date the card. Submit
the completed registration card to your instructor. Make a note of the software serial
number that is printed on the card. You will need the number later when you complete
the Employee Registration Card. Ser. No.:







Chapter 2: Using the Courseware

This chapter is an introduction to the steps involved in using this courseware. These
steps apply to both the student home installation or courseware installation on your
school's network computers. Your instructor will provide you with detailed information
on how to access the courseware on the school's computer network if this is available.

A. Online Courseware Registration - School Network or Home Version

Follow these directions to start up the courseware for the first time:

1.

Double click on the Interactive Courseware icon (the actual icon name is assigned
based on the courseware product that you are using) in the McGraw-Hill Interactive
Courseware group in the program manager. Windows 95 Users: Click on the Start
button and select Programs. Find and click on the McGraw-Hill Interactive
Courseware from the list of installed programs. Click on the Interactive Courseware
Name that appears.

Note: This courseware is not compatible with large system fonts. The courseware

checks your computer settings and will inform you if your font size is not compatible.
Please refer to the Troubleshooting Table in this manual to correct this problem.

The start up screen of the courseware appears. Click on the Test your Computer
button to perform a courseware compatibility test.

Click on the Enter Building button to begin.

You are asked for your student ID
(nine digit social security number) and
a password. Enter your social security
number and press the Enter key.

Employee Login Window

The password is a unique combination
of letters or numbers that you wish to
use in order to restrict access to your
data files. Enter your password.

Click on the OK button when you have
typed in the ID and password in the
boxes provided on the login screen.

If you are using the courseware from your home computer, the First Time User dialog
box will appear. If you are using the courseware on your school's network, the
Employee Account Not Found dialog box will appear indicating that your Social



Security number and Password was not found in the listing of registered students.
Click on the Register Me button.

The Employee Information Card screen should now be displayed. The employee
information card must be completed. You and your instructor are the only ones who
have access to this information. Notice that the student ID and password have been
carried over from the previous screen.

' f‘ 123 NCentraIAvenue Apt24
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On the employee information card screen, type in the software serial number from the
software registration card included with this manual, your name, address and phone
number. Your address and phone number are optional. Your name, address, phone
number, and password can be changed during the semester. If you are using the
courseware from the school's network computer, type in your instructor supplied
section number.

Click on the Save & Exit option when you have finished. A box will appear asking
you to enter your social security number. Enter your Social Security number and
click on the OK button. Next enter your Password and click on the OK button.

Click on the Registration Complete dialog box. This completes the registration
process. NOTE: You must fill out the Employee Information Screen at each location
you will be accessing the courseware. For example, if you will be using the



courseware from both home and school, you must fill out the Employee Information
Card at both locations. This will be covered in more details in Chapter 3 - Using the
Courseware at Multiple Locations.

The main courseware login screen should now be displayed. Enter your Social Security
Number and Password and click on the OK button.

If you are working at home and have forgotten your password, type in your social
security number, and leave the password blank. After three attempts, an Invalid ID and
Password window will appear from which you can view your password. For security, if
you are working at school and forget your password, you must see your instructor.

B. Office Lobby
After entering a valid Social Security number and Password, the courseware will take you
to the Office Lobby screen. The office lobby screen contains four buttons. These buttons
perform the following:

Enter Office Button -- Clicking on this button will take you to your desktop.

L}
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Employee Information Button -- During the term of the course, you may want to make
changes to your employee registration card if you move or you need to change your
password. Clicking on this button displays your employee information card.

Review Work Log Button -- Your progress report will appear when you click on this
button. The progress report shows for each assignment the date it was completed, a



description, your grade, the percent complete, the points assigned by the instructor, and
whether the assignment was optional.

The Office Bulletin Board can be accessed from the progress report screen. The Office
Bulletin Board shows your current position and salary within the company. Your
position and salary changes as you complete each assignment.

Leave Building --Clicking on this button will exit you from the courseware.

Click on the Enter Office button. If this is your first time entering your new office you
may have a fax message. Read the message and click on the fax Close button.

C. The Office

Your office desktop includes a Phone/Fax, Email, Calculator, Notes, Calendar and
Reference icons. A real time clock displays the current time and date.

Calculator

Each of the office icons are explained below:

Reference Book - The reference book contains information related to the activity on
which you are currently working. It is available for you to review material while doing a
particular exercise. You may access the reference book before starting an exercise. The



software is designed to accept both keyboard commands and mouse click commands. For
example, to access the reference book, click on the icon, or press the F5 function key.

Calendar - This icon is used to access your assignments.

Notes - The note pad can be used to write notes to yourself. To access the note pad, click
on the icon, or press the F8 key.

Calculator - The calculator can be accessed by pressing the F7 key or by clicking on the
icon provided. This will result in a calculator being displayed.

Phone/Fax - A message is displayed automatically when your instructor needs to
communicate with everyone in the class. To dismiss a fax, click on the fax Close button.
A fax that is automatically generated by the simulation is displayed one time. A fax
generated by your instructor may be viewed again by clicking on the Phone/Fax icon. A
green ligﬁt on the fax machine indicates that the fax is still available for review.

E-Mail - The word "Mail" will blink on the computer icon whenever an Electronic Mail
(E-Mail) message has been sent to you. The E-Mail is used by your instructor to
communicate with you directly. To view the current E-Mail messages, click on the
E-Mail icon. A listing of all active E-Mail messages will be displayed. Highlight the
E-Mail message you wish to read and click on the View Mail button. To delete an E-Mail
message, highlight the E-Mail message to be deleted and click on the Delete Mail button.

D. Getting Started

A built-in tutorial has been provided as part of the courseware. You can access this
tutorial both at home and at school. The built-in tutorial has three lesson components that
are designed to assist you in learning the courseware. Please do not skip these lessons.
They are very valuable in helping you learn how to use the courseware. Follow these
steps to access the tutorial program:

1. From your Office, click on the Calendar icon. The calendar displays the lessons that
are available in the program. Your instructor will provide instructions as to which
lessons need to be completed. The left and right arrow buttons allow you to navigate
through the various calendar pages.
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Appointments = Assignments

¢ Courseware Tutorial - Part 1
Learning the Basics

¢ Courseware Tutorial - Part 2
Lesson Basics

¥ Courseware Tutorial - Part 3
Advanced Features

2. Click on the Courseware Tutorial - Part I text on the calendar page to launch the first
tutorial lesson. The courseware lesson screen will be displayed. At the top of each lesson
screen is the Lesson Menu Bar. The lesson menu bar contains functions that assist you in
the use of the courseware. The tutorial lessons explain the function of each button.

The calendar button is always used to exit a lesson. When entering and exiting a lesson,
the courseware will update your lesson status file. It is important that you always enter
and exit the courseware properly to ensure that your lesson status is saved properly.

To exit the courseware properly, click on the Calendar button to return to the calendar
page, the Close Calendar button on the calendar page to return to the Office screen, the
Leave Office on the office screen to return to the Lobby screen, and then the Leave
Building button to exit the courseware.

3. Complete the three Courseware Tutorials before attempting to do any of the exercise
lessons. Your instructor will tell you what lessons must be completed.

This completes the start up procedure.
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Chapter 3: Using the Courseware at
Multiple Locations

This courseware is designed to allow you to perform your assignments at multiple
locations (school network or home). The courseware will update your student log to the
local drive (home) or to the school network if you are working at school. If you perform
some of your assignments at home and later decide to complete an assignment at school,
a Student Data Disk is needed to keep both locations in synchronization. The
courseware will update your student log on the local drive (or school network) plus
update the student data disk to be used if you change locations. In other words, the
student data disk contains lesson information that is used to update your current computer
location.

NOTE: The blank student data disk is not provided in your courseware package, you
must supply a formatted high density (HD) disk. A student data disk is not needed if the
courseware is used at one location only.

It is very important to understand that you must have previously completed the online

Employee Information Card screen registration process at both locations (school network
or home) before you can activate the multiple location feature.

Multiple Location Activation

To activate the multiple location feature of this courseware, follow these simple
instructions:

1. Label a new (formatted) high density (HD) disk as:  Student Data Disk and write
your name and section number on the disk in case it is lost.

2. Access the courseware as normal and click on the Employee Info. button on the Office
Lobby screen.

3. Click on the check box shown below that indicates that you will be using the
courseware on both the home computer and the school's network computers.

4. A dialog box will appear cautioning you that a Student Data Disk will be needed for
this function. Click on the OK button to confirm that you want to activate the
multiple location feature.
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5. Click on the Save and Exit button to indicate that you want to save and exit with this
new feature active. Another dialog box will appear indicating that the Home/School
Computer Use has been activated. Click on the OK button to continue.

6. The Student Data Disk Update screen should now be displayed. The student data
disk update screen is used whenever you enter or leave the program. It provides for a
four; step process to either read (enter) or save to (leave) your student data disk.

Insert a blank high density diskette into your floppy disk drive and click on either the
Drive A or Drive B selection box.

-
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7. Click on the Test Student Data Disk button.



