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Foreword

When viewed through the eyes of an accounting professional, the 1980s brought
considerable change: No longer are paper and pencil sufficient to make a decision,
audit financial statements, or create financial reports.

Today’s rapidly changing markets require everyone to be literate in the use of
personal computer technology and application software. Such knowledge is crucial
to enhancing decision making, record keeping, and the overall quality of work life.

In recent years, Lotus 1-2-3 has become a standard tool for financial profes-
sionals. This application software has grown from a simple spreadsheet to a
three-dimensional, mouse-driven support tool used by people in all levels of the
organization, from administrative staff to chief executive officers. Although Lotus
1-2-3 cannot replace the basic knowledge and assurance of comprehension pro-
videdintoday’s educational institutions, it can free professionals to focus onlarger
strategic questions by providing a tool for the efficient manipulation of data.

This rapid growth in technology demands changes in the country’s educa-
tional curriculum if students are to have future success. Technological literacy
must become a component of the educational process, in the same manner that
an alphabet represents the building blocks upon which language is created.

Technology, coupled with aggressive educational initiatives, can give us all a
financial world at the turn of the next century that few could have envisioned a
generation ago. It can be a world where paper documents are eliminated and all
data are shared electronically; where analysis is performed using applications
created by experts in the field; where data are gathered quickly and easily and
accessed with verbal commands. This is the future world of accounting—whether
accountants find themselves members of a major corporation, consulting to
management, or performing certified audits.

Whether this book is your first foray into the world of personal computers or
part of your effort to adapt to an ever-changing and evolving software environ-
ment, keep in mind that change is constant, and we all have the responsibility of
keeping pace.

Ron Salzman

Vice President and Controller

AT&T Universal Card Services Corp.
Jacksonville, Florida



From the Publisher...

At Course Technology, Inc., we are very excited about bringing you, college
professors and students, the most practical and affordable technology-related
products available.

The Course Technology Development Process

Our development process is unparalleled in the higher education publishing
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Preface

The purpose of this book is to teach you how to use Lotus 1-2-3. Inits 10 chapters, Lotus
1-2-3 Release 2.3 for Accounting: Principles teaches 1-2-3 in the context of accounting
examples related to the activities of one hypothetical organization—Tennis & More.

You will be able to integrate the process of learning Lotus 1-2-3 into your
accounting education for two very important reasons. First, it is often difficult to
understand many of the new and varied concepts in introductory accounting. In
this respect, 1-2-3 enables you to think about solving problems rather than focus
on memorizing formulas. Second, the nature of accounting and business decision
making is very complex. By building models with 1-2-3, you gain an important
understanding of the business decision-making process.

Audience and Prerequisites

No prior knowledge of accounting is expected, but it is important to understand
that the intent of this book is to reinforce accounting skills you are learning in your
other classes. This book is not intended to be a substitute for your accounting
textbook. Because you will often find that learning accounting is a difficult process,
try to use this textbook to make this process easier.

This book does not assume that you have any prior knowledge of 1-2-3 or
spreadsheets in general. However, if you do have either 1-2-3 or other spreadsheet
experience, you should find this book offers a different and comprehensive way
to learn 1-2-3. By the time you are finished, you should be able to look at an
accounting problem and formulate the structure of a spreadsheet solution in your mind.
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Spreadsheets in Accounting

Objectives

In this chapter you will learn to:

O Understand the role of accounting in contemporary organizations

O Examine the role of spreadsheets in the practice of accounting

In this chapter you will learn to:
123 O Examine basic spreadsheet concepts

O Understand basic spreadsheet commands
O Understand basic screen concepts
a

Customize your 1-2-3 worksheet
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Chapter 1 Spreadsheets in Accounting

What is Accounting?

Accounting is the language of business. It describes the financial activities of all
organizations, ranging from the lemonade stand that you opened on a hot summer
day back in third grade to a small business or international corporation.
Accounting provides the information organizations need to make decisions.

Accountants collect, record, analyze, and evaluate an organization’s financial
data. As a result, they help business managers measure past activities and predict
future events. Many of you will not go into accounting, yet your knowledge of
accounting will prove invaluable to your career—whether you work for a financial
institution, a nonprofit or government organization, or are simply a citizen inter-
ested in better understanding your community’s workings and welfare. Accounting
helps you to understand “the numbers” and to make decisions that will lead your
organization forward in today’s competitive business world.

—

Lotus 1-2-3 and Accounting

As organizational complexity grows and expands, the practice of accounting
becomes more sophisticated. Computer technology has helped accountants meet
the challenges of today’s business world. During the 1980s, rapid technological
developments made microcomputer hardware (physical equipment) and
software (the set of instructions that allows the computer to complete specific
functions) affordable to millions of people around the world.

Today, accountants use computers to analyze, measure, and report financial data.
By automating tasks that once required a considerable amount of time, computers
have dramatically altered the practice of accounting. Accountants now have time to
scrutinize data, consider the implications of a business’s financial activities, and
provide management with the best information available for decision making.

To measure, analyze, and report financial data with the computer, today’s
accountants use an electronic spreadsheet program, usually Lotus 1-2-3. An
electronic spreadsheet is best described as an electronic version of an
accountant’s workpaper, schedule, or financial statement. Until the advent of the
electronic spreadsheet, accountants were forced to manually record all the num-
bers in their accounting documents. Corrections, changes, additions, and compu-
tations were made by hand or with the aid of a simple calculator—a long and
painstaking process! The electronic spreadsheet has changed this entire system.

With the help of an electronic spreadsheet, accountants can enter and calcu-
late results automatically. Changes and corrections require little effort, and the
results of various decisions are more accurately and easily projected. The elec-
tronic spreadsheet allows accountants to spend less time on the clerical aspects
of accounting and more time understanding the why and how of business activi-
ties. Accounting students often become fearful that tools such as electronic
spreadsheets will eliminate the need for accountants. In actuality, the accountant
who understands how to use computer technology has become a more important
part of the business decision-making process.

In this book you will learn to use Lotus 1-2-3 in the practice of accounting,
specifically to collect, record, analyze, and evaluate financial data. You will use Lotus
1-2-3 to solve accounting problems and make decisions. After you graduate, you will
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take your skills with you into the workforce. In today’s competitive job market,
you will want to give yourself every edge over the next person in line.

This book will show you the benefits that Lotus 1-2-3 can bring to both your
career and your life. Your trip through 1-2-3 in this text will be different from any
that you have ever taken, much like a bike trip up a steep hill. The trip is somewhat
tough at first, when you are going uphill; but it becomes a wonderful experience
once you have reached the top and are on your way down the other side.

Case Example

In the next nine chapters, you will help Mark Lewis launch his business, Tennis &
More. At college, Mark played on the tennis team and after graduation spent several
years touring as a tennis professional. While on the pro circuit he moved to Ponte
Vedra Beach, Florida, the headquarters of the Association of Tennis Professionals
(ATP). Mark really enjoys living in Florida and has decided to start his business there.

Mark has decided to open a tennis business. He did some research and found
that a local community—Atlantic Beach—was very interested in tennis but did not
offer many opportunities for beginners. Mark had made several friends on the pro
circuit who said that they were interested in giving beginning tennis lessons but
didn’t know how to find the customers. At this point Mark felt he had found a
winning combination, and decided he would begin a business that provided
lessons to players of all ages and abilities. After all, what could be better than
getting paid to do what you love, and help others learn to love it, as well?

Throughout this book you will be Mark’s accountant and will help supply Tennis
& More with financial information by recording and evaluating the organization’s
performance. This will help Mark make sound business decisions about the future.
Along the way you will learn to use Lotus 1-2-3. You willadvance from basics in Chapter
2 to more advanced operations in Chapter 10. Each of these experiences should take
you well beyond your accounting class and into other parts of your life.

To learn about 1-2-3 and accounting, pull up a chair and sit in front of the
computer at home, at a friend’s home, or in your college’s computer lab. Your
experience with 1-2-3 will be an active “hands-on” experience. You can’t just read
about 1-2-3 to understand it; you have to use it. Unlike many texts that teach you
to use computers, this book does not require you to memorize anything. Instead,
look at the screens and think about what you are doing. Use the Help function when
you getinajam, or look backto a chapter you have already completed. Remember,
because you make copies of your work, no mistake is uncorrectable.

-~ Throughout this book, you should have fun, explore, and try new things.
Research shows that people who have fun while learning to use a computer
actually learn and retain more.' You will have many opportunities to ask “what-if?”
and to think about other ways you might be able to use 1-2-3. You will learn best
if you begin using 1-2-3 in your daily life. Use it to do homework problems, calculate

1 Webster, Jane, James B. Heian, and Jeffrey E. Michelman, “Computer Training and Computer Anxiety in the Education Process: An
Experimental Analysis,” Proceedings of the Eleventh Annual International Conference on Information Systems, J. DeGross (Ed.),
December 1990, Copenhagen, Denmark.
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your personal budget for next year, or compute the interest you might be paying
on a car loan. Before you know it, the wind will be whipping through your hair as
you coast downhill.

Before You Begin

Before you begin to use this textbook, there are several important terms and
procedures you must learn. In the following sections, you will examine the con-
ventions used throughout this book, make copies of your Data Disk, learn about
the 1-2-3 worksheet and how to move around, and modify some important 1-2-3
settings. Then you will be ready to begin your journey through Lotus I1-2-3 for
Accounting: Principles in Chapters 2 through 10.

If you purchased this book with Lotus 1-2-3 software, make sure you have read
the installation instructions included in the box and have installed your copy of Lotus
1-2-3 Release 2.3 onto your hard disk. If you are working in a lab or on a personal
computer that already has 1-2-3 installed, make sure that it is Release 2.3.

e er—

Conventions

Throughout this book certain conventions are used to make it easier for you to follow
the instructions. Step-by-step instructions are set out in numbered lists. For example:

1. Press [l] to move to cell A35.
Within the instructions:

0 The letter, numbers, and special characters that you type are printed in a
distinct bold typeface: Type Adjustments.

a Keys you must press are printed in a distinct bold typeface and within
brackets: Press [Enter].

0 Commands that you select are printed in bold: Press [/] and select File Retrieve.

O Special 1-2-3 function keys are printed in uppercase within brackets, followed
by the function key number within parentheses: Press [GOTO](F5).

a

Control and Alt key combinations to be pressed simultaneously are shown as
follows: Press [Ctrl][Break].

0 Keys youmust press in succession are shown as follows: Press [End], then [Home].

Copying the Data Disk

Now let’s make a copy of the Data Disk. It is very important to make a copy of your Data
Disk because you could accidentally destroy the original disk or erase the files on the
disk. By creating and using a copy of the Data Disk, you will have an extra copy in



