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Job 29/Proration	 61 

purpose of this job is to learn how to prorate expenses and to "force" the 
tations to balance by increasing or decreasing the largest allocation. Prorate 

distribute expenses. This means, how to find what part of an. expense should 
to each of several department. 

SECTIONS I, II, AND III AS FOLLOWS: Job 29 - I 

Depress the TOTAL KEY (M) and CLEAR KEY (T) in order to
 
clear the machine. o. *
 
Using Section I an an example, do the following:
 c 
____a.	 Set the DECIMAL POINT SELECTOR S\VITCH (F) at 

57,942.\IF" . 
178,606.= 

b. Enter amount to be prorated, 57,942.00, and O. 3'l.1J.h 123/3/6 I---	 " 
v 

depress DIVISION KEY (0). 

x. 3 L ____c.	 Enter total amount of sales, 178,606, and
 
DEPRESS EQUAL KEY (P), then depress TIMES KEY
 
(N) to register this amount as a constant. 

~.. d. Change DECIMAL POINT SELECTOR SWITCH (F) to "2". lZ,r:3B6.00=+-----'- ­

(4,OIB.j])"
e.	 Enter Dept. A's sales amount, 44,150, and
 

depress the EQUALS/PLUS KEY (Q). Record this
 
11,98'I.OU=+amount on the space provided. 
0,888.]5.; ,.; 

f.	 Repeat step (e) for the remaining departments. 

g.	 Prove the accuracy of the allocations by---' 
depress the TOTAL KEY (M). 

___h.	 If the total obtained in step (g) does not
 
agree with the amount to be prorated,
 
57,942.00, adjust the total by adding or
 
subtracting from the largest amount distri ­


6Jbuted to each department in order to "force" 
the total to equal the amount of 57,942.00. QI ­

___i.	 Clear the machine, including the memory unit. 

TIMED DRILL AS FOLLOWS:
 

grading scale #2, page 187. Follow usual proce­


OF JOB 29, SUBMIT TO INSTRUCTOR. PROCEED TO	 :lAJ,!}) i ~':) ;: 

i,9~1.~9x 

0.0	 I + 
57,9~L.UU * 
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You are now ready to take the second t:imed test. You may want to r 

previous jobs" especial.ly Job 30. l'lhen ready, ask t.heinstructor £0 

TEST #6. Speed and accuracy are taken into considera.tion when cOr.!pUting 

the test SU"ade. 

OF TEST #6, PROCEED TO PAGE TO CO!~TE PART II OF 

,rnrG PACI'.ET C. 
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Jobs 41-50 

The	 purpose of completing these jobs is to develop speed and accuracy. Complete 
41-50 applying the principles leRrned in previous jobs. You are to take TEST #9 

r Job 45 and TEST 1110 after Job 50, (Note: Disregard the fact these jobs were 
ped for the Rotary Calculator). 

NOTE: a.	 JOB 43: A new principle not presented in :>revious
 
jobs is learning the use of the SUB-TOTAL KEY (L).
 
On problems 31-34, depress the SUB-TOTAL KEY (L)
 
after subtracting the credit amount--EXCEPT for the
 
las t en try in which the TOTAL KEY (1-1) \<Till be
 
depressed in order to clear the machine.
 

b.	 JOB 47: On problems 31-40, find the net amount by
 
multiplying the gross amount by the decimal
 
equivalent of the chain discount. Use the chart
 
on page 143 to find the decimal equivalent of the
 
chain discount. Using 15-10-5 as an example, do
 
the following:
 

___1.	 Find 15 column across the top of the 
chart. 

_______2.	 Find the rest of the equivalent, 10-5, 
down the left side. 

3.	 Locate the number which joins the top 
and left side, .72675. This is the 
decimal equivalent of the chain discount 
of 15-10-5. 

c.	 JOB 48: Problems 31-45 (amount of decrease) is
 
determined in the same manner as amount of
 
increase. You find the amound of decrease and
 
divide this number by "last year's" amount.
 
Change the decimal to a percent to get the
 
answer .
 

., COMPLETION OF PART II, PROCEED TO NEXT PAGE. 
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A. 

Jo 1-10. · . . . . . . . . . 
Test #1 · . . . . . . . . . . . . . 
Test liz · . . . . . . . . . . 
Jobs 31-40 • · . . . . . . . . . . . . 
Test #1 · . . . . . . . . . . . . . . 
Test #S • • • • • • • • • • • • • • • 

Canon PIOl, Victor Joietallst, -l.vetti ­
logos 250. Ol.-unpia CA50S 

Jobs ll-20 . . . . . 
Test #3 · . . . . . . . . . . . . . . 
Test #4 · . . . . . . . . . . . . . 

C.	 Honroe 525, Honroe 200.... , nunro8 2S 
Canon HPW 

Jobs 21-30 · . . · . . . · . . . . . . 
Test #5 · . . . . . . . . . . . . . 
Test #6 · . . . . . . . . . . . . 
Jobs 4l-50 • · . · . . . · . . . . . . 
Test #9 · . . . . . . . . . . . . . 
Test #10 · . . . . . . . · . . . . . 
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EST~NU:--O 

TEN-KEY ELECTRONIC CALCULATOR 

Name Time Completed Errors _ 
Time Started _ 

Period ___ Date Time Required Rating .­ _ 

This test requires the application of all the operating principles presented in Jobs 
21-30. Be sure to fill in the blanks above with the required information. 

ANSWERS 
1 Prorate Rent Expense of $75,000 on the basis of area occupied. 

1 _ 

Dept. Square Feet Prorated
 
No. Title Occupied Rent Expense
 

101 Budget Shop 850
 

102 Furniture 1,285 2__. _
 

103 Major Appliances 2,350 3 _
 

104 Household Articles 1,965 4· _
 

5 _Total 6,450 $75,000.00 

6 _ 

Commission on: Dividend on: 7 _ 

2 6,543.25 @ 5% _ 4 5,803.59 @ 4 1/4% _ 

3 4,589.75 @ 4% _ 5 6,783.22 @ 7 1/2% _ 

Find the Net Amount of the following bills: 

6 3,713.55 less 10%·15%-5% _ 

7 4,133.75 less 5%-10%-7% _ 

Copyright'" 1971, by South·Western Publlshmg Co. 
M792 Standard Book No 0-538 13792-4 (6-1) 
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estCalculation 0 

Experimental Gro:up Control Group 
nt Total Total 2 Student Total Total 2 

'Jumber Errors Errors Number Errors Errors 

1 II ill 1 15 ,225 

2 4 16 2 S 64 

3 4 16 3 4 16 

4 12 1.44 4 3 9 

5 0 0 5 1 1 

6 3 9 6 0 0 

7 21 W 7 10 100 

8 3 9 S 2 4 

9 4 16 9 0 0 

10 8 64 ];0 1 

II 9 81 II 4 16 

12 9 81 1.2 1 1 

13 6 36 13 17 2S9 

1.4 3 9 U. 4 16 
-

97 1,04.3 70 742 
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Control tiroUp 

,tal St' 
=14 (N )

B

Total. Errors Total Erro. 
(Sum of X . = 97 (Sum of XE) = 70

11. 
.2 2

Total Errors Total Errors ? 

(Sum or X 
A 

)2 = I ~o43 (Sum. of X7.:l)'" =742 

Average Total Err~rs Aver~ge Total Err 
(XA) = 6.928 (X•.J = 5..00 

2S 2 = (5 o	 (Sum 0 s = (S' of or ~ A	 :A. 

= 1.0	 = 746_ - !5~OO)!70) 
- -	 1 

= b043 - 672.016	 = 'l~ - 320 
-3 13 

= 28.5')7	 ::; 30.153 

Are variances homo£Gnous? YEIS 

F ~	 J!rger vari~ce = 30.15) = 1.056 
smaller ~ariance 26.537 

df = 16 = .05 critical = 2.6 
]J 

Since variances are homogenous: 1.056 less than 20 6, use the following formula 

(E Numbers) S
XA CMO 
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:wnb ) 5­
1 um of' XA2 + Sum of XBi2~ .)2 

N or N - 2 'N or N ~ A B A B 

~_2 2 ( )2Sum. 2 = Sum of X -Sum of X 
A 

S.um of X 2 = Sum of 
E N 

== 1.043 - 122.2.:2 
= 742 - i1Q2

2 

1.4 14 

= 1.043 - 672.071 = 742 - 350 

=0 = 370.929 392 

== I (21.0...929 + 3?2) (....a.. )
~ 14+14-2 14 

~ (26~m) (oW) 

~ (290343\ (.1421 

--=J 4.166 

s- - - = 2.041 

t = = 6. 7.1C"~,-O - :e.uv == .944 

elf Nil. ... l~l:I - 2 = 14 + 14 - 2. == 2h = 2,.0:56 lit 11 table:0:::= 
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Consult ITt" Table 

A Itt It table was consult test a critical 

'LIlla of 2.056 at the 95T>ercent level of simifioance. 

Cc'nclusion 

As the calculated lit !I ll8 of .944 is less tt the lIt" tab 

value, of 2.056. there is n ign.ifieant dif:ferencEl batween means at tb 

.05 level of s 'ieanee. Thereforo, the null hypothesis is accepted. 
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three machines. 

Heauired 

50 jobs, 10 timed testa, a 
,r exam. 

6 

C.	 Gra.dinr; Procedures 

1..	 Jobs 

You can earn up to 10 points for ea.ch job. Points are earned. as follows: 

= Your ttrade for that particular ';0" 

* accuracy bonus ooin' .~:H·ll.U1ed as 1'0110 

per.fect pape 
miatake
 

2 mistakes
 
3 mistakos
 
4 mistakes
 
- Ir more
 

icuJ..a:r urdt, t.h 

e • 
tter grade u.~ th 

.00% A+ 
95% - m A 
90% - 94%
B7%-m B 
8'5% - 86% c-­
BO% - 81$ C 
78% - 79% D+ 
75% - 77% D 
Below F 

2. eats 

Timed tests are given after the fi.£t;h 
are evaluated accordin.£ to the .rollo' 

·obs of each "..I. • 

En-ors 
AvaiJ..3,ble Q 1 2 H 5-6 ~ 2 10 II or~'nore 

35 minutes A+ A &I­ B C+ C D+ D F 

(Your test ~ade is lowered. one letter grade if you tal-~e loneer th 
35 



Page 2 77 
Office Machines Course Descriptio 

D:-...£ 

1. 

3. 
4.	 care 01 1jne maclUIle5. lJO not; t.amper w.:L'tn 'tnoae macrune 

you have not had. 

. . Because you will not have any homework, you \dll be required to '\-lOr 
during aJ 1 of the class time. 

"i"aKe aosoJ.ut.e 

5.	 At the und of class time, 'lJJ1PIU£ your machine, throw a~ any paper, 
and make Sut'9 your chair is under the desk when you leave. (If I 
must do this for you, I wj 11 deduct 5 points for each time.) 

6. 
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Victor. NCR. Addo-X I 
Da.te Be! an: Dllte Finished: I 

Job No. I 2 3 4 5 I Test 6 7 8 9 10 Test 
I Il~ E2 

Grade 

Job No. 31 32 33 34 35 Test 36 37 36 39 40 Test 
#'7 #8 

Grade 

A.
 

B.
 

Test20 ill 
7 

c. 

28 I 29 

4f3 49 

Graae 

1+4h45' '!'e4442 I 43Jo 

D. 

Packet 
c J S 

28 34 4D 

I 

Practice Set 
Date Bell:an: Date Finis had: _ 
Packet Packet I 

,18\221 6 I 2 7 ,12
A B I I 

- - -

1Grade 

Packet 16 25 Packet 4 10 26 32 20 c D 

Grade 

Packet 43 Packet 5 9 13 
D E 

~ade 
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e 

Avai.lable 

1T1cto . . . . . .. . . . 3 

c • • • • • . . . . . . 1 

,ddo­ . . . . . . . . . . 

c . . . . . . . J 

on 101 • . . . . . . . 2 

. ctOl' Hetalist . . . . . 1 

1 

2 

1 

1 

1 

TOTAL ? 


