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ABSTRACT 

A Comparison of Bookkeeping and/or Accounting 

Tasks Performed by Entry-level Employees 

In Selected Utah Businesses and Bookkeeping 

and / or Accounting Tasks Taught in 

Utah Public Secondary Schools 

by 

Robert B. Jenkins 

Utah State University, 1980 

Major Professor: Dr . Lloyd Bartholome 

Department: Business Education 

viii 

The purpose of this study was to compare the book­

keeping and/or accounting tasks being performed by entry­

level workers with bookkeeping and/or accounting tasks 

being taught in Utah secondary schools. 

The study was limited to entry- level employees in 

24 randomly selected Utah firms in three size classifi­

cations. Standard Industrial Classifications were used 

to provice a diversity in type of business surveyed. 

Bookkeeping and/or accounting supervisors were contacted 
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and interviewed in each of the selected businesses. Entry­

level employees performing bookkeeping and/or accounting 

tasks were identified and que stionnaires were distributed 

to them. Usable questionnaires were secured from a ll 

businesses. 

From a list of teachers provided by the Utah State 

Board for Vocational Education, questionnaires were mailed 

to 100 teachers who were or had been teaching bookkeeping 

and/or accounting classes. Of the 100 questionnaire s 

mailed, 77 were returned. Of these, 48 were usable, 

7 were partially completed and 22 indicated they were not 

teaching bookkeeping and / or a ccounting . 

The questionnaire contained a list of bookkeeping 

and/ or accounting tasks. Respondent s were asked to rate 

the tasks in three categories: frequency, performance 

and importance . Frequency related to how often the 

task was performed. Performance related to the degree 

of supervision required of a person performing the task. 

Importance related to the importance of the task for 

securing and maintaining an entry- level bookkeeping and/or 

accounting position. 

Analysis of variance tests were used to determine 

significance between the responses _of . :tbe entry- level 

employee s and teachers on each task. Mean s and standard 

deviation s were calculated for teachers, all businesses 

combined, small businesses, medium businesses and large 
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businesses. Tasks were ranked from high to low in each 

of the categories. 

The following conclusions were made: 

1. \\'hen considering frequency, teachers and entry­

level employees of all businesses combined and small, 

medium and large businesses separately did not agree on 

most categories of tasks . They did not disagree on most 

tasks involving payroll and performing data process ing 

activ ities. In most cases teachers rated tasks higher 

than did entry- level employees. 

2. When considering performance, teachers and all 

entry-level employees combined did not agree on most 

categories of tasks. However, when responses of employees 

of small, medium and large businesses were compared 

separately, they did not disagree on many categories of 

tasks. In most cases, teachers rated tasks higher than 

entry- level employees. 

3. When considering importance, teachers and all 

entry- level employees combined did not agree on many 

categories of tasks. However , when responses of employees 

of small, medium and large businesses were compared 

separately, they did not disagree on many categories of 

tasks. In ~ost cases, teachers rated tasks higher than 

entry-level employees. 

4. When ranking tasks for frequency teachers and 

entry- level employees ranked operating telephone equipment, 

calculators and ten-key adding machines, checking accounts, 
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payroll preparation, cash receipts journals and accounts 

receivable ledgers high. Both g roups rated tasks involved 

with financial statement analysis low . 

5. When ranking tasks for performance, teachers and 

entry-level employees of all businesses ranked operating 

telephone equipment, calculators, adding machines, checking 

accounts and ledgers h i gh. Both groups rated tasks involved 

with financial statement analysis low. 

6. l'lhen ranking tasks for importance, teachers and 

entry- level employees of all businesses ranked operating 

adding machines, calculators, telephone and working with 

checking accounts high . Both groups rated tasks involved 

with financial statement anal y sis low. 

7. When ranking tasks for frequency, performance 

and importance there did not seem to be many differences 

between the tasks performed by small, medium or large 

businesses. 

The following recommendations were made: 

l. Objectives of bookkeeping and/ or accounting 

programs should be reviewed considering the results of 

this study. 

2 . The following general areas should be taught in 

the high school bookkeeping and/ or accounting class: 

Operation of office equipment 
Handling cash, checking accounts and deposits 
Analyzing, journalizing and posting transact i ons 
Payroll calculations and reporting 
Preparation of input for automated processing 
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3 . Emphasis should not be placed on the following 

areas in high school bookkeeping and/or accounting classes: 

Financial statement analysis 
Ratios and percentages 
Calculatio n of inventories 
Calculation of depreciation 

4. Curriculum content should be reviewed periodically 

in light of rapidly changing business envir onments as well 

as be coordinated and articulated with bookkeeping and/or 

accounting programs in post - secondary institutions. 

5. Follow- up studies of g raduates of secondary 

programs should be undertaken yearly to see what tasks 

are currently being performed by those workers . 

6 . Additional research could be performed related 

to all bookkeeping and/or accounting tasks performed by 

all workers, tasks performed in other geographic areas, 

differences beto;.Ieen types of companies and comparisons 

with other research . 



CH.Z\.PTER ONE 

I NTRODUCTION 

~~erican education is undergoing examination by more 

people and for more reasons than at any other time in 

history . Education in society has always reflected the 

culture of its people (Daughtrey, 1974, p. l ). As Bruner 

states, " ... we have reached a level of public education in 

America vlhere a considerable portion of our population has 

become interested in a ~uestion that until recently was 

the concern of specialists: 'What shall we teach anc to 

what end?'" (Br u ner, 1969, p. l). The general purpose of 

education in a democracy is to help the individual adjust 

to his environment and to become a self-sufficient, u seful 

member of society. 

Traditionally, the elementary and middle grades (K - 8) 

have provided the student with the basic competencies 

n ecessary to live in society. Secondary schools have 

provided a much more intensive program preparing the 

individual for advanced post - secondary education and, 

for ~any students, vocational education. 

In 197€, J. Glenn Beall, Jr., United States Senator 

from !1aryland , reported that "Only 15 percent of our pop ­

ulation present l y, and by 1990 only 22 percent of our 
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population, will have baccalaureate degrees. Furthermore, 

manpower information indicates that 80 percent of jobs 

now and in the foreseeable future will not require a 

baccalaureate degree." (Beall,l976, p. 12). The Utah 

State Advisory Council for Vocational and Technical 

Education recommended that "A major priority of the total 

education system in Utah should be to prepare students 

for their life's work, whatever their choice may be. We 

must better relate the output of students from the educa-

tion system, both young people and adults, with employ-

ment opportunities, both in Utah and throughout the nation." 

(Utah State Advisory Council for Vocational and Technical 

Education, 1977, p. 28 ) . The same Council defined vocational 

education as that education which prepares a person to enter 

into and succeed in a chosen occupation or career, other 

than that for which a baccalaureate degree is required 

(Utah State Advisory Council for Vocational and Technical 

Education, 1977, p. 18). 

Vocational education is in the midst of a great 

expansion and intensification. In 1961, President John 

F. Kennedy appointed a "Panel of Consultants" to study 

and make recommendations for strengthening vocational 

education in this country. In the Panel's final report, 

Education for a Changing World of Work, it said: 

Vocational education for high school youth, 
rural or urban, is an important part of the total 
educational effort. If it is well-planned, it 



will hold students in school for longer periods, 
make them more productive as they enter the world 
of work , and g ive them the security and stability 
which contribute significantly to political, 
economic and social well-being . (Tonne and Nanassy, 
1970, p . 43 - 44). 

Vocational education has grown to encompass a wide 

range of services and increasingly is better integrated 

with academic education. The wave of the future seems to 

be combining aspects of academic and vocational education 

to outfit people with the skills they need for daily life . 

(Barlow, 1976, p . 87). In order to give significance to 

the word vocational, it must be applied to fields of 

knowledge that are primarily vocational--business educa-

tion is one of these fields. 

"Business education represents a broad and diver se 

discipline that is included in all types of educational 
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delivery systems ... Business education includes education 

for office occupations , distribution and marketing occupa-

tions, business teaching, business administration, and 

economic understandings ." (The Policies Commission for 

Business and Economic Education, 1977, p . 1). 

In the same policy statement, the Commission further 

stated : 

Whereas we strongly support business 
educat~on for business which provides potential 
for making-cTt~zens f~nancially self-sufficient 
and which contributes to career development, and 

Whereas we strongly support business 
educat~on about business which provides 



instruction for learning how the private 
enterprise business system funct i ons and how 
to manage efficiently one 's personal business, 
and economic life, 

We believe that these two dimensions are 
complementary and that a commitment to this 
belief by every business educator will lead 
to a stronger profession that will meet the 
needs of all students (Pol icies Commission for 
Business and Economic Education, 1977, p. 1). 

Office and clerical occupations accounted for 

approximately 29 percent of the total employment in all 

occupations in 1976. Employment of office and clerical 

workers is expected to increase faster than the average 

for all occupations through the mid 1980's (Bureau of 

Labor Statistics, 1978, p. 89). 

For many years the bookkeeper was the principal 

employee in the typical office . As a result,bookkeeping 

instruction became one of the more important offerings 

in the business education curriculum. Over the years , 

the makeup of the modern office has changed and so has 

the bookkeeper. Technically, a bookkeeper keeps the 

books in which the organization's income and expenditures 

are recorded. The accountant interprets these figures 

for management. In actual practice, there may be very 

little difference between the two especially in a small 

firm (Lederer , 1974, p. 134). Tonne and Nanassy state: 

Today, however, the general bookkeeper has 
disappeared from most business offices. His place 
has been taken by the auditor and accountant, who 

4 



are required to have professional knowledge; 
by numerous ledger clerks, who need specialized 
instruction based on duties performed; and by 
bookkeeping-machine operators, whose numbers 
have increased rapidly. The result is that a 
semi-professional or highly skilled occupation 
of a generation or two ago has split into seg­
ments: a definite profession of accountancy 
and a moderately skilled clerical occupation 
(Tonne and Nanassy, 1970, p. 265). 

In this study the vocational and the related voca-

tional objectives of the bookkeeping and/or accounting 
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program at the secondary school level were investigated. 

The importance of the vocational and the related vocational 

objectives is evident from the following statements. 

Sapre and Perritt conmented on the specific vocational 

objectives of accounting as well as the related voca-

tional objectives when they stated: 

Accounting is no longer confined only to 
reporting to the owner of a business the gains or 
losses. Users of accounting information now 
include stockowners; managers; creditors; organized 
labor; consumer groups; the several agencies of 
local, state, and federal government; investors 
and stockbrokers; and the economic press generally 
(Sapre and Perritt, 1976, p. 7). 

Boynton elaborated on the related vocational objective 

when he stated: 

A knowledge of bookkeeping-accounting has 
importance not only for the vocational book­
keeper or the person training to become a 
bookkeeper but for others also. Such under­
standing can be important and helpful to the 
typist who types statements and materials 
dealing with financial transactions; to the 
secretary who takes dictation and transcribes 
information dealing with business transactions 
and records; to the file clerk who stores and 



must find business records quickly; to the 
salesperson who records cash and charge trans ­
actions and who is concerned with inventories 
and sales taxes; to the person planning to 
operate his own farm , garage , television repair 
shop , beauty parlor , or store; and to the 
management of any business. Lack o f proper 
records and the lack of understanding of 
records is one of the most frequent causes of 
busines s failure (Boynton, 1970, p . 12) . 
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With the diversity of objectives for the many different 

g roups affected by the bookkeeping and / or accounting 

processes, it is important for the classroom teacher to 

be aware of the types of activi ties that are being per -

formed by entry-level employees in businesses. This study 

was designed to secure data concerning bookkeeping and / or 

accounting tasks that are being performed in the businesses 

of Utah. 

State~ent of the Problem 

The problem of this study is that industry require -

ments for entry-level bookkeeping and / or accounting 

workers in the State of Utah are not available. It is 

very possible that content of the bookkeeping and / or 

accounting classes in secondary schools has not kept pace 

vli th the changing needs of industry. To develop and 

revise educational programs for entry- level bookkeeping 

and / or accounting jobs without the knowledge of job 

requirements leaves the educational community open for 

criticism from the taxpayer and from the participants 

of these programs. 
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Purpose of the Study 

The purpose of this study was to compare bookkeeping 

and/or accounting tasks being performed by entry- level 

workers with bookkeeping and/or accounting tasks being 

taught in Utah secondary schools. 

More specifically, the following objectives were 

accomplished: 

l. Positions which required some knowledge of 

bookkeeping and/or accounting in selected Utah businesses 

were determined. 

2. Entry-level positions which required some 

knowledge of bookkeeping and/ or accounting were deter ­

mined. 

3. Bookkeeping and/ or accounting tasks being taught 

in the secondary schools of Utah were determined. 

4 . A comparison of tasks being performed in entry­

level positions requiring no more than high school training 

and the tasks being taught in the secondary schools of 

Utah vms !!'a de. 

5. Recommendations for curriculum revision were 

made based upon the findings of the study. 

Importance of the Study 

The education systems of the country must keep up 

with the rapidly changing society. Hall states "The 



8 

pressure of change is forcing the educational institutions 

to redefine their goals and change their methods of 

achieving these goals . " (Hall, 1971 ). Pyper in a paper 

presented to the California Educational Research Associa-

tion said "an increasing concern is being manifest by 

teachers, students and taxpayers for instruction that is 

more relevent, interesting, effectiv e and efficient . " 

(Pyper, 1971). 

Lessinger expressed a more pessimistic view of the 

educational scene when he stated: 

There is widespread agreement that some ­
thing has gon e wrong in American educatio n. 
Too many students are leaving school without 
the basic skills needed for a productive life. 
Voters are rejecting requests for increased 
school taxes. Parents are demanding more voice 
in educational decision s .. . Too f requentl y 
educational managers attempt to explain their 
activities in terms of resources a nd processes 
used, rather than learning results achieved ... 
A more sophisticated public is demanding t hat 
e very Johnny can read and that he has been 
provided with the other basic skills necessary 
to employment and a useful life in a complex 
society. The public is demanding product 
reliability .. . and will no longer accept mere 
assertions of professional superiority 
(Lessinger, 1970, p . 52-53 ) . 

Educators must be aware of the public unrest a s 

it relates to educational programs . Morris gives some 

insight into r easons for this unrest: "Criticism and 

reform movements are prevalent in today's society. 

Taxpayers are demanding to know 'what am I getting for 

my dollar'. The whole world is talking about the plight 

of public educat ion . They see the advancemen t s in 
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educational technology, and they are no longer remaining 

silent accepting the 'ideals' of educational authorities. 

They demand results--concrete ones." (Morris, 1970, p. 

323-327). 

Relevance of the curriculum to the modern society is 

supported by those interested in the improvement of 

education. Newell and Miller state, "Training then is 

to be provided ... for all who can benefit from it, whether 

it be training for gainful employment at the pre-job, job-

entry, or career advancement level." (Newell and Miller, 

1973, p. l) Maxwell and Winnett further state: 

Relevance means that education is useful 
to the student. It provides him with exper­
iences that will build useful knowledges and 
skills and shows him how to apply them in a 
useful manner. This requires that we know 
what the learner wants in life, what occupa­
tion he wishes to enter, the level of that 
occupation to which he aspires, the knowledges 
and skills needed to enter and progress in 
that occupation, and what trends are developing 
in that occupation (Maxwell and Winnett, 1973, 
p. 282) . 

Washburn commented on the relevance of all educa-

tion when he said: 

We must make certain that at the end 
of a student's schooling we have provided the 
opportunity for that student to reach the 
next step in life--be it a job or further 
training for a job. There should be a 
career at the end of every educational en­
deavor of our young people (Washburn, 1979, 
p. 79). 



Business education is one of the most dynamic a nd 

everchanging field s in education. Woodward supports 

this statement when he says: 

Business education, as an essential part 
of the preparation of youth for life and for 
living, is in the middle of the current stream 
of change. Business is dynamic and so must 
business education be, lest it becomes s ubmerged . 
(Woodward, 1964, p . 1). 

Business education must be sensitive to the ever -

changing nature of the business community. Continuous 

up- dating and improvement of programs must take place 

in all facets of the business curriculum . Byrnside 

indicates support by saying: 

The proce s s of promoting and providing 
for continuing planned educational change 
is needed thr oughout our total educational 
system. However educators do not simply 
make changes in education programs on the 
basis of their personal bias. Neither do 
educators change educational programs with­
out first making some value judgments 
relevent to the program. These value 
judgments are based upon data collected 
concerning existing programs in relation ­
ship to data indicating needed changes 
(Byrnside, 1969, p. 1). 
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Jones comments on some of the alternatives available 

in affecting change: 

The major opportunities for improving 
instructional patterns in business education 
in the secondary schools are related to the 
alternatives available in stating objectives, 
in organizing for instruction, and in the 
organization of instruction. The combination 
of object i ves, school organization, and 
instructional organization will determine the 
effectiveness and efficiency of business 
education instructional strategies in the 
secondary school (Jones, 1979, p. 8). 



Bookkeeping is a well-established part of the 

secondary school program even though wide variations 

exist in the curriculum. Binnion and Thomas support 

this statement: 

Not everyone agrees on the goals and 
objectives of the recordkeeping/bookkeeping/ 
accounting course in high school. Many writers 
argue that the overall goal should be vocational, 
others stress the general education or personal­
use point of view, and a few contend that the 
course should fit all molds (Binnion and 
Thomas, 1978 , p. 217). 
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The place of the bookkeeping and accounting function 

in business is wide and diverse. McGrew agrees with 

this in his article : 

One of the major hallmarks of the 
accounting function over the years has been 
that accountants provide whatever financial 
information is required at that particular 
time or point in history. As demands have 
changed , accounting has changed (McGrew, 
1969, p. 9) . 

With the changes in the bookkeeping and accounting 

function it has been difficult for the classroom teacher 

to keep up with the changes and to integrate the changes 

in the classroom. Mayne supports this in his article: 

One of the difficulties faced by accounting 
teachers has been that of determining just what 
they should be achieving, and especially how 
to adapt to the changing duties of vocational 
positions. Two factors have made it difficult 
to determine specific content: First, the 
duties of various positions in this field range 
from routine recording requiring only on-the-job 
training to those requiring college degrees and 
even graduate work--from the routine record­
keepers to certified public accountants . There 



is no clear demarcation between the requirements 
for the various positions; likewise, there is 
no definite demarcation between the various 
levels of accounting programs offered by the 
schools . (Mayne, 1969, p. 18). 

Iskra indicated that entry-level requirements for 

high school graduates seeking office employment show 
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the need for segments of the bookkeeping and/or accounting 

curriculum rather than a complete knowledge of the subject. 

He further stated that bookkeeping and/or accounting 

courses have been traditionally geared to only book-

keeping and accounting careers, but jobs today are 

available in a wide range of office and distributive 

occupations so that there are many possibilities for 

emphasis if the bookkeeping and/or accounting curriculum 

is designed for maximum flexibility of choice . (Iskra , 

1972, p . 160). In another quote in the article, Iskra 

states: 

..... These educational needs can be met, 
however, only if accounting teachers are aware 
of the need for continuous updating of both 
materials and methodology through ( 1 ) know­
ledge of jobs available as may be determined by 
local employment departments; (2) data 
compiled by vocational specialists in the 
state departments of education; (3) funds 
available for program improvement under the 
Vocational Education Act; (4) professional 
workshops, seminars and panels; ( 5 ) current 
literature, including research studies . 
(Iskra, 19 7 2 , p. 16 0) . 

Buckley indicates that one of the most frequently 

vo iced objections to business education has to do with 

the great difference between what is taught in the 
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classroom and what is actually done on the job (Buckley, 

1972, p. 16). Bookkeeping and accounting teachers need 

to be aware of the changes that are taking place in the 

business arena if they are to effectively teach their 

students. Buckley further states that "we who teach 

bookkeeping and accountinq have an obligation both to 

our students and their future employers to teach profic-

iently those tasks and duties performed by bookkeepers 

in order that the students will enter the labor market 

well - equipped with a marketable skill." (Buckley, 1972, 

p. 16). Swanson recognized the need for research in 

the content (knowledges and skills) of the bookkeeping/ 

and/or accounting classes in the high school program. 

(Swanson , 1979, p. 1). 

The need for this study can probably be best summarized 

by again quoting Buckley in his article: 

Those of us who teach bookkeeping and 
accounting are confronted with an immediate 
challenge. Our course is taken by the student 
near the end of his high school program. Students 
frequently enroll in bookkeeping because they 
are interested in using the skills acquired there 
as the basis for their livelihood. Perhaps 
within a few days or weeks after leaving our 
classroom they will actua lly be putting to 
practical use the knowledge and ski lls acquired 
in our bookkeeping class. The question then 
becomes--did we teach the right things? Does 
he know what he should know in order to perform 
the tasks and duties assigned to him? We can best 
be assured o f a positive answer to these questions 
if we are aware of what is presently required 
of bookkeepers in the area in which we live. 
We can gain useful insights through research 
and study, through per sonal work experience 



as a bookkeeper, through student employment 
in the business office and through interviews 
with bookkeepers and office managers 
(Buckley, 1972, p. 16). 

This study was designed to determi ne if the book -

keeping and/ or accounting tasks and duties being per-

formed by workers in the business environment are being 

taught in the public secondary schools of Utah. The 

occupational analysis has long been one of the major 

s ources of information for training purposes. Erickson 

indicates that the major goal of any vocational program 

is to equip students for successful employment. He 

believes that to reach this goal, the occupational area 

has to be analyzed to determine the skills, knowledges, 

and attitudes that are required of the worker (Erickson , 

1970 , p. 208). This study used a job analysis procedure 

to analyze the tasks being performed by bookkeeping 

and/or accounting personnel in businesses in the State 

of Utah and compared these findings with the tasks being 

taught in bookkeeping and/ or accounting classes in Utah 

public secondary schools . Based upon the findings of 

the study recommendations were made fo r curriculum 

revision. 

Scope of the Study 

This study was limited to a survey of bookkeeping 

and/or accounting workers in twenty- four businesses 

located in the Wasatch Front area in the State of Utah . 
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Three companies were selec ted in each of the eight 

Standard Industrial Classifications . Companies wer e 

chosen in the eight classifications to provide a diver­

sity in the nature and type of firm but wer e not u s ed 

in statistical analysis . The three compan i es in each 

classification were chosen according to size as deter­

mined by number of employees . These size groupings were: 

1-19, 20 - 99 and over 100 employees. The companies were 

chosen by a random sampling proce s s from the files of 

the State of Utah Department of Employment Security. 

Bookkeeping and/ or accounting supervisors were inter­

viewed and from these interviews entry- level employees 

were identified . Questionnaires we re d istributed to 

each employee and the researcher was available for 

questions as they were being completed. 

Instructors of bookkeeping and/or accounting in 

Utah public secondary schools were surveyed . A list of 

teachers who were or had been teaching bookkeeping and/or 

accounting classes was secured from the State Spec i alist 

for Business and Office Occupations, Utah State Board for 

Vocational Education. Questionnaires were mailed to each 

of the teachers on the list . Each teacher was requested 

to complete the questionnaire if they were teaching book­

ke2ping and/or accounting classes in that school year. 

The teachers who were not teaching bookkeeping and/ or 

accounting that year were requested to g ive the questionnaire 

to the teacher who was or to return the questionnaire . 



Que stionnaires were sent to 100 teachers in all 

public secondary schools in the State of Utah. Follow-

up letters and postcards were mailed where necessary. 

Telephone followup calls \~ere u s ed to secure responses 
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as well. Of the 100 questionnaires mailed , 77 were 

returned. Of these, 48 were usable in the study , 7 were 

partially completed and 22 indicated they were not teaching 

bookkeeping and / or accounting. Telephone calls to the 

23 teachers not responding to the questionnaire were 

unsuccessful in receiving any completed questionnaires. 

The most common reason for not returning the questionnaire 

was time pressure . 

No attempt was made in this study to delineate which 

of the tasks were accounting in nature and which were 

bookkeeping in nature. The study was concerned with what 

bookkeeping and / or accounting tasks •1ere being performed 

by entry-level workers. 

Definition of Terms 

Bookkeep ina 

Bookkeeping means the recording of transactions or 

the recording pha s e of accounting. 

Accountina 

Accounting includes the design of accounting s y stems, 

preparation of financial statements, development of budgets, 

cost stud ies, audits, income tax work , computer applications 
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to accounting processes, and the analysis and interpreta­

tion of accounting information as an aid to making business 

decis i ons (~!eigs , M.osich and Johnson, 197 4, p. 3) . 

Function 

A large segment of work performed by an individual. 

It is one of the distinct major activities involved in the 

work performed and it is composed of several related 

tasks (l1elching and Borcher, 1973, p . 4) . 

Task 

A unit of worker activity that is intermediate in 

specificity between a function and a procedural work step 

or action. It is a discrete unit of work performed by 

an individual; that is, the unit usually has a def inite 

beginning and ending, and it i s performed within a 

limited period of time (llelching and Borcher, 1973, p . 3). 

Standard Industrial Classification 

A classificat i on system based on a firm's major income 

producing activity. This system was developed by the U.S. 

Office of Management and Budget. The eight classifications 

used in this study were: manufacturing; mining; contract 

construction; transportation, communications and ut ilities; 

wholesale and retail trade; finance, insurance and real 

estate; service an¢ miscellaneous; and government. 

Stratified random sample 

This procedure involves dividing the population into 

classes or groups . Units included in each group are 
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relatively homogeneous with respect to the characteristics 

to be studied (Chao , 1974, p. 87 - 88). In this study a 

stratified random sample was taken in three size class ­

ifications (1 - 19, 20 - 99 and ove r 100 employees) and by 

eight Standard Industrial Clas s ifications (manufacturing ; 

mi n ing; contract construction; transportation, communi­

cations and utilit ies ; wholesale and retail trade; finance , 

insurance and real estate; service and miscellaneous; 

and government) . 

Entry - level position 

A position which requires less than a two- year post­

secondary training program but requires a high school 

dip loma. 

Secondary school 

Publicly supported high schools in the St ate of Utah . 

Frequency 

This term whe n used in the questionnaire related to 

how often this ta s k wa s performed on the job . 

Performance 

This term when used in the quest i onnaire related to 

the manner in which the employee performed his job. Wa s 

it performed with limited supervision or wa s the employee 

supervising others in performing the task. 
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Importance 

This term when used in the questionnaire related to 

how important the knmvledge of the task was for an entry­

level employee. 

Summary 

The purpose of this study was to c ompare book­

keeping and / or accounting tasks being performed by entry­

level worker s •1ith bookkeeping and/ or accounting tasks 

being taught in Utah secondary schools. Recommendations 

for curriculum revision were made based upon the findings 

of the study. 

A revi ew of related literature will be presented in 

Chapter II. Methods and procedure s utilized in the study 

will be presented i n Chapter III. The findings of the 

study will be presented in Chapter IV and the summary, 

conclusions a nd recommendations will be presented i n 

Chapter v . 



CHAPTER TWO 

REVIEW OF RELATED LITEP~TURE 

Introduction 

Perhaps the mos t frui t ful beginning course in the 

bus i ness environment is in the field of accounting (Wat s on , 

1966, p . 44). From the early beginnings of s econdary edu ­

cation in this country up to the pre s ent , the study of 

bookkeepins and / or accounting has been considered one of 

the tradi tional bus iness education courses. For year s 

educators have thought that bookkeep i ng and/or account ing 

was one of the best ways to help young people learn three 

things : (l) how s ystematic records form the basis for 

decisions that businessmen, industrialists, and government 

officials must make; (2) how to acquire a marketable skill 

s o that the individual can take a place in the busine s s , 

industrial, or governmenta l affairs of the country; and 

( 3) how to manage one ' s ovm personal business affairs so 

that he plans his income and expenditures wi s ely (Forkner, 

Swanson and ~hompson, 1960, p. l) . 
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In this chapter a short history of bookk eeping and/or 

accounting education , a review of relevent research studies, 

references dealing with task analysis and a summary of 

the cl-.apter are presented. 



21 

History of Bookkeeping and/or Accounting Education 

Historians are not sure when the business of keeping 

records began but there is good evidence that it i s over 

4,000 years old . There are in many great museums of 

Europe and America spec i mens of Babylonian and As s yrian 

business records in the form of clay tablets that are 

thousands of years old. The Phoenicians, v1ho were the 

greatest commercial people of ancient times, and who we re 

g i ven credit for inventing the alphabet , are supposed 

to have produced the alphabet for the purpose of keeping 

business records. This idea is strengthened by the fact 

that the Phoenicians were not a literary people (Nolan 

and Hayden, 1958, p . 97). 

The Old Testament contains many stories of the 

activities of the Biblical people in which specific 

figures are given. The New Testament also indicates the 

need for records which was evidenced in the parable of 

the talents . Early Italian records mention of a deed 

in the year 831 which was witnessed by a man who calls 

himself an accountant. In the year 1225 , bookkeeping 

was an established fact, since the chief magistrate of 

Milan had to render accounts every four months (Binion , 

1957' p. 21). 

In Gree ce and Rome , hundreds of records of sales 

made by the citizens of both countries have been dis ­

covered . Among these records have been wax tablets in 



the ruins of Pompeii . The difficulties facing these 

people when working with accounting records can be 

realized when one learns that the Arabic numeral system 

replaced the Roman numeral system in the fourteenth 

century (Nolan and Hayden, 1958, p . 98). 

There is much evidence that double-entry 
bookkeeping existed prior to 1494, but it was 
in this year that some of its essentials were 
first incorporated in a printed book. Paciolo, 
an Italian Franciscan monk , wrote a treatise 
on mathematics with a discussion of the existing 
bookkeeping pr ocedures. The accounts he described 
fitted the needs of the merchants, traders, and 
bankers of the Middle Ages remarkably well. A 
system of debit- credit, embryonic double - entry 
bookkeeping was employed. A record of things 
owned and debts owed was kept. There was an 
accounting for receipts and disbursements. For 
the needs of transitory partnerships, a system 
of venture accounting was described (American 
Accounting Association, 1968, p . 9). 

Double-entry bookkeeping was described in 1494 

and developed in the 14th and 15th centuries by the 

North Italians. A section of the book published by 
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Pacioli in Venice was devoted to a new method of keeping 

books . This new form was based upon an algebraic equation. 

Many of the procedures described in Pacioli's book had 

been used for several centuries but Pacioli is usually 

credited with being the father of accountancy because he 

was the first to publish these principles. Another 

Italian, Raugeo, actually wrote the first textbook on 

double-entry bookkeeping in 1458. It was not published, 

however, until 1573 . Both Raugeo and Paciolo advocated 

the use of the daybook, the general journal, and the 

ledger (Binion, 1957, p. 21). 
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This double-entry method of keeping books spread 

from Italy to Holland and France, and then to England. 

English colonists brought the double-entry method with 

them to America and instruction in the method was offered 

early in our history (Nolan and Hayden , 1958, p. 98). As 

early as 1635, in the Plymouth Colony, pupils were taught 

to read, write, and cast accounts--while not strictly 

bookkeeping, casting accounts included determi ning the 

value of merchandise, tare and tret, exchange, and other 

subjects included today in business arithmetic and in 

bookkeeping and/ or accounting (Binion, 1957, p. 20). 

Early records also indicate that during the 18th century 

there were many grammar schools, not necessarily Latin 

schools, in which arithmetic, handwriting and bookkeeping 

were taught. 

A New England law of 1647 required the development 

of Latin Grammar Schools which were maintained primarily 

for boys. These schools were the secondary schools of the 

period. Their chief purpose was the preparation of boys 

for college. Most of the Latin Grammar Schools were town 

supported and were used to meet the needs of the popula­

tion--young men hoping to become clergymen. Commercial 

demands resulted in the introduction of more practical 

subjects such a s merchant 's accounts, navigation , survey­

ing, and high mathematics. The colleges of that day were 

primarily vocational schools and particular attention was 
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given to religion. When religious fervor decreased, new 

subjects such as bookkeeping, navigation and surveying 

were incorporated into the curriculum. Gradually the 

Latin Grammar School attempted to teac h bookkeeping to 

try and keep up with the changing times (Binion, 1957, 

p. 54). 

Bookkeeping and/or accounting was taught in many 

areas in the early 18th century. It was offered i n Boston 

as early as 1709 by John Green. In 1710 there was a 

school in South Carolina a uthorized to teach writing, as 

well a s the "Principles of vulgar arithmetic and merchant's 

accounts" (Tonne, Popham and Freeman, 1957 , p. 211) . It 

was offered in New York City in 1731 by George Brownell , 

and in Philadelphia in 1733 by Andrew Lamb. It would be 

probably safe to say that bookkeeping and/or accounting 

was taught before 1700 in New York and Boston . Bo th of 

these cities were primary trade centers and there must 

have been a demand for bookkeeping and/or accounting 

instruction. Even though there is some evidence of book­

keeping and/ or accounting instruction at this time, the 

major form of instruction was informal apprenticeship 

training . As the number of employees was smal l, the 

proprietor was able t o g i ve effective on-the- job instruc ­

tions (Nolan and Hayden, 1958, p. 102 ) . 

One of the earliest books to be extensively used in 

the colonies was J ohn Ma ir's "Bookkeeping Methodized; a 

Me thodical Treati se on Merchant Accounts, Accor ding to 
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the Italian Form." This book was published in Edinburgh, 

Scotland, in 1736, and subsequently appeared in six 

editions. The system advocated was very closely related 

to Pacioli's system of the 15th century. In the 6th 

Edition published in 1760, there appeared a chapter on 

the commerce and accounting methods of the Virginia and 

Maryland colonies (Binion, 1957, p. 53). 

The successor to the Latin Grammar School was the 

American Academy which met the needs of American educa­

tion until the Civil -.Jar. When Benjamin Franklin founded 

the famous Franklin Academies, bookkeeping was one of the 

required subjects for everyone. In 1800, the Philadelphia 

Academy offered writing, arithmetic and mercantile accounts 

in its Mathematics School (Forkner, Swanson and Thompson, 

1960, p. l). 

In 1820, James A. Bennett, a bookkeeping teacher in 

New York City, published the "American System of Practical 

Bookkeeping Adopted to the Commerce of the United States 

and Exemplified in One Set of Books Kept by Double Entry; 

Designed for Schools." In this book, he advocated the 

principle that business transactions could be reduced to 

regular and systematic statements and, as such, could be 

taught as effectively in the classroom as in the office. 

He felt that schools should duplicate the actual practices 

of business. He brought into existence the idea that in 

teaching bookkeeping, you should make records of business 



transactions from actual or facsimile business papers. 

He held that a knowledge of accounts would be of value 

to everyone, no matter what his trade or profession 

(Binion, 1957, p. 55). 
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With the establishment of the first public high 

school, the English Classical School for boys in Boston, 

in 1821, bookkeeping was added to the curriculum. One 

of the chief aims of the school was to prepare students 

for commercial careers (Tonne, Popham and Freeman, 1957, 

p. 212-213) 0 

In 1827, the Massachusetts Legislature enacted a 

law requiring every city of five hundred or more families 

to establish a high school. Certain specified subjects, 

including bookkeeping had to be offered. With the advent 

of the modern high school, whose objectives were primarily 

vocational, bookkeeping was introduced. For many years 

since it was introduced into the public high school, it 

was the only business subject taught in the high school. 

With the growth of the size of business concerns, book­

keeping and/ or accounting became a necessary skill in the 

control of business. Prior to the Civil War, when most 

businesses were small, a system of double-entry bookkeeping 

was not necessary. During the Civil War, when business 

flourished because of the need for suppl ying food and 

ammunitions to the armies , better records were needed. 

After the War, this growth of business continued and 



resulted in a great demand for competent bookkeepers . 

This training was given in the high schools and the 

private business colleges. 
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In 1 862, with the passage of the Morrill Act the 

teaching of business subjects was furthered . This act 

gave each state 30 , 000 acres of land for every repre ­

sentative it had in Congress for the purpose of establish­

ing a college for instruction in agriculture, mechanical 

arts, and business. Bookkeeping and accounting were 

subjects that were stressed in the business curriculum. 

With the growth of vocational education , another 

act was passed in 1917 called the Smith- Hughes Act. This 

act made Federal money available for the organization 

and maintenance of part - time schools and classes in order 

to give business training to employed persons. Provision 

was also made for the making of studies and reports on 

business j obs and their requirements, problems of admin­

istering vocational schools, and development of courses 

of study. Built into any of these acts were the provisions 

for instruction in bookkeeping and/ or accounting. 

This growth of the bookkeeping and/or accounting 

curriculum has continued until the present day. In 1948 -

1949, over 398,000 students were enrolled in elementary 

bookkeeping classes in high schools (U.S. Office of 

Education, 1951) . This has increased to 430 , 000 in 1960 

(Tonne, Popham and Freeman, 1965, p. 3). 



Bookkeeping and/or accounting has had a long 

history and has become one of the traditional courses 

in the business education curriculum. This places 

second only to the course in beginning t ype\vri ting. 

Throughout the years, educators have expressed a 

number of broad objectives for the bookkeeping and/or 

accounting class. Most prominent of the objectives was 

that of preparing students to become full-charge book-

keepers. However, in recent years concern has been 

expressed over this objective because of the changing 

job market. Tonne, Popham and Freeman relate the 

following: 

A generation or more ago most bookkeeping 
in business was done by bookkeepers assisted 
by junior bookkeepers. This situation has 
changed. Now the recordkeeping is usually under­
taken by ledger clerks; and in smaller offices 
much of the routine work is performed by a clerk, 
a stenographer, or even by the owner himself. 
Periodically an accountant, a professional 
worker vis its the establishment and completes 
all or most of the process of closing books and 
preparing statements. Bookkeeping, which was 
once a semi-profession, now has become on the one 
hand a skilled occupation and at the upper level, 
a definite profession (Tonne, Popham and Freeman, 
1957' p. 213-214). 

More recently, Iskra wrote concerning bookkeeping 
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and/or accounting employment opportunities and the impli-

cations for the training program. He said: 

Accounting courses have been traditionally 
geared to only accounting careers, but jobs 
today are available in a wide range of office 
occupations so that there are many possibilities 
for emphasis if the accounting curriculum is 
designed for maximum flex ibility of choice. For 



example it is obvious that the stenography 
student need not take the entire accounting 
course to succeed, but stenographers will do 
a much better job if they at least have a basic 
understanding of the accounting vocabulary . 

Secretarial and clerical jobs require many 
of the units of instruction included in the 
first quarter of accounting courses. The use 
figures, types of records, and verifying entries 
are valid training for these types of positions. 
The second quarter brings more jobs into the 
sphere of accounting. Eliminating adjusting 
entries but covering a complete accounting cycle 
would allow training for many other types of 
positions. Accounts receivable clerks, accounts 
payable clerks, billing clerks, cashiers, and 
credit clerks are examples of new position 
possibilities for students completing a one­
semester accounting course with other related 
instruction. The second semester o f accounting 
provides basic training for a very wide range 
of general clerical positions short of a full­
charge bookkeeper, and if such units as auto­
mated accounting, payroll procedures, and income 
tax accounting were included, students could be 
trai n ed for a still further variety of jobs 
requiring a knowledge of accounting principles 
( Iskra, 1972, p. 165). 

Cook and Lanham in a retabulation of the NOBELS 
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(New Office and Business Education Learn i ng System) study 

of 4,498 basic tasks performed by of fice workers said: 

"Numerical clerical record s" is a class ­
ification of tasks that includes work usually 
perfo rmed in accounting departments of a business. 
The title includes various tasks related to 
processing accounts recei vable and payable, credit, 
payrol l, receipts, disbursements , and o ther 
financial transactions. The title also includes 
110 tasks that require only computation or checking 
of numerical records or reports. "Numerical 
clerical records" appears to be a clearer desig ­
nation of the group of tasks included than either 
"accounting" or "bookkeeping" would be (Cook and 
Lanham, 19 70 , p. 3 ) . 



Teachers of bookkeeping and accounting have an 

obligation both to the students and to future employers 

to teach proficiently those tasks and duties performed 
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by bookkeepers in order that the students will enter the 

labor market well equipped with a marketable skill (Buckley, 

1972, p. 16). 

Bookkeeping and/ or accounting is no longer confined 

only to reporting the gains or losses to the owners of a 

business. Computers have facilitated the production and 

analysis of a great bulk of information. This expansion 

of the scope of bookkeeping and/ or accounting has resulted 

in the development of new concepts and procedures and the 

demand for new competencies. During the early years of 

the twentieth century the bookkeeper carried the full 

responsibility for the business and financial records of 

his employer. These bookkeepers started at the lowest 

level of employment with some basic bookkeeping education 

and advanced through on-the-job training. The bookkeeper 

had to be trained in all phases of accounting work. Over 

the years differences in various jobs in the accounting 

field have become sharper. At the highest level accounting 

has earned its place as a profession;but scores of job 

titles are used to describe bookkeeping and accounting 

work at semiprofessional, technician and clerical levels 

(Sapre and Perritt, 1975, p. 7). 
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Research Studies 

There have been many studies concerned with book­

keeping and/or accounting instruction completed in the 

past few years. The nature and scope of this study deals 

with content and job opportunities in bookkeeping and/or 

accounting. Only studies pertaining to these two area s 

will be included in this review . 

Herring and Devine studies 

These two studies stand out as being very signifi-

cant pieces o f research in the area of bookkeeping and/or 

accounting . Herring ( 1950 ) wrote a compilation o f research 

findings involving the teaching of bookkeeping and/or 

accounting up to the year 19 50. Devine (1962) continued 

this type o f study by compiling information concerning 

research studies from the years 1950 t o 1960 . In his 

findings, Devine attempted to summarize the studies 

completed during this period . From the data collected, 

he made a number of observations concerning this da ta. 

Concerning objectives , he observed that they had been given 

considerable amount of attention in the studies. He felt 

that this concern had been brought about due to the fact that 

at least half of the students enrolled in bookkeeping 

courses were not business majors. The bookkeeping enroll ­

ment is comprised of the following: business majors for 

whom bookkeeping is a requirement and whose primary i n terest 

is vocational and/ or preparation for the study of accounting , 
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business majors who are taking bookkeeping for its 

related vocational use in their area such as secretarial 

students, and students from areas other than business who 

are taking bookkeeping for its personal-use value. 

Devine stated that from the research studied that 

objectives should be based on the immediate and foreseeable 

future personal and occupational needs of the students, 

and consideration should be given to the needs of the 

community also. The course content of bookkeeping and/ or 

accounting courses was determined by those served by these 

courses and by those nearest to these subjects. The 

businessmen who employ bookkeeping and/ or accounting 

graduates are in a position to be of great assistance in 

determining appropriate course content. Teachers are in 

a position to make the greatest contribution to the content 

through their understanding of the learning process and 

methods of teaching bookkeeping and/ or accounting. The 

suggestions of former students are very often reflected 

in the suggestions of employers. Suggestions of business­

men were considered important in the determination of 

the content for bookkeeping and/or accounting courses 

especially since a goal of bookkeeping and/or accounting 

instruction is to provide for future needs of business. 

A portion of the research reported on was involved 

with determining the employment characteristics in the 

offices where former bookkeeping and/ or accounting students 
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were employed. Dev i ne noted that the number of research 

reports pertaining to duties and machi ne s were large, 

whereas the number that pertaine d to job titles, require-

ment s for employment, and bookkeeping and/or accounting 

def iciencies noted by businessmen were rather limited . 

The du ties pe rformed depended to a great extent 

up on the size of the business (number of employees) . A 

wide range of bookkeeping and/ or accounting duties as 

well as other office dutie s were performed by the book-

keepers and accountants and included: 

Answering the telephone 
Computing percentaaes 
Filing 
Handling mail 
Handling petty cash 
Journalizing 
Keeping perpetual inventory records and taking 

physical inventory 
Maintainina records of fixed assets 
Making adj~ sting entries 
Making appointments and collections 
Making bank reconciliations and deposits 
Making closing entries 
Makino tr i al balances 
Posti~g to ledgers 
Preparing comparative financial statements 
Preparing payroll records 
Preparing schedules of accounts receivable and 

accounts payable 
Preparing worksheets 
Setting up new ledger accounts 
Taking dictation 
Writing checks 
Writing letters (Devine , 1962 , p. 114). 

Devine i ndicated that posi tions in the small office 

appeared to require a more general group of dutie s 

including bookkeeping, accounting and routine office 

duties of a non- bookkeeping nature. Position s in busine ss 
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employing many people tended to be more specific. The 

bookkeepers in the large businesses often performed the 

work of a segment of the bookkeeping cycle such as 

ma intaining the accounts receivable or accounts payable 

records. In the large businesses the accountants per­

formed accounting duties primarily and were not concerned 

with the routine clerical duties such as filing and 

answering the telephone. 

Of interest to this study is Devine's summary of 

the requirements for employment. The level of education 

of the applicant was the primary requirement for all 

beginning positions. The large organization had definite 

procedures for determining the qualifications of the 

applicant, whereas the small organization did not utilize 

uniform procedures in employment practices. The research 

was concerned primarily with the requirements for begin­

ning positions which high school and college bookkeeping 

and/or accounting graduates often obtained. For initial 

employment as bookkeepers and accountants, the prospective 

employees were usually required to have at least a high 

school education for bookkeeping positions and often a 

college education and/ or a certified public accountant 's 

certificate for positions as accountants. In some 

positions above recordkeeper, prior bookkeeping and/or 

accounting work experience was required. 

Very few of the people performing bookkeeping duties 

in the small, family-operated business had bookkeeping 
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training. Members of the proprietor's family usually 

kept the books in these businesses. Elementary and 

advanced accounting courses were considered essential or 

important by several employers in the preparation of 

junior accountants. 

Many of the bookkeepers had high school bookkeeping 

training which was felt to be satisfactory for some 

positions; however, employers preferred training beyond 

the high school level especially if opportunities for 

promotion existed. Many bookkeepers studied in business 

colleges, took correspondence courses, and enrolled in 

college night classes in order to improve their book -

keeping and accounting abilities and to qualify for more 

adv anced j obs . High school bookkeeping graduates often 

started at recordkeeping positions and advanced to book-

keeping and accounting positions. 

In completing the reporting of his findings, Devine 

summarized the research completed: 

Most of the research was directed t oward the 
utilization of the bookkeeping and accounting 
duties and practices as a basis for improving of 
the teaching of bookkeeping and accounting subjects 
at the high school and college levels. Both the 
bookkeeper and the accountant can expect to perform 
many office duties and operate common office 
machines in addition to their bookkeeping and 
accounting duties, especially in the smaller 
businesses. The bookkeepers employed in large 
organizations can expect to work with a segment 
of the accounting cycle such as accounts receivable 
or acco unts payable. The beginning accountant may 
expect somewhat broader duties such as making entries 
in several books of original entry. 



At least a high school education was 
desirable for bookkeeping applicants, and a 
college education in accounting was desirable 
for applicants for accounting positions. The 
greater the amount of education the greater 
were the opportunities for advancement to 
more responsible and rewarding positions. An 
annual accounting period was the most common 
in all businesses. Most of the businesses 
included in the research reports utilized out­
side experts in the preparation of income tax 
reports. 

The larger organizations maintained complete 
records while the smaller ones did not always 
maintain adequate records or know the purposes 
for which records might be used in the best 
interests of the business. The profit and loss 
statement and the balance sheet were the most 
commonly prepared statements (Devine, 1962, p. 123) 

Stoner study 

The purpose of this study (Stoner, 1953) was to 
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determine the various types of information which might be 

helpful in the organization and administration of a 

training program in retail accounting for small businesses. 

Stoner found a number of characteristics of small retail 

establishments which have relevance to this study. The 

businesses surveyed were predominately single proprietor-

ship, averaged only 4.7 employees, and were operated by 

the owner. Many of the businesses operated on a credit 

basis but kept their books on the cash basis. Many of 

these firms used a single entry bookkeeping system. 

Elementary bookkeeping ranked first among the business 

courses taken by the businessmen but 80 percent of them 

were not satisfied with their present accounting system. 
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The responsibility of keeping the books was evenly 

div ided between employee and employer . Although two­

thirds of the stores did not prepare financial budgets , 

this responsibility was assumed by the proprietor and 

manager. Approximately half the firms had their profit 

and loss statements prepared by outside accounting 

services. Balance sheets were prepared outside by one ­

third, with one-fifth being done by the owners. Two­

thirds of the businesses had outside accounting services 

compute their reports and income taxes. Stoner found 

that many routine clerical accounting activities were 

being performed by the proprietor and manager. 

Nicks study 

In this study (Nicks, 1954) 505 non-bookkeepers 

were surveyed to determine what bookkeeping activities 

were performed by office workers other than bookkeepers 

themselves. Nicks found that the bookkeeping activities 

of non- bookkeepers are isolated routine duties that can 

be carried out without a knowledge of the principles and 

theory of bookkeeping. One year of bookkeeping training 

has little affect on the bookkeeping activities of non­

bookkeepers during their first year with a firm. A list 

of 59 bookkeeping activities was tabulated in the study. 

Nicks suggested that these acti vities should be emphasized 

in the training programs of non-bookkeepers. These 

activities were cateqorized into the following areas: 
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banks and checks; statements, bills, invoices, purchases; 

payroll and taxes; insurance; notes and interest; and 

a miscellaneous category. He felt that the training for 

non-bookkeeping workers should be the same whether it 

was for different sizes of businesses or for non-manu­

facturing firms . Secretaries experienced more bookkeeping 

routines than do non-bookkeepers in any other job classifi ­

cation. Nicks concluded that if the bookkeeping training 

of non-bookkeepers in the secondary school is to be built 

around the bookkeeping activities of the general office 

worker rather than around the work of the bookkeepers or 

accountants, one year of elementary bookkeeping cannot be 

justified. 

Young study 

This study (Young , 1954) involved bookkeeping duties 

performed by secretaries. He found that there were some 

differences in the bookkeeping and/or accounting activities 

performed by secretaries in different sizes of businesses. 

He listed bookkeeping and accounting duties that were 

performed most frequently by the secretaries as a whole. 

Some of these were: preparation of customer statements; 

making accounts receivable analyses; work with books of 

original entry; making credit investigations and collections; 

accounts receivable ledger posting; making sales analyses; 

working with installment sales records; general ledger 

posting; working with insurance records and collecting 

data f or taxes. 



Ernst study 

The purpose of this study (Ernst, 1959) '"'as to 

analyze the accounting practices of 141 accountants in 

Alva, Oklahoma, firms . She found that 50 percent of 
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the firms were organized as single proprietorships; 

almost 25 percent of the firms were organized as corpora­

tions and 20 percent of the firms were organized as 

partnerships. The remaining firms were non - profit 

organizations. Various types of firms were reported in 

the study. The sales journal was used in one-third of 

the firms; the purchases journal was used in one -fourth 

of the firms and the general ledger was used in one - third 

of the firms . Closing entries were recorded in one-

fourth of the firms. All of the firms reconciled the 

bank statement monthly. Payroll duties and re~uired 

quarterly reports of withholding taxes were regularly 

made. One-third of the employees said formal preparation 

in accounting was essential; another one-third of the 

employees said formal preparation in accounting ~oras help­

fu l but not necessary. 

Hende rson study 

In this study, Henderson (1960) considered some of 

the major claims being made for the value of the high school 

bookkeeping curriculum in light of pertinent research 

and to compare these claims with information gathered from 
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selected former high school business students. In this 

study he attempted to evaluate the curriculum by reviewing 

what former students were doing on the job. The performance 

o f bookkeeping duties, the degree of performance of these 

duties, do the duties require a knowledge of double-entry 

bookkeeping theory and to what extent are former students 

making use of the bookkeeping skills learned i n their 

personal life and social life were used to evaluate the 

curriculum . 

Schenck study 

In this study, Schenck (1965 ) attempted to determine 

the need for teaching bookkeeping by sending questio nnaires 

to business education supervisors and teachers as well as 

to 300 business firms in the Washington, D.C. area. She 

found that most opportunities for the high school graduate 

with training in bookkeeping were in the posi tions of 

general clerk, clerk-typist, and stenographer . One year 

o f high school bookkeeping was required o r desired by 

most respondents of the business firms. Most positions 

classified as bookkeeping clerks, bookkeepers or assistant 

bookkeepers required higher education and/or experience. 

Yonke study 

In this study (Yonke, 1965) businessmen in small, 

medium anC. large businesses in Joliet, Illinois were 

interviewed to determine the employment status of 
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bookkeepers in that city. She found that a high school 

diploma was the minimum educational requirement for 

employment as a bookkeeper. She found that filing and 

typewriting were part of the duties performed in bookkeeping 

positions. She also found that employers were interested 

in general characteristics such as: ability to grasp 

and follow instructions, cooperation, personal appearance 

and grooming, health, thoroughness, efficiency, accuracy 

and honesty. Businessmen felt that willingness to learn 

was the most important trait to instill in students. 

Thorstad study 

In this study (Thorstad, 1965) an attempt was made 

to determine the bookkeeping practices and procedures 

which were currently being used in business and how they 

might effect future high school bookkeeping courses. This 

was done by surveying bookkeeping supervisors in selected 

businesses in the Minneapolis area. He found that women 

bookkeeping workers tend to out-number men who perform 

bookkeeping duties by four to one. He found that men 

tended to be hired for their promotional potential while 

women were selected for their clerical abilities. Some 

training in bookkeeping seemed to be a necessity for hiring 

men as bookkeepers. Some women were hired as bookkeepers 

with only high school training but for women experience 

appeared to be a substitute for post-high school training. 
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Kozoman study 

In this study, Kozoman (1965) attempted to analyze the 

current objectives of the first year bookkeeping course 

and then tried to determine which of these objectives were 

held to be most important by selected bookkeeping instructors 

and school counselors. Based on his analysis, Kozoman 

concluded that the primary objective of bookkeeping is the 

preparation of office workers and bookkeepers . He found 

that the demand for high school graduates in bookkeeping 

is very small. He also concluded that the instructors 

and counselors are not aware of the initial and future 

post-high school activities of former bookkeeping students. 

He concluded that the average bookkeeping student has the 

ability and interest to comprehend bookkeeping, enrolls 

for a vocational purpose, and secures employment in a 

business occupation not necessarily in bookkeeping upon 

graduation from high school. 

Clow study 

Data for this study (Clow, 1967) was obtained from 

interviewing personnel directors or accounting heads in 

14 firms and from 182 questionnaires completed by boot­

keepers and accountants in these 14 firms. He found that 

most bookkeeping positions were held by females and most 

accounting positions were held by males. Only 23 percent 

of the bookkeepers completed post-high school bookkeeping 



courses and 57 percent of them completed a one - year high 

school bookkeeping course . ~len t-1ere preferred for the 

accounting position s while ><'omen were preferred for the 

bookkeeping positions . High school bookkeeping was 

required for most bookkeeping and accounting positions. 

Shook study 

In this study, Shook (1967) attempted to identify 

the qual i fication s des i red of applicants for bookkeeping 
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and accounting positions. He also attempted to identify the 

dutie s and practices of bookkeepers and accountants in 

selected manufacturing firms and report the reactions of 

the bookkeepers and personnel directors to the first-year 

course in high school bookkeeping. Shook reported that 

bookkeepers attributed their source of learning to per-

form bookkeeping duties to on- the- job training. He found 

that individuals applying for a bookkeeping position must 

be a high school graduate but that high school bookkeeping 

is not always a requirement for getting the job . The 

study also revealed that there is a need for those wanting 

bookkeeping positions to be familiar with automated data 

processing procedures. He indicated that applicants for 

professional bookkeeping pos itions should have at least 

tYlO years of post- high school accounting and/or previous 

experience in bookkeeping. 
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Spanswick study 

In this study (Spanswick, 1967) help-wanted ads 

were investigated to determine what jobs were available 

to a person with only one year of high school bookkeeping. 

Data was gathered through the use of two questionnaires: 

one questionnaire was used to determine the nature of the 

activities performed in such jobs and the other to collect 

information on the reactions of e~ployees and employers 

to a one year course in high school bookkeeping as pre­

paration for a bookkeeping position. Spanswick concluded 

that the majority of firms advertising bookkeeping jobs 

were not >lilling to hire persons with only one year of 

high school bookkeeping unless those persons had experience 

in bookkeeping work . Those who did secure employment 

usually found it with a firm that was using a double-entry 

bookkeeping system and prepared financial statements on 

the accrual basis. He further concluded that employers 

were not convinced that the usual one year in high school 

bookkeeping is effective in preparing persons for manual 

bookkeeping jobs. Employers commented that the experiences 

in high school bookkeeping were not realistic. Experienced 

workers stated that their experience rather than their 

bookkeeping courses prepared them to handle the bookkeeping 

activities more frequently performed in their work. 

Ozzello study 

In this study, Ozzello (1967) analyzed accounting activi ­

ties performed by technical accountants in order to arrive 
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at a set of criteria related to job activities that could 

be employed in appraising the appropriateness of a 

terminal accounting program in community colleges or 

other post - high school educational institutions . Ozzello 

attempted to determine the current and projected need 

for technical accountants, establish a listing of 

accounting-type activities performed by technical 

accountants, determine according to size of firm if 

there are clusters of accounting- type activities performed 

by technical accountants, establish from the list of 

accounting type activities selected criteria that could 

be used to assist in appraising of technical accounting 

programs and translate the selected job activity data 

into a set of evaluation criterion that an institution 

could employ to assist in appraising its post-high school 

terminal accounting programs. 

His procedures involved surveying the durable goods 

manufacturing industry's current and projected need for 

technical accountants. He conducted interviews with 

technical accountants to identify their accounting type 

job activities. He then analyzed the responses to establish 

a list of accounting activities performed and translated 

them into a set of "training need" criteria that could be 

used to assist in appraising the adequacy of the accounting 

courses in post-high school terminal accounting programs . 
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The list of accounting-type activities was broken 

down into ten categories with supportive sub-categories 

which were used on his questionnaire. The ten categories 

were: 

Financial reports and schedules 
Financial statement analysis 
Machines used 
Working papers used 
Journals maintained 
Ledgers maintained 
To record (po s t) 
To initiate or prepare 
To maintain, analyze or perform 
Do computations for (Ozzello, 1967, p . 185-192). 

Ozzello concluded that the list of accounting activi-

ties in his questionnaire can be identified with the 

activities performed by technical accountants. He estab-

lished a profile of the identifiable accounting-type 

activities performed most often by technical accountants 

and this profile was potentially useful as a guide in the 

determination o f content for terminal accounting courses 

designed for initial training, in - service training or 

upgrading of technical accounting employees. He also 

concluded that the technical accountant does perform some 

activities which have been considered duties of a bookkeeper 

as well as some of which have been considered duties of a 

baccalaureate degree accountant, but can basically be 

considered as a position somewhere in between the two. 

He also concluded that activities are not completely common 

to all technical accounting positions but do tend to clu s ter 

according to size of firm (Ozzello, 1967, p . 146 - 147) . 
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Stelter study 

In this study, Stelter (1968) sought to determine" the 

duties performed by bookkeepers and accountants in rural 

business, the qualifications needed to perform these 

duties and plans for additional equipment to be installed 

in the near future. He found that employment as a book­

keeper or as an office worker with partial responsibility 

for bookkeeping is possible for many high school graduates 

in rural Minnesota. Two-thirds of the employers would 

consider hiring a bookkeeping worker after graduation from 

high school. One-third o f the firms hiring employees for 

bookkeeping duties replaced at least one employee in the 

last year, and one - tenth of the firms added one bookkeeping 

position. Previous experience was necessary in only one ­

third of the firms. 

He concluded that a hi gh school education is 

adequate for employment as a bookkeeper but not as an 

accountant. Approximately two-thirds of the bookkeepers 

had received no education beyond high school. Most of the 

accounting employees had attended some educational institu­

tion beyond high school. Formal education in bookkeeping 

and accounting is helpful and desirable but not necessary 

to perform most of the duties of a bookkeeper. Only one­

third of the employers in rural Minnesota firms stated 

that one year of high school bookkeeping was necessary for 

employment in their firms. More than one-half of the 
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bookkeepers in all cities attributed on-the- job experience 

as the source of their ability to perform a ll but 5 of the 

80 duties listed on the questionnaire. 

Stelter also found that not all of the duties 

presented on the questionnaire need be taught in the 

first year of high school bookkeeping. Of the 46 least 

performed duties, 8 were in the preparation of financial 

statements and related schedules, 18 were special entries 

journalized and 12 were related to the use of bookkeeping 

machines and data processing equipment. The first year 

of high s chool bookkeeping can be taught the same in all 

sizes of cities in rural Minnesota to fulfill the needs 

of all types of firms except banking. He found that an 

extensive use of data processing equipment for bookkeeping 

or accounting purposes in rural Minnesota business firms 

is more than two years away. 

Linnaus study 

In this study (Linnaus, 1968) an attempt was made 

to identify the characteristics and scope and general 

methodology of a comprehensive high school bookkeeping and 

accounting program. A list of 47 princ iples and practices 

from 9 areas was devised and schools selected by the 

National Association of Business Teacher Educators was 

asked to indicate high schools in their areas which met 

the criterion established. 
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The author came up with the following conclusions 

on the present development of high school bookkeeping and 

accounting programs striving for comprehensiveness. He 

indicated that few of the 72 outstanding high school 

programs identified were completely comprehensive . 

Generally high school bookkeeping and accounting programs 

building for comprehensiveness make many efforts in the 

areas of objectives, courses or levels of instruction, 

content of courses , grade placement of courses, materials 

and facilities for instruction and teacher preparation . 

This would seem to indicate that business education 

programs are concerned with the objectives and skills 

being taught in their programs . 

Petro study 

Petro ( 1969) attempted to establish a set of 

instructional objectives f or education in technical 

accounting which could provide the basis for designing 

the learning structures of instructional programs for 

prospective accounting technicians. Even though this 

study was designed for instruction in the post - secondary 

environment, the study provided a model for curriculum 

development in accounting that could be related to any 

level of education. His specific objectives were to 

(1) demonstrate the feasibility of a given model for the 

derivation of instructional objectives of technical 

accounting programs and (2 ) the establishment of a set 
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of instructional objectives whi.ch describe desired 

student behaviour and which would be suggestive of 

appropriate learning sequences for the fulfillment of 

the specific objectives of technical accounting programs. 

His methods were based on information established in 

the Ozzello s tudy (Ozzello, 1967) discussed previously . 

He secured a list of business activities performed by 

accounting technicians. These were grouped into nine 

functional areas: 

Making financial reports and schedules 
Analyzing financial statements and schedules 
Maintaining ledgers 
Maintaining journals 
Preparing and initiating data 
Recording or posting data 
Making and using working papers 
Nonclassified maintaining, analyzing or performing 

activities 
Doing specific mathematical computations (Petro , 

1969' p. 37). 

Subsets of these activities were used in preparing the 

o bjectives . The second phase was to derive and classify 

objectives. The concluding phase was to verify the use-

fulness of the instructional objectives by polling a 

jury panel of community college accounting teachers. 

The author found 35 task demand statements which 

were placed in flow charts to show the hierarchial order 

of each of the instructional objectives. He concluded 

that statements which describe job requirements of 

accounting technicians can serve as the basis for deriving 

instructional objectives which , in turn, can accurately 
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specify the behavior a student should be capable of 

demonstrating in the classroom to meet the requirements 

of the job . He also concluded that the derived instruc­

tional objectives which describe desired student behavior 

and suggestions of appropriate sequences for the learning 

structure comprising the instructional program for 

accounting technicians were realistic. 

This study presented a model for developing instruc­

tional objectives and this model is based upon having job 

related competencies already available for the job. 

Amelio study 

Amelio (1969) reported on research completed as a 

class project. The purpose of the research was to study 

what beginning bookkeeping workers who kept records need 

to know about bookkeeping according to public accountants 

who audit their records and with the results suggest change 

for improving the high school courses in bookkeeping. 

There were many interesting conclusions involving the 

content of the bookkeeping class. He concluded that 

teaching the financial statements and worksheet for 

mastery would appear unnecessary according to public 

accountants. Students should be able to prepare schedules 

of accounts receivable and accounts payable as well as 

bank reconciliation statements and deposits. Beginning 

bookkeeping workers should be able to do some kind of 

payroll, journalize--especially in the special journals, 
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and post to some form of subsidiary ledger. These workers 

should be proficient on the 10-key adding machine, rotary 

calculator and typewriter. 

Moon study 

Moon (1970) completed a study designed to determine 

the activities and job functions of bookkeepers who keep 

a complete set of books. He interviewed 100 full-charge 

bookkeepers to collect data for the study. He found that 

there are full-charge bookkeeping jobs available but 

usually only to those bookkeepers with previous experience. 

He concluded that most full -charge bookkeepers take book­

keeping and accounting beyond high school level, but high 

school bookkeeping along with experience was sufficient 

training for a full - charge bookkeeping position. Most 

businesses with full-charge bookkeepers keep books on an 

accrual basis. The firms with full -c harge bookkeepers 

are not limited to small businesses. Moon also concluded 

that high school bookkeeping is not realistic without some 

work experience to relate the theory and principles to 

practice. Such items as inventories and taxes are handled 

by some outside service group in many businesses. Almost 

all the bookkeepers were using typewriters and adding 

machines and approximately three - quarters were using 

calculators. 
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Luxner study 

Luxner (1970) completed a study that attempted to 

determine the factors which affect the entry- level employ­

ability of vocational bookkeeping students. By following 

up on vocational bookkeeping graduates, surveying business 

and industry and analyzing help wanted advertisements, 

she attempted to determine the affect on entry- level 

employability of such factors as: academic achievement 

and ability; supplemental business skills; personal factors; 

career objectives; and conditions in the labor market. 

She found that of those vocational bookkeeping graduates 

who were actively seeking employment only 15 percent found 

employment that was primarily bookkeeping in nature. 

From the findings of the study Luxner made some very 

strong recommendations concerning bookkeeping in the 

high school program. As a vocational subject, advanced 

bookkeeping taught in the traditional method which includes 

the making of complicated entries, such as closing and 

adjusting entries, and the manual completion of partner­

ship and corporation practice sets is indefensible. She 

also concluded that the study of two years of manual book­

keep i ng at the secondary level in and of itself meets 

neither the job requirements for accounting clerks or for 

accountants . Preparation for an accounting career should 

be deferred until the post-graduate level . Vocational 

bookkeeping training should be augmented by an intensive 



clerical training program emphasizing the fundamental 

business skills in order to prepare the students to get 
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the entry-level requirements for general clerical positions. 

Buckley study 

Buckley (1971) attempted to determine the availability 

of employment in the areas of bookkeeping, secretarial, 

clerical and data processing positions that require a 

knowledge of high school bookkeeping but no higher educa­

tion or previous work experience. He questioned personnel 

directors from firms of all sizes in the Atlanta area. He 

found that the minimum educational requirement of office 

workers is high school graduation. He found that 84 per­

cent of the firms had bookkeeping positions for which 

high school graduates might qualify. Approximately half 

of the firms which employed high school graduates as book­

keepers did not require high school bookkeeping if the 

prospective employee had previous work experience. Half 

of the firms stated that they require previous bookkeeping 

experience for some of their bookkeeping positions. He 

found that it was not essential for secretarial, clerical 

or data processing workers to have a knowledge of book­

keeping in most firms. 

He found that in preparing for a career as a book­

keeper, the most important high school business subjects 

are bookkeeping, business mathematics and office machines. 

For a secretary the most important subjects are typewriting, 



shorthand and office practice. For a clerical worker, 

typewriting, office practice and office machines. For 
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a data processing worker, introduction to data processing, 

keypunch and business mathematic s. 

Buckley concluded that most businesses have book­

keeping positions for which they will employ high school 

graduates provided they have taken a bookkeeping course 

or have work experience as a bookkeeper. He also concluded 

that in most firms it is not essential for a secretary, 

clerical worker or data processing worker to have a 

knowledge of bookkeeping. 

Kelly study 

Kelly (1971) completed a study that attempted to 

identify and analyze the tasks performed, the personal 

characteristics and the educational background of semi­

professional accountants in Rochester and Syracuse, New 

York. The study was involved with accountants who per ­

formed accounting related work at the present time, one 

who was in an accounting related position which required 

post-secondary education but less than a baccalaureate 

degree and one who had been in an accounting related 

position for a period of time sufficient that he could 

be considered for promotion. 

He found in this study that semi-professional 

accountants are involved in a wide spectrum of tasks and 

functions. He found that there appears to be no clustering 
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of tasks with different types of businesses. He also 

found that many of the semi-professional accountants were 

business administration majors rather than accounting 

majors. Although this study does not directly relate to 

the research being undertaken, the fact that there is 

another level of accounting has implications for the 

high school graduate in bookkeeping. 

Calvert study 

Calvert (1971) reported on a questionnaire sent to 

50 businesses in New Jersey pertaining to bookkeeping 

positions for beginning workers. Employers were asked to 

choose categories of questions as applicable to their 

business. They were asked to choose tasks performed, 

characteristics of employees, functions employees should 

be able to handle, office machines and information about 

hiring and advancing in their positions. She found that 

the majority of beginning positions were of a clerical 

nature and they needed to be aware of data processing 

concepts. From the results of the study she raised the 

question as to how much information in the current text­

books is relative to what business wants and expects of 

the beginning bookkeeping employee. 

Schmidt study 

Schmidt (1971) reported on research affecting high 

school accounting, bookkeeping and recordkeeping. She 



reported that the greatest number of studies were 

concerned with either methods and media of teaching or 

with employers' job requirements. She concluded that 
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the results of studies with the purpose of determining 

employers' job requirements still leave open the question 

of whether or not the present one-year bookkeeping courses 

give students vocational competency. From her survey of 

current research she concluded that massive, coordinated 

research projects in accounting, bookkeeping and record­

keeping are needed. Changes in the field are here today 

and must be recognized by all who are concerned with the 

teaching of high school accounting, bookkeeping and 

recordkeeping . 

NOBELS research 

A massive research effort being undertaken across 

the country is very pertinent to this study. A series 

of research projects have been undertaken under a project 

called "New Office and Business Education Learning Systems" 

NOBELS (1971). Erickson (1971) interviewed 300 office 

workers and their supervisors in the Los Angeles area to 

identify and analyze those job components which could be 

considered basic to most beginning and intermediate levels 

of office work; and to consider the implications of those 

finding s for the business education curriculum. Ten basic 

components of beginning to intermediate level office work 
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were identified. One of these was "Checking, Computing 

and Verifying." He found that "Checking, Computing and 

Verifying" was a basic component of 47 percent of the jobs 

studied and it occurred as a supportive activity in 6 per­

cent of the other jobs. Erickson concluded that the con­

tent of courses, including bookkeeping, may need to be 

modified somewhat to include materials relevant to the 

needs of beginning and intermediate level office workers. 

The bookkeeping program needs to be modified to include 

more evaluation of accounts as well as an analysis of 

the basic relationships of bookkeeping and accounting 

principles to automated data processing equipment. 

Lanham, Lanham, Herschelmann and Cook (1972) continued 

with another portion of the NOBELS project. The objectives 

of their portion of the study was to determine a framework 

for analyzing current and emerging office tasks. They 

attempted to isolate trends and concepts from emerging 

office occupations and practices and convert these to 

performance tasks. As part of this section they developed 

a sampling design and a training program for collecting 

data. After collecting the data it was analyzed and they 

then reported a master list of performance tasks. Volumes 

of information are available from this report concerning 

bookkeeping and/or accounting tasks. The area called 

"Numerical Clerical Records" contains functions concerning 

accounts receivable, accounts payable, payroll, computing 
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and checking, receipts, financial entries, cost accounting 

and disbursements . For each of these areas , the authors 

attempted to prepare task sheets involving the activities 

performed in each of these areas. As this massive re­

search effort is brought to a conclusion and the many parts 

of the study are brought together, there will be probably 

emerge a great deal of information for the bookkeeping 

and/or accounting curriculum. 

Smiley study 

Smiley (1972) attempted to identify concepts included 

in the subject matter of the first-year courses by examining 

both first-year high school and post-secondary accounting 

textbooks. A list of 89 concepts was subsequently 

developed and these were mailed to a jury of experts who 

were asked to validate the concepts and to indicate their 

importance and the level of schooling on which they should 

be presented. The jury identified 40 concepts that should 

be taught on the high school level and a rank correlation 

was computed for the jury of experts and high school 

teachers who were also questioned. The correlation showed 

significant agreement between the jury and the teachers. 

West study 

One of the more important studies in recent years is 

the survey of bookkeeping job activities completed by 

West (1972). In this study, information supplied by 
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employee questionnaires and by interviews of accounting 

supervisors in industry was used in demonstrating that 

prevailing high school bookkeeping instruction goes far 

beyond what employers want from beginning employees and 

far beyond what beginners need. He found that previous 

school training was a minority requirement for initial 

employment, and the employers of small firm's book­

keepers appear to hire such persons from among those who 

have gained experience elsewhere, not new high school 

graduates. 

The beginner's job duties are very narrow, only half 

the time resting on double-entry concepts; journal and 

ledger work is largely done by experienced employees; 

and hardly any beginners have trial balance, account 

adjustment, or comparable higher order duties. He also 

found that even those with high school tra ining report 

on-the-job learning rather than learning at school helped 

them learn their job duties. The job duties and respon­

sibilities of those with no school training in bookkeeping 

are indistinguishable from those with only high school 

training. More generally, job responsibility and advance­

ment depend heavily on work experience, post-high school 

education, and g eneral ability--not on high school book­

keeping instruction. The recordkeeping curriculum is 

especially nonfunctional for bookkeeping employment. He 

found that computerization prevails among the large 



employers who account for most big city job openings, 

and its effects are to reduce and even to remove the 

need to understand bookkeeping concepts; in addition, 

the enormous variety of computerized record forms little 

resemble those of school instruction, and there are 

important variations in school and job bookkeeping 

terminology. He made a recommendation that high school 

bookkeeping classes should more closely resemble the 

entry-level job duties. 

Solomon study 
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Solomon (1972) completed a study to determine the 

areas where differences exist among practitioners and 

educators regarding their perceptions of the aims of 

accounting education at the college level. Even though 

this study was designed for the professional level of 

accounting, there are some findings and conclusions that 

are relevent to the present study. He found that there 

was a difference in the opinions of public accountants 

and educators concerning the college background necessary 

for beginners in public accounting. A conclusion made by 

Solomon indicated that changes in accounting practice 

have taken place slowly, and educators have made few 

major revisions in their accounting programs. Practitioners 

and educators stated that concepts of accounting rather 

than the skills that are needed t o funct ion in practice 

should be emphasized in college courses. 
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Solomon made a recommendation concerning the intro-

ductory accounting course at the college level that has 

implications for the bookkeeping and/or accounting course 

at the high school level. He stated that the students 

should learn to perceive accounting as a means of comrnun-

icating information related to planning, analyzing and 

reporting activities in va~ious areas of society in 

addition to business. Future accountants must become 

more concerned about the substance of the information 

they are supplying to users of reports than with the form 

of their statements. This would imply a certain level of 

training necessary at the post-secondary level. 

McKitrick study 

McKitrick (1973) developed a model for training 

accounting clerks based upon a procedure deriving infor-

mation from task analysis of representative accounting 

workers, studies of research and a series of in-depth 

interviews with representatives of business and immediate 

supervisors of accounting clerks to determine job require-

ments, employment practices, special needs and future 

trends. He concluded: 

To prepare instructional materials for 
training specialized accounting clerks, teachers 
must visit offices and make task analyses of 
these businesses. Only in this way can educators 
develop those materials needed to train high school 
pupils to perform specialized clerical functions. 
Local businessmen favor this type of instruction 
because they find that beginning employees who 



have completed models similar to those described 
in this article will not need extensive on-the­
job training before they become productive 
workers (McKitrick, 1974, p. 45). 

Stirewalt study 

Stirewalt (1973) collected data concerning contro-

versial issues in the teaching of bookkeeping. The 53 
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issues listed involve all phases of the teaching of book-

keeping at the secondary level. Only those issues that 

are related to this study have been reported on. The 

educators surveyed indicated that the technical school 

should provide the students initial job competency as 

an office worker in bookkeeping. They felt the primary 

objective at the secondary level should be a combination 

of vocational and personal use objectives with emphasis 

on vocational objectives. They felt the content of the 

first-year bookkeeping class should be built around the 

activities of the bookkeeper. The public secondary 

school should provide the student initial job competency 

as an office worker in bookkeeping. A majority of the 

respondents indicated that the primary objective of the 

second-year bookkeeping course at the secondary level is 

initial job competency as a bookkeeper. They further 

stated that the objective of second-year bookkeeping is 

a combination of vocational and personal-use objectives 

with emphasis on vocational objectives. 

The author concluded that there could be many 

subjective interpretations of the respondents' opinions. 



However, to make any subjective interpretations of the 

responses in terms of "truths " would be conjecture. He 

recommends that: 

Business educators responsible for improving 
bookkeeping instruction must be a1•are of current 
issues and opinions on those issues. But knowing 
what controversy exists is not enough . Extens i ve 
research to determine the best answer to the 
issues in bookkeeping instruction should be under­
taken; and the proven best solutions to issues 
must be taught and publicized to the secondary 
school bookkeeping teachers, college bookkeeping 
methodology teachers, state and local supervisors 
of business education, and bookkeeping textbook 
authors (Stirewalt, 1973, p. 67). 

Gruenwald study 

Gruenwald (1973) surveyed 60 selected businesses in 

the Los Angeles, California a rea to determine the most 

commonly performed activities accomplished by entry-

level bookkeeping and/ or accounting clerks and general 
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office clerks . She found the following tasks as the most 

commonly performed activities in their order of frequency: 

Compute percentages 
Post to ledgers 
Make original entries 
Work with accounts payable ledgers 
Work with accounts receivable ledgers 
Prepare supporting schedules 
Reconcile bank statements 
Prepare payroll 
Keep withholding and FICA tax records 
Compute payroll taxes 
Work with petty cash fund 
Maintain records on fixed assets 

She concluded that these skills must be taught in the 

high school bookkeeping and / or accounting class to adequately 

train students for entry-level positions. 
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Harris study 

Harris (1975) tried to identify the competencies 

required of semi - professional accountants. He determined 

job titles for which employees with less than a BS degree 

would be hired and then determined the specific tasks 

performed on the job by these accountants. In his invest ­

igation he tried to determine the frequency with which the 

tasks were performed, those tasks required for initial 

employment and accounting skills learned on the job. A 

questionnaire of 229 accounting type activities was 

developed from current textbooks in the accounting field 

and reviewed by a jury of accounting supervisors , 

accounting educators and CPA's. Data concerning the 229 

accounting activities performed were obtained fr om 105 

randomly selected accounting supervisors . 

He found that most firms have a position that could 

be called a semi-professional accountant and that there 

are specific tasks perfo rmed by these people. He found 

that few accounting skills are expected to be learned on 

the job and that graduates of accounting programs should 

have a knowledge of accounting activities performed by 

computers. Even though this study was designed to secure 

information about semi-professional accountants, many of 

the findings are valid for the high school curriculum. 

Schillak study 

Schillak (1975) reviewed the job tasks of individuals 

employed in financial accounting systems of selected 
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businesses in Wisconsin. One of the major purposes of 

the study was to evaluate data concerning the bookkeeping 

and/or accounting job tasks performed by individuals 

in selected businesses . These tasks were examined to 

find the extent to which the computer has affected the 

financial accounting system, the organizational structure, 

and the employees job in the accounting department. 

He found that handwritten recording of financial data 

was performed primarily by non-supervisory personnel . He 

found that non-supervisory personnel spent the greatest 

amount of working time performing mathematical calculations 

with the aid of keyboard entry devices. On-the- job 

training according to supervisory personnel and high 

school training according to non-supervisory personnel 

was the best place to learn these skills. He concluded 

that computer-oriented accounting systems do require many 

of the basic skills taught in the traditional bookkeeping 

and/or accounting programs; however the manual recording 

of debit/ credit entries in books of original entry has 

been replaced by mechanical and/or computer applications. 

Stierwalt study 

Stierwalt (1975) attempted to determine what con ­

stitutes a valid accounting curriculum . Does the present 

accounting curriculum provide for the concepts, skills, 

techniques and competencies deemed necessary in a desirable 

accounting curriculum? The Delphi technique was used to 
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establish the most important objectives to be included in 

the curriculum. Using the list of objectives derived 

from this technique, graduates of the accounting program 

were polled to see if they felt the program had provided 

these skills for them. 

Donnel study 

Donnel (1976) attempted to determine if selected 

skills , knowledges and attitudes Wyoming employers 

indicated job-entry high school graduates performed in 

bookkeeping and/or accounting positions were the same 

as those that the bookkeeping and/or accounting teachers 

felt were important . Survey instruments were g iven to 

employers and teachers. She concluded that all knowledge 

taught in bookkeeping and/or accounting courses is not 

used on the job by entry-level high school graduates. 

There should be closer correlation between the job skills 

that a student learns on the job and those that a student 

learns prior to job employment . The importance of job­

related skills indicated by teachers seems to be borne 

out by the wide use of these skills by entry-level 

employees. She also concluded that the demand for 

bookkeeping and/or accounting entry-level employees is 

relatively small. She recommended that bookkeeping and/or 

accounting course content be evaluated in light of the 

needs of the business community. 
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Musselman study 

An interesting study by Musselman (1976) attempted 

to determine whether entry- level employee ' s scores on a 

standardized bookkeeping test correlated with super ­

visor's ratings of job performance. He concluded that 

there was no significant difference in the mean employer 

ratings of the workers who studied bookkeeping and/ or 

accounting and those who had not studied bookkeeping and/ 

or accounting. 

Reap study 

Reap (1 976 ) attempted to identify the discrepancy 

between work and training programs in the accounting area. 

She tried to identify job tasks that were being performed 

by beginning accounting and bookkeeping workers, what job 

tasks were included in the conventional high school 

accounting and/or bookkeeping program and to what extent 

do the conventional high school accounting and/or book ­

keeping curriculum include and prior tize these identified 

tasks . She made the assumption that the curriculum is 

determined by textbooks used in the class. Tasks were 

selected from the NOBELS (New Office and Business Educa­

tion Learning System) . Common high school textbooks were 

analyzed to compile a list of job tasks included in each 

text. The two lists of tasks were compared. She found 

that there was no significant relationship when statistical 

applications were applied to the two lists. 
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Of the 150 job tasks on the list representing real 

work only 36 of these could be found in the textbooks 

representing the high school curriculum. Only 66 percent 

of the textbook volume was specific to the extent that 

content could be identified as fitting into a generalized 

accounting category. She found that 52 percent of text­

book volume contained none of the job tasks taken from 

the list representing real work . 

Reap concluded that many of the tasks being presented 

in the high school textbooks had little relationship to 

what was being performed on the job. The job tasks of 

the beginning worker were more c oncerned with segments of 

the accounting cycle than with tasks requiring understanding 

of the whole cycle. Tasks in the books have little relation­

ship to what beginning workers are doing . 

Schroder study 

Schroder (1977), utilizing lists of bookkeeping and/or 

accounting competencies acquired from othe r studies, asked 

teachers to respond to whether the tasks should not be 

included in courses, just introduced, developed or taught 

to a proficiency level. The purpose of the study was to 

articulate between secondary and post-secondary levels. 

He found that there was a wide range of competency levels 

achieved by students completing one or two credits of book­

keeping and/ or accounting in high schools. He also found 

a wide variety of terminology used in referring to competen­

cies, tasks, steps, etc . 
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Task Analysis 

Since this study is involved with a method of task 

analysis, following is a brief compilation of reference s 

involving the process of task analysis. Riccobono and 

Cunningham in an introduction to their study said: 

Since the turn of the century, the rate of 
technological growth in the United States has 
been staggering. The impact of this technology 
has been felt by every segment of the population 
and has permeated every sphere of activity . Not 
the least affected by this technological advance 
is the field of occupational education. Today's 
educators are faced with the challenge of pre­
paring individuals for a world of work which is 
only vaguely defined and in a constant state of 
transition. Vocational and technical curricula 
designed for specific occupations do not provide 
the individual with the flexibility required in 
this situation, the ability to adapt to rapidly 
changing work demands. Furthermore, there is 
i ncreasing recognition of the need for occupa­
tionally related education which could not 
feasibly be geared to specific occupations. 
It seems apparent, therefore, that future occupa­
tional curricula must be based on a comprehensive 
taxonomy of work, rather than on ad hoc studies 
(and, sometimes impressions and oPinions) of 
specific jobs and occupations (Riccobono and 
Cunningham, 1971). 

In 1944, the War Manpower Commission, Division of 

Occupationa l Analysis provided the following definition 

of job analysis: 

It is the process of determining, by obser­
vation and study, and reporting pertinent infor ­
mation relating to the nature of a specific job. 
It is the determination of tasks which comprise 
the job and of the skills, knowledges, abilities, 
and responsibilities required of the worker for 
successful performance (War Manpower Commission, 
1944) . 
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Gagne developed a much more technical definition of 

task analysis in the introduction to a section on Task 

Description and Analysis: 

Once it is known what men will do in the 
system, it is evident that the system psychologist 
will be required to determine what human capa ­
bilities are necessary. He therefore undertakes 
task analysis. By this is meant that he makes 
inferences, based upon knowledge of the nature of 
human functioning, concerning what kinds of 
ability, skills , and knowledges are required in 
order for a human being to carry out the specified 
task. The result of task analysis provides the 
means for decisiDns about those individual qualities 
which can be selected, the kinds of performances 
which can be supported by job aids, and a firm 
basis for the design of individual and team training 
programs. In addition they provide immediate defini­
tions of the various human performances required and 
suggest the measures which will have to be applied 
to these performances in the assessment of human 
capabilities (Gagne, 1965, p. 186) . 

Miller in the same book gave the following definition 

of task analysis: 

Task analysis is a process whose results 
provide data about human functions, which in turn 
are used to determine the characteristics of job 
aids, training programs and the assessment of 
performances of the system and its components .... 
It is the systematic study of the behavioral re­
quirements of tasks (Miller, 1965, p. 187). 

A number of sources have delved into the nature of 

the job analysis process. The War Commission previously 

cited indicated that there are three parts to the analysis : 

Basically, there are but 3 parts to the 
analysis of any job: ( 1 ) the job must be com­
pletely and accurately identified; (2) the tasks 
of the job must be completely and accurately 
described; (3) the requirements the job makes 
upon the worker for successful performance must 
be indicated ... the second of these 3 parts is 



outstandingly important--the complete and 
accurate describing of the. job tasks. Without 
this the rest of the analysis lacks meaning 
(War Manpower Commission, 1944, p. l). 

Otis and Leukart indicated that job analysis in 

industry falls into two general classifications: 

The analysis of jobs in industry today 
falls into two general classifications: 
(l) job analysis to develop information for 
personnel operations, and (2) time and motion 
studies and methods analysis for engineering 
purposes (Otis and Leukart, 1949, p. 177). 

Lanham felt that certain basic decisions needed to 

be made when a job analysis was to be undertaken: 
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Job analysis is a time-consuming and difficult 
task. If it is to be expedited and carried out 
successfully, certain basic decisions and plans 
must be made in advance of the actual conduct of 
the job analysis. They may be classified into 
5 major divisions: 

l. The determination of the method to use 
in securing job facts. 

2 . The selection of the personnel respon­
sible for securing job facts . 

3. The selection of the personnel respon ­
sible for giving job facts. 

4. The determination of the type of infor­
mation to secure. 

5. The preparation of the personnel respon ­
sible for using job facts (Lanham, 1955, 
p. 124) . 

The Manpower Administration of the United States 

Department of Labor published a booklet called the 

"Handbook for Analyzing Jobs" in which it suggests that 

current and comprehensive information a bout jobs and 

worker requirements can be acquired for present and future 

programs concerned with the development and utilization of 

manpower needs and potential. The following is some of 



the pertinent information and techniques suggested in 

the manual: 

In the U. S . Training and Employment 
Service, job analysis involves a systematic 
study of the worker in terms of: 

*What the worker does in relation to 
data, people, and things (Worker 
Functions) 

*The methodologies and techniques 
employed (Work Fields) 

*The machines, tools, equipment, and 
work aids used (MTEWA) 

*The materials, products, subject 
matter or services which result 
(MPSMS) 

*The traits required of the worker 
(Worker Traits) (United States 
Department of Labor, 1972, p . l) 
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In modern usage, the word "job" has different 
meanings depending on how, when, or by whom it is 
used. Moreover, job is often used interchangeably 
with the words "position" and "task". To eliminate 
this confusion and to clarify terms, the U.S 
Training and Employment Service has developed the 
following definitions for use in job analysis: 

l. Element is the smallest step into 
which it is practicable to subdivide 
any work activity without analyzing 
separate motions, movements, and 
mental processes involved . 

2. Task is one or more elements and is 
one of the distinct activities that 
constitute logical and necessary 
steps in the performance of work by 
the worker. A task is created when­
ever human effort, physical or mental, 
is exerted to accomplish a specific 
purpose. 

3. Position is a collection of tasks con­
stituting the total work assignment of 
a single worker. There are as many 
positions as there are workers in the 
country . 



4 . Job is a group of positions which 
are identical with respect to their 
major or significant tasks and 
sufficiently alike to justify their 
being covered by a single analysis. 
There may be one or many persons 
employed in the same job (p . 3) 

The first step in a job analysis study is 
for the analyst to become familiar with the 
technologies of the jobs and characte r istics 
of the industry to be studied (p. 11). 

Whenever possible, arrangements should be 
made so that the following are available to the 
analyst prior to the actual analysis of jobs: 
(1) an orientation tour of the establishment; 
(2) introductions to department heads and super ­
visors with whom he will deal during the study; 
and (3) a list of establishment job titles, 
together with an indication of the number of 
men and women employed in each job (p. 12). 

Obtaining information by observation­
i nterview involves analyzing jobs by observing 
workers performing their jobs and interviewing 
workers, supervisors, and others who have infor­
mation pertinent to the job. It is the most 
desirable method for job analysis purposes 
because it (a) involves firsthand observation 
by the analyst; (b) enables the analyst to 
evaluate the interview data and to sift 
essential from nonessential facts in terms 
of that observation; and (c) permits the worker 
to demonstrate various functions of the job 
rather than describing the job orally or in 
writing. 

The analyst uses the observation-inter­
view method in two ways; (a) he observes the 
worker on the job performi ng a complete work 
cycle before asking any questions. During 
the observation he takes notes of all the 
job activities, including those he does not 
fully understand. When he is satisfied that 
he has accumulated as much information as he 
can from observation , he talks with the worker 
or supervisor or both, to supplement his notes. 
(b) he observes and interviews simultaneously. 
As he watches, he talks with the worker about 
what is being done, and asks questions about 
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what he is observinq, as well as conditions 
under which the job - is being performed. Here, 
too, the analyst should take notes in order 
that he may record all the data pertinent to 
the job and its environment (p . 59). 
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This type of analysis is probably the most authora-

tative of all approaches in existence at the present time . 

The Center for Vocational and Technical Education advocates 

using a task analysis approach for acquiring and using 

occupational information effectively in rev ising and 

designing curricula . In Research and Development Series 

#91, the Center presented procedures and forms for con-

structing task inv entories and analyzing occupational 

performances (Melching, 1973). The project staff, because 

of the kinds and quality of data collected, judged the 

task inventory approach to be more efficient and superior 

for collecting occupational performance data than conven-

tional task and job analysis techniques. The following is 

an overview of the methods advocated: 

A task inventory is a list of appropriate 
duty and task statements covering the tasks 
performed by workers in an occupational area. 
It may also contain identification and back­
ground information and may be used to collect 
occupational information from incumbent 
workers . 

Several advantages have been claimed for 
the task inventory analysis technique. Some 
of them are: 

1. The technique is economical. Data 
can be collected from hundreds of workers i n 
an occupational field for less than it would 
cost to collect data from a few cases using 
professional job analysis . 



2. The information collected is quanti­
fiable. The number of people performing any 
given task can be counted and their character­
istics described. 

3. Since the data collected by task 
inventory techniques are quan tifiable, they 
can be stored, manipulated, analyzed, and 
reported by computer. 

4. The results of the task i nventory can 
be validated and checked fo r stability using 
conventional statistical techniques. 

5. The technique yields information 
that is accurate. Workers do not inflate 
their job descriptions in terms of the number 
or d i fficulty levels of tasks reported. There 
is a high probability that significant tasks 
missing from the inventory will be written in 
by workers who perform them (p. 3 ) . 

Overview of the Task Inventory Analysis 
Procedure. The task inv entory analysis pro­
cedure uses conventional survey methods for 
constructing and val idating occupational 
analyses . This procedure is comprised of 
several distinct steps, the exact number 
depending on who prepared them and the extent 
of detail he believes important .... Developing 
and using a task inventory involves three main 
phases . These phases , along with some of the 
goals and activities of each, are: 

l. Construction of Initial Inventory of 
Tasks. Here the goal is to generate a compre­
hensiv e inventory of duties and tasks for a given 
occupational area, using variou s standard sources 
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of information. With the aid of experts, statements 
are refined and g r ouped and made ready for adminis ­
tration to job incumbents. 

2. Acquisition of Information about Each 
Task. In thls phase, the lnventory of tasks LS 
submitted in questionnaire form to a large group 
of job incumbents. After each incumbent provides 
certain background information about himself, he 
checks each task in the inventory that he actually 
perfo rms. Following this, he indicates the rela­
tive amount of time he spends performing this task 
compared with other tasks that he doe s on his job. 



On occasion, incumbents may be asked to 
provide other information about the tasks 
that they perform. 

3. Analysis of Task Data. Once 
questionnaires are returned and checked for 
completeness, responses are tabulated and 
summary statistics derived . The results can 
than be used to guide the development or 
revision of training programs (p . 4). 

The Oregon Board of Education utilized a form of 

task analysis to identify specific tasks and employer 

expectations which should be given emphasis in high 

school bookkeeping and/or accounting programs (Oregon 

Board of Education, 1973, p. 1). Lists of accounting 

tasks were compiled and matched against job descrip-

tions of accounting positions listed in the Dictionary 

of Occupational Titles . From the clusters of tasks 

for each of the positions, instructional programs were 

developed to train students for these jobs . 

Task analysis was utilized in the development of 

77 

a course of study for secondary level bookkeeping and/ or 

accounting courses. The procedure utilized was to 

identify terminal competencies or tasks required of 

bookkeeping and/ or accounting workers , develop performance 

conditions and criteria, organize and implement instruction 

and then evaluate the results of the instruction (Brower, 

1978, p. 8) 0 
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s ·ummary 

From the wide array of results in studies reported, 

it is evident that there is a great : deal of divergent 

opinion concernin0 course objectives and skills needed 

to perform on the job in some phase of bookkeeping and/or 

accounting. Of particular concern is the conclusion in 

a number of studies (Ernst, Shook, Spanswick, Stelter, 

Buckley and West) that forl'l.al preparation in bookkeeping 

and/or accounting was helpful but not necessary for 

successful performance in business. 

Another recurring conclusion (Stoner, Nicks, Young, 

Schench, Thorstad, Stelter, Amelio, Luxner, Buckley, 

Calvert, NOBELS and !vest) ~o;as that many of the best 

opportunities for high school graduates involving 

bookkeeping and/or accounting tasks were in jobs involving 

the clerical aspects of bookkeeping and/or accounting. 

Pure bookkeeping jobs were hard to secure coming directly 

from high school unless the graduate had work experience. 

From the research cited, some form of task analysis 

appears to be the most authoratative approach to curriculum 

development. Since the bookkeeping and/or accounting 

function transcends many job classifications, a broad 

function task analysis was undertaken in this study. 
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CHAPTER III 

METHODS AND PROCEDURES 

The methods and procedures used in the collection of 

the data for this study are described in this chapter. 

Formulation of the survey instrument, identification of 

the respondents, collection of the data and the procedures 

used in the processing of the data will be discussed. 

Formulation of the Survey Instrument 

Type of instrument 

The purpose of this study "ras to compare bookkeeping 

and/or accounting tasks being performed by entry-level 

workers with tasks being taught in Utah secondary schools . 

A questionnaire listing bookkeeping and/or accounting 

tasks was chosen as the best instrument to use in this 

study. 

Erickson and Oliverio list the following criteria 

for the fact -finding and opinion-attitude survey 

instrument. 

The fact-finding survey instrument requires that: 

1. The information sought is objective. 

2. The possible ans•1ers to the questions 
are generally already known to the 
investigator. 



that: 

3. The primary purpose of the fact-finding 
instrument is to determine the pre­
vailing situation. 

4. The questions should ask for information 
in the manner in which it is generally 
maintained. 

5. The need to state questions precisely 
is of primary importance. 

The opinion-attitude survey instrument requires 

1. The instrument must be developed on 
the assumption that the respondents have 
in some fashion developed an opinion or 
attitude toward the topic under study. 

2. The items must be sensitively developed 
to elicit an accurate opinion or 
attitude of the respondent. 

3. Respondents must have complete freedom 
to answer truthfully. 

4. The i ·tems must be organized in a 
psychologically appealing order 
(Erickson and Oliverio, 1964, pp. 27-28) 

These criteria were used in the construction of 

the questionnaire for this study. 

A list of functions and tasks 

A list of bookkeeping and/or accounting tasks was 

created from current bookkeeping and/or accounting text-

books being used in the high school curriculum and lists 

of tasks developed in current research efforts. A task 

was defined as a unit of worker activity that is 

intermediate in specificity between a function and a 

procedural work step or action (Melching and Borcher, 
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1973, p. 3). A preliminary listing of tasks was 

developed and revised. 

A six member panel of experts was chosen to review 
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the list of tasks for completeness. Three of the members 

were teachers of bookkeeping and/or accounting who were 

currently teaching in Utah secondary schools. The other 

three members were accountants currently practicing in 

Utah. This panel of experts was asked to check those 

tasks that they felt should be taught in high school 

bookkeeping and/or accounting clas s es and those tasks 

that would be performed by an entry-level bookkeeping 

and/or accounting employee. 

Any task checked by any of the six ~embers of the 

panel was included in the preparation of the final list 

of tasks. Panel members were also asked to add any tasks 

they felt were important but viere not on the list. Those 

additional tasks were added to the final list. This list 

of tasks was used to create the questionnaire that was 

to be distributed to teachers and employees . 

The design of the questionnaire 

The questionnaire used in this study required three 

res?onses for each task l i sted. Frequency was defined 

as how often this task was performed on the job. Per ­

formance was defined as the manner in which the employee 

performed his job. Was it performed with limited super­

vision or was the employee supervising others in performing 



the task. Importance was defined as how important the 

knowledge of the task was for an entry- level employee. 
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The same questionnaire was sent to teachers of 

bookkeeping and/ or accounting and to entry- level bookkeeping 

and/or accounting workers in selected businesses . When 

the teachers responded to frequency and performance for 

each task, they were asked to do so using their best 

judgment as to entry- level employment opportunities . 

Entry-level bookkeeping and/or accounting workers were 

asked to respond to frequency and performance using facts 

relating to their position. When teachers and ':lorkers 

responded to importance they were basing the answers on 

opinion. Samples of the questionnaire are shown in 

Appendix A and B. 

Pilot studv 

Before the final copy of the questionnaire was 

adopted, a pilot study was undertaken. Teachers and 

entry-level workers were asked to complete the questionnaire 

and asked to offer criticism and suggestions on the 

structure of the questionnaire. Their suggestions and 

criticisms were considered in the final design of the 

quest i onnaire. 

Identifying the Respondents 

Teachers of bookkeeping and/or accounting in Utah 

public secondary schools and entry-level bookkeeping 



and/or accounting workers in Utah businesses were the 

individuals surveyed for this study . 

Teachers 
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Reports generated by the Utah Vocational Information 

System were used in creating a list of all bookkeeping 

and / or accounting teachers in the public secondary schools 

of Utah. The State Specialist for Bus i ness and Office 

Occupations provided additional information to verify the 

accuracy of the list. A list of teacher 's names was 

compiled representing approximately 87 public high schools 

in the State of Utah. Questionnaires were sent to every 

teacher on the list . 

Entry-level employees 

A stratified random sample was taken of Utah 

businesses. A sample of 24 businesses located in the 

Wasatch front area of the State of Utah (Utah, Salt Lake, 

Davis, Weber, and Tooele counties) was taken. The 

businesses were stratified by Standard Industrial Class ­

ification and size according to number of employees. The 

size categories based upon number of employees were : 

1 - 19, 20-99 and over 100 employees . Size was considered 

an important factor in comparing teachers responses with 

em?loyees responses . To insure broad coverage of al l 

types of businesses , the generali zed Standard Industrial 

Classifications were used: manufacturing; mining; contract 
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construction; transportation, communication s and utilities; 

wholesale and retail trade; finance, insurance and real 

estate; service and miscellaneous; and government. This 

stratification was used to provide diversity in the types 

of businesses in the survey but was not used in statistical 

comparisons. 

The sample was randomly selected by the Utah Depart­

ment of Employment Security and included a business in 

each Standard Industrial Classification and each size 

groupinq. Three businesses were actually selected in 

each category in case a business chose not to participate 

in the study or other complications arose. 

Collection of Data 

Teachers 

Questionnaires and cover letters were mailed to the 

100 teachers in early January . Each teacher was requested to 

complete the questionnaire if they were teaching bookkeeping 

and/or accounting classes in that school year. The teachers 

who were not teaching bookkeeping and/or accounting that 

year were requested to give the questionnaire to the 

teacher who was or, to return the questionnaire. Follow-

up letters were ma iled in February. Additional telephone 

contacts were made to determi ne reasons for questionnaires 

not being returned. 
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Of the 100 questionnaires mailed, 77 were returned. 

Of these 48 were usable, 7 were partially completed and 

22 indicated they were not teaching bookkeeping and/or 

accounting. No responses were receiv ed from 23 teachers. 

Attempts to contact them by telephone were unsuccessful in 

receiving completed questionnaires from them . The most 

common comment was that they just did not have the time 

to complete the questionnaire. 

Entry- level employees 

Bookkeeping and/ or accounting supervisors were 

contacted and interviewed in each of the businesses. Entry­

level employees performing bookkeeping and/or accounting 

tasks were identified and questionnaires were distributed 

to them . An entry- level position was defined as a position 

that required less than a two-year post-secondary training 

program but did require some high school training to qualify 

as an applicant . The researcher was available for questions 

as the employees completed the questionnaire. In firms 

where more than one employee was performing entry-level 

bookkeeping and/ or accounting functions, a summary question­

naire was created from data supplied by the separate 

questionnaires to show a profile of the business as a 

whole. All 24 businesses were contacted and usable 

questionnaires were secured from all businesses. 
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The Analysis of Data 

Processing the data 

The computer facilities at Utah State University , 

Weber State College and Utah Technical College at Provo 

were utilized in the analysis of the data. 

The results of the questionnaires were punched on 

computer cards. Some of the programs to analyze the data 

were written for this study. The mean score and standard 

deviation of each question were obtained. Computer programs 

from the Statistical Package for the Social Sciences were 

used to treat the data (Nie, Hull, Jenkins, Steinbrenner 

and Bent, 1975). A two- 1vay anal y sis of var iance was used 

in analyzing the data. 

An analysis of variance with total employees responses 

and teachers responses for frequency, performance and 

importance for each task was calculated. An analysis of 

variance with employees of small, medium and large businesses 

and teachers for frequency, performance and importance for 

each task was calculated. A factor i al design was used in 

this study . Hughes and Grawoig describe the factorial 

design: 

Factorial designs permit the analyst 
to evaluate the effect o f two or more 
factors vlhen they are used simultaneously 
and thereby obtain more complete infor ­
mation than could be obtained from a series 
of sing le-factor e xperiments. No t only 
does the design permit the analyst to in­
ve stigate the effects of each factor, but 



it also facilitates the study of effects 
attributable to various combinations of 
the factors (Hughes and Grawoig, 1971, 
p. 290). 

When there is a significant result from the F test, 

there must be at least one case where the actual mean 

difference is greater than the calculated least signi -

ficant difference. 
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When significance was found in either the main effects 

or the two- way interactions for any task , further analysis 

of variance tests were performed. One-way analysis of 

variance tests were performed on employee- teachers for 

frequency, employee-teachers for performance and employee-

teachers for importance . Separate one - way analysis of 

variance tests were performed for small business employee s -

teachers for frequency, performance and importance; medium 

business employees - teachers for frequency, performance and 

importance; and large business employees - teachers for 

frequency, performance and importance. 

Tasks were ranked by mean from high to low for all 

businesses and matched with means of teachers responses. 

Tasks were also ranked by mean from hi~h to low for 

teachers and matched with means of all business responses . 

Tasks were ranked by mean from high to low for teachers 

and matched vTith means from employees of small, medium 

and large businesses. 



Suinmary 

Lists of bookkeeping and/or accounting tasks were 

developed as the basis for the design of a questionnaire 

requesting information from entry- level employees in 

selected businesses and bookkeeping and/or accounting 

teachers in Utah public secondary schools. Mailings 

and followup procedures yielded 48 usable questionnaires 

from teachers. A random sample of 24 Utah businesses 

stratified according to size and Standard Industrial 

Classification yielded 24 company profiles . The final 

statistical tests used for analyzing the findings were 

mean, standard deviation, one - way analysis of variance 

and two- way analysis of variance. 

The findings of the study will be presented in 

Chapter IV. The summary of the findings, conclusions 

and recommendations will be presented in Chapter V. 
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CHAPTER IV 

FINDINGS 

Introduction 

The data for this chapter were obtained from 

que stionnaires sent to bookkeeping and/or accounting 

teachers in Utah public secondary schools and questionnaires 

c::iven to entry-level bookkeeping and/or accounting workers 

in selected Utah businesses. 

Of the 100 questionnaires mailed to teachers, 77 were 

returned. Of these, 48 were usable, 7 were partially 

completed and 22 respondents indicated they were not 

teaching bookkeeping and/ or accounting. 

A stratified random sample was taken of Utah businesses 

located in the \'lasatch front area. A sample of 24 busi­

nesse s stratified by Standard Industrial Classification 

and size according to number of employees was taken from 

the records of the Utah Department of Employment Secur ity. 

Size categories were utilized in the statistical treatment 

but Standard Industrial Classification was not. This 

stratification was ut i lizec to provide diversity in the 

types of businesses in the survey. Entry-level bookkeeping 

and/or accounting workers in these businesses were asked 
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to complete questionnaires and from these questionnaires 

a profile of the business as a whole was secured. Profiles 

on all 24 businesses were secured and utilized in the 

statistical treatment. 

The purpose of the que s tionnaire was to gather data 

for comparing facts and opinions from teachers and entry­

level employees . The questionnaire contained 132 book­

keeping and/or accounting tasks which the teachers and 

entry- level workers were to rate according to frequency, 

performance and importance. 

For the purpose of reporting the findings, this 

chapter will be divided into two sections: the analysis 

of variance and descriptive question analysis. 

Analysis of Variance 

For each task listed on the questionnaire the following 

null hypotheses were tested: 

1. There will be no significant difference between 

opinions of teachers and entry-level employees on each 

individual task when considering frequency, performance 

and importance. 

2 . ~here will be no significant difference between 

opinions of teachers and entry-level employees on each 

individual task when considering frequency, performance 

and importance by size of business. 
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Hypothesis 1: There will be no significant difference 

between the opinions of teachers and entry-level employees 

when considering freauency, performance and importance. 

A two-way analysis of variance was performed on each 

task listed. A list of tasks where the researcher failed 

to reject the null hypothesis at the .05 level of confidence 

is shown in Table l. There was no significant difference 

between the opinions of teachers and entry-level employees 

when considering frequency, performance and importance on 

these tasks. Teachers and entry- level employees did not 

disagree on tasks involved with payroll activities, data 

processing activities and tasks involved with initiation 

and preparation of data for further processing. The tasks 

listed in Table l show no significance at the . 05 level 

in both main effects and 2-way interactions. 

A sample of the results of the analysis of variance 

tests performed for each of the tasks reported in Tables 

l and 2 is shown below for Item l: 

Degrees Mean F 
Source of Variation of Freedom Squares Ratio 

Main Effects: 3 15.424 10.305* 
Business - Teachers l 42.188 28.187* 
Frequency,Performance 

Importance 2 2 . 042 l. 364 

2-tiay interactions 
BT - FPI 2 2.687 l. 7 96 

Explained 5 10.329 6.901 

Residual 210 l. 497 

Total 215 1.702 



In all cases in ~ables l and 2, there were 24 

businesses and 48 teachers responses for frequency, 

performance and importance. The asterisk indicates that 

the F-Ratio was significant at the .05 level. 
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Table 1. Two-way analysis of variance on the opinions of teachers and entry-level 
employees on frequency , performance and importance--tasks with no significance 
at the .05 level. 

Task BTl FPI 2 In teractions 
Number Task Description F Ratio F Ra tio F Ratio 

15 Payroll ledgers maintained 1.133 2.713 0.685 
19 Initiate or prepare journal entries in 

orig inal set of books 2 . 371 1. 723 0.250 
20 Initiate or prepare data for electronic 

equipment 0.987 1.093 1.104 
26 Initiate or prepare data for correcting 3 .55 5 0.602 0.183 
72 Handle time cards 0.644 0.989 0.374 
73 Figure payroll 0 . 675 l. 562 0.189 
84 Payroll taxes -- Federal withho lding 3.141 2. 573 0.683 
85 Payroll taxes -- State withholding 2.87 1 2.842 0 . 630 

1 24 Operate check protector l. 003 l. 236 0.342 
126 Prepare input for automated processing 3.2 0 5 0.959 0.725 
127 Utili ze printed output 1. 129 0.646 0.660 

lBusiness and Teachers 
2frequency, ~erformance and Importance 

\0 
w 



A list of tasks where the null hypothesis was 

rejected at the .05 level of confidence fo r the main 

effects and/or 2-way interactions is shown in Table 2 . 

There was a significant d ifference between the opinions 

of teachers and entry-level employees when considering 

frequency, performance and importance on these tasks. 

For each of the tasks in Table 2 that show significance 

94 

for teachers and employees and/or for frequency , performance 

and importance, further analysis of variance tests were 

completed to determine lvhich factors 1o1ere responsible for 

the significance. Separate tests were performed for 

frequency (Table 3), performance (Table 4) and importance 

(Table 5). 



Table 2 . Two-way analysis of variance on the opinions of teac hers a nd entry-level 
employee s on frequency , performance a nd importance--significance a t .05 
l e vel indicated by * 

Task 
Number Tas k Description 

Journals /.taintained 

1 Genera l 
2 Cash receipts 
3 Cash payments 
4 Check register 
5 Combined cas h 
6 Sales 
7 Sales returns a nd allowances 
8 Purchases 
9 Purc ha s e returns a nd a llowances 

10 Voucher register 
11 Petty cash -register 

Ledgers Mainta i ned 

1 2 General 
13 Accounts rece ivab l e 
14 Notes r ece i va ble 
16 Accounts or vouc hers payable 
17 Plant (fixed assets) 
18 Materials and stores ledgers 

BTl FPI 2 Interactions 
F Ratio F Ra tio F Ratio 

28.187* 1. 364 1. 796 
12.875* 3 .176* 0.761 
33.686* 1.625* 1.540 
25.671* 1.625 0.973 
95.660* 2 . 442 1.1 76 
29.285* 3 .11 3* 1. 093 
27.106* 0.899 1. 296 
86 . 651* 2 .1 34 1. 637 
66.993* 0 . 96 0 1. 695 
63.104* 1. 661 0.040* 

143.140* 2 . 216 1. 568 

41.844* 0.860 1.099 
24.07 2* 1. 38 0 0.815 
27.993* 0.141 0.0 31 
21. 884* 1. 025 1. 548 
11. 283 * 2 .057 0.026 
37.701* 0.239 0. 548 

"' U1 



Table 2 continued. 

Tasl~ 

Number 

21 
22 
23 
24 
25 
27 
28 
29 
30 
31 

32 
33 
34 
35 
36 
37 
38 

Task Description 

Initiate or Prepare 

Adjusting entries 
Closing entries 
Entries to adjust inventory ledger cards 
Entries for purchase of materials 
Entries for issuance of materials 
Expense accounts 
Bank deposits 
Withholding tax calculations 
Entries for depreciation 
Entries for bad debts 

Record (post) 

Entries in ledgers from journa ls 
Adjusting entries 
Closing entries 
Purchase of materials 
Issuance of materials 
Opening a set of books 
Data in ledgers from special journal 

BT FPI Interactions 
F Ratio F Ratio F Ratio 

3 . 963* 2.095 0.187 
30.506* 3.386* 0.010 
47.826* 2.985 0.946 
19 . 998* 0.940 0.053 
70.537* 0.662 2.094 
57.095* 0.153 0.969 

0.437 5 . 679* 0 . 776 
0 . 120 3.102* 0.004 

28.010* 4.743* 0.072 
28.098* 2. 722 0 . 059 

110.446* 0 . 752 0. 208 
24.641* 2.844 0 . 683 
36 . 985* 4.385* 0.390 
92.133* 0.552 0.471 

109.652* 0.850 1. 275 
32.420* 11.548* l. 426 
98.399* 0.629 0.054 

~ 
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Table 2 continued 

Task BT FPI Interactions 
Number Task Description F Ratio F Ratio F Ratio 

IJ!aintain, Analyze or Do 

39 Payroll tax records 0 . 695 5 . 606* 0.013 
40 Sales tax records 41.009* 3 . 165* 0.199 
41 Perpetual inventories 97 . 300* 0.2 1 9 2.486 
42 Add {foot) and balance ledger accounts 48.119* 1.543 0.393 
43 Add {foot) , balance and total columns in 

special journals 44.313* 2 . 392 0.646 
44 Rule and balance accounts 46 . 204* 2 . 573 0.110 
45 Verify balances of control account with 

subsidiary ledger 42 . 636* 2.975 0.227 
46 Discount notes 57 . 760* 0 . 435 0.286 
47 Work with promissory notes 36 . 031* 0.510 0 . 326 
48 Checking account 41. 805* 2.111 0.384 
49 Petty cash records 67.329* l. 319 0.836 

Working Papers Used 

50 Trial balance 97.514* 5.589* 0 . 865 
51 Post-closing trial balance 112.605* 8 . 709* 0 . 583 
52 Worksheet 59.387* 6.729* 0 . 501 

Prepare Computations For 

53 Straight-line depreciation 27.559* 6.825* 0.146 
54 Units of production depreciation 39 . 384* 6.490* 0.178 

'"' .... 



'l'able 2 continued 

Task BT FPI Interactions 
Number Task Description F Ratio F Ratio F Ratio 

55 Sum-of-the-years-digits depreciation 26 . 5 48* 7.925* 0.084 
56 Declining balance depreciation 20 . 830* 5 . 623* 0.077 
57 Depletion 41. 575* 3.515* 0.139 
58 Uncollectable accounts 12.029* l. 131 0.207 
59 Inventory amount on hand 88.992* 3.423* 0.284 
60 Inventory physical count 70.081* 7.664* 0.611 
61 Perpetua l inventory 95.101* 0. 8 87 0.3 35 
62 FIFO inventory 34.843* 2 .398 0.328 
63 LIFO inventory 42.244* 2.32 6 0.488 
64 Weighted average inventory 29.22R* 2 . 253 0.330 
65 Spec ific inventory 26 . 622* l. 900 0 . 292 
66 Interest receivable 35 . 510* l. 298 0.26 3 
67 Interest payable 47.186* 1.852 0.041 
68 Markup 100.023* 0.584 0 . 905 
69 Markdown 116.041* 0.907 0 . 941 
70 Trade discounts 66.154* 0.841 0. 911 
71 Cash discount 62.454* 0.535 0.7 77 
74 Overtime 9.337* 1.575 0.124 
75 Shift premiums 20.488* l. 557 0.382 
76 Vacation and holiday pay 5.223* 1.976 0.083 
77 Bonuses 14 . 797* 2 .982 0.073 
78 Pension and annuity payments 14.912* 1.111 0.059 
79 Group life insurance premiums 5.647* 1.391 0.068 
80 Med ical a nd hospitalization plan premiums 5 . 006* l. 090 0.053 

"' co 



Table 2 continued 

Task 
Number Task Description 

Payro ll Taxes: 
81 FICA 
82 State unemployment 
83 Federal unemployment 
86 Workmen's compensation 

Statements: 
87 Balance sheet 
88 Income statement 
89 Capital statement 
90 Retained earnings statement 
91 Statement of c hanges in financial position 
92 Cash flow statement 

Tax Reports: 
93 Employee withholding 
94 FICA 
95 Federal unemployment compensation 
96 State unemployment compensat i on 
97 State s a les and use tax 
98 Schedule o f accounts receivable 
99 Schedule of accounts payable 

100 
101 

Financial S tatement Anal ys is 

Ratios and Percentages: 
Curre nt ratio 
Acid test ratio 

BT 
F Ratio 

l. 506 
0 . 636 
l. 59 3 
l. 875 

76.997* 
58. 612* 
85.085* 
70. 813* 
43 . 087* 
29.759* 

10.643* 
11.064* 
1 3 . 500* 
12.101* 
15.809* 
17.353* 
24 . 678* 

14.231* 
24 . 60 3 * 

FPI 
F Ratio 

3 . 342 * 
5 .098* 
6 . 165* 
6 . 102* 

9.100* 
9.404* 
8 . 379* 
6.308* 
6.259* 
2 . 988 

9 . 519* 
10 . 479* 
1 2 .192* 
u . 199* 
11.867* 

3 . 729* 
3. 148* 

0.751 
l. 590 

Interactions 
F Ratio 

l. 099 
1.323 
l. 388 
l. 489 

0 . 264 
0.106 
0.16 3 
0.085 
0.037 
0.083 

0.1 20 
0.150 
0. 211 
0.167 
0. 4 07 
0.621 
0 . 600 

0.003 
0.07 3 

"' '"" 



Table 2 continued 

Task 
Number 

102 
103 
104 
105 
106 
107 
108 
109 
110 
111 
112 
113 
114 

115 
116 
117 
118 

119 
120 
121 
122 
123 
125 

Task Description 

Percentage of increase or decrease 
Trend percentages 
Common size statements 
Turnover of accounts receivable 
Days sales uncollected 
Turnover of merchandise inventory 
Capital contributions of owners and creditors 
Pledged plant assets to long-term liabilities 
Times fixed interest charges were earned 
Rate of return on total assets employed 
Rate of return on common stockholder ' s equity 
Earnings per share of corrunon stock 
Price earnings ratio 

Comparative Analysis: 
Balance Sheet 
Income statement 

Analysis of accounts receivable 
Dividends per share 

Operate 

Ten- key adding machine 
Calculator 
Dictating equipment 
Telephone equipment 
Cash register 
Bookkeeping machine 

BT 
F Ratio 

9.719* 
18 . 489* 
16 , 932* 
37.264* 
32.006* 
29.319* 
29 . 860* 
31.162* 
34.282* 
29.787* 
29 . 661* 
26,192* 
23.864* 

17 . 461* 
17.461* 
27 . 336* 
41. 660* 

2.596 
0.183 

21. 321* 
16.720* 
91. 272* 

104 . 632* 

FPI 
F Ratio 

0.612 
0.893 
o. 725 
0.274 
0.032 
0.619 
l. 313 
l. 353 
l. 521 
l. 865 
l. 288 
0 . 951 
0. 611 

3 . 883* 
3.883* 
4.202* 
3.663* 

8.434* 
10.258* 

0.294 
5 . 828* 
2.146 
l. 092 

Interactions 
F Ratio 

0.002 
0.146 
0.069 
0.129 
0.206 
0.102 
0.194 
0 . 240 
0.353 
0.331 
0.195 
0.039 
0 . 011 

0.079 
0.079 
0.065 
0 . 425 

1.316 
0.604 
l. 607 
0 . 319 
1 . 955 
2.833 ..... 

0 
0 



Table 2 continued 

Task 
Number Task Descriptio n 

Perform Data Processing Activities 

128 Operate computer 
129 Write programs 
130 Initiate and prepare flowcharts 
131 Use pegboard system 
132 Operate a terminal to a computer system 

lBusiness and Teachers 
2~requency , ~erformance and Importance 

BT FPI Interactions 
F Ratio F Ratio F Ratio 

12.970* 0 . 615 0.596 
9.855* 0.450 0.123 

16 . 416* l. 03 1 0.018 
49.583* 0.707 0.223 

4 . 397* 0.624 0.672 

.... 
0 .... 
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Teachers-employees and fr·equency 

The results of one-way analysis of variance tests 

for teachers-employees and frequency for each task are 

shown in Table 3. With the exception of one task, 

operating the telephone, teachers rated the tasks higher 

than entry-level employees. In the categories of 

journals maintained; ledgers maintained; initiate and 

prepare; record(post); maintain, analyze or do; working 

papers used ; depreciation ; inventory; business mathematics 

calculations; payroll; statements; financ ial statement 

analysis, operate equipment and perform data processing 

activities, there was a significant difference between 

the opinions of teachers and entry- level employees when 

considering frequency. 

A sample of the results of the one- way analysis of 

variance tests performed for each of the tasks reported 

on in Tables 3 , 4 and 5 is shown below for Item 1 for 

frequency: 

Degree s Mean F 
Source of Variation of Freedom Squares Ratio 

Between Groups 1 27.5625 17.236 * 

Within Groups 70 1 . 5991 

Total 71 

In all cases in Tables 3 , 4 and 5 there were 24 

businesses and 48 teachers responses . The asterisk indicates 

that the F-ratio was significant at the .OS level . 



Table 3. One -way analysis of variance on opin i ons of teachers and entry-level 
employees on frequency--signif i cance at .05 level indicated by * 

Means Task 
Number Task Description 

Mean Squares 
Between Within F Ratio Employees Teachers 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 

12 
13 
14 
16 
17 
18 

21 
22 

Journals Maintained 

General 
Cash receipts 
Cash payments 
Check register 
Combined cash 
Sale s 
Sales returns and allowances 
Purchases 
Purchase returns and allowances 
Voucher register 
Petty cash register 

Ledgers Maintained 

General 
Accounts receivable 
Notes receivable 
Accounts or vouchers payable 
Plant (fixed assets) 
Materials and stores ledgers 

Initiate and prepare 

Adjusting entries 
Closing entries 

27.5625 
12.2500 
36.0000 
22.5625 
73.6736 
30.2500 
31.1736 
65.3403 
56.2500 
57.5069 
87 .1 111 

30.25 00 
11.6736 
16.0000 
25.8403 

5.8403 
28.4444 

1 . 5991 
2.1107 
1.9125 
2 .4 134 
1.8664 
1.8946 
l. 9158 
1 . 5807 
l. 608 9 
l. 8 2 59 
l. 4690 

l. 2 2 50 
1.3045 
l. 54 29 
1.5164 
1.0182 
l. 5357 

l. 0000 l. 5786 
17 . 3611 0.9702 

17.236* 
5 . 804* 

18.824* 
9 . 349* 

39.474* 
15.966* 
16. 272 * 
41. 337* 
34 . 961* 
31.495* 
59.298* 

24.694* 
8.949* 

10 . 37 0* 
17.041* 

5.735* 
18.522* 

0.633 
17.894* 

2.5417 
3.4167 
2 . 7917 
2.6250 
l. 9167 
2.7083 
1.87 50 
l. 916 7 
1.3750 
1.5833 
l. 4167 

2 . 5833 
3. 416 7 
2 . 0000 
2 . 6667 
1 .7083 
1.58 33 

2.2500 
l. 5000 

3 .854 2 
4 . 2917 
4.2917 
3 .812 5 
4.0625 
4.0833 
3 . 27 08 
3.9375 
3.2500 
3. 4792 
3 .7500 

3 .958 3 
4. 2708 
3.0000 
3 .9375 
2.3125 
2 . 91 67 

2 . 5000 
2 . 5417 

>--" 
0 
w 



Table 3 continued . 

Task Hean Squares Means 
Number Task Description Between Within F Ratio Employees •reachers 

23 Entries to adjust inventory 
ledger cards 20.2500 0 . 5893 34.364* 1.1667 2 . 2917 

24 Entries for purchase of 
materials 14.0625 2.0277 6 . 935* 2.3750 3 . 3130 

25 Entries for issuance of 
materials 62 . 6736 1.6182 38.732* 1.2083 3.1875 

27 Expense accounts 44 . 4444 1.4268 31.150* l. 7917 3 . 4583 
28 Bank deposits 0.5625 l. 14 7 3 0 . 490 4.1667 4.3542 
29 Withholding tax calculations 0.1111 1 . 3744 0 . 081 3 . 0417 3. 1250 
30 Entries for depreciatio n 10.0178 0 . 6042 16 , 598* 1 . 3750 2.1667 
31 Entries for bad debts 12.2500 0.7679 15 . 953* l. 416 7 2.2917 

Record (post) 

32 Entries in ledgers from journals 53 . 7778 1. 257 1 42.778* 2.3333 4. 1 667 
33 Adjusting entries 5 . 0625 0. 9777 5 . 178* 2 . 0417 2.6042 
34 Closing entries 10 . 5625 1.0205 10.350* 1.7917 2.6042 
35 Purchase of materials 52.5625 l. 3920 37 . 761* 1.6250 3 .4375 
36 Issuance of mater ials 73.6736 1. 394 9 52.815* 1.1667 3.3125 
37 Ope ning a set of books 5 . 4444 0.779 2 6.988* 1 . 1250 1. 708 3 
38 Data in ledgers from special 

journal 47.8403 1.3348 35 . 840* l. 5417 3 . 2708 

Maintain , Analyze or Do 

39 Payroll tax records 0 . 2500 1.3210 0 . 221 3.0000 3.1250 
40 Sales tax records 14 . 6944 1. 3851 10.609* 2 . 0417 3 . 0000 

0 ... 



Table 3 continued. 

Task Hean Squa r es Means 
Number Task DescripU on Between Within F Ratio Employee s Teachers 

41 Perpetual inventories 68.0625 1.3 348 50.990* 1. 2083 3 . 27 08 
42 Add (foot ) a nd ba l ance ledger 

accounts 19 .50 69 l. 554 5 1 2.54 9* 2 .1 667 3 .2708 
4 3 Add (foot), b a lance a nd t otal 

co lumns in special journal s 14 .0 625 1.1991 11.727* 2 . 2083 3. 145 8 
44 Rule and balance accounts 21.0069 1.1 854 17.721* 1.7500 2.8958 
45 Verify balances of control 

account with subsidiary 
ledger 15.3403 0 .933 0 16.441* 2. 1667 3.1458 

46 Disco unt notes 35. 0059 l. 1378 30.767* 1 . 0833 2.5625 
47 Work with promissory notes 22 .5625 1.01 3 4 22.264* 1.2917 2 .479 2 
48 Checking account 27 .5625 1.634 8 16 .8 60* 3.1250 4.4375 
49 Petty cash records 47.8403 1.7 324 27 .6 1 4* 2.4583 4.1875 

Working Papers Us ed 

50 Tria l b a l a nce 32. llll 0.79 76 40. 25 9* 1.5833 3 .0000 
51 Post- closing tria l b a l a nce 35. 0069 0.5 52 1 63. 409* 1.3 333 2 . 81 25 
52 Worksheet 21.7778 0.8571 25.407 * 1.6667 2 . 8333 

Prepare Com~utations f or 

53 Straight line depreciation 8.5 069 0.6872 1 2.37 9* 1 .3750 2.1042 
54 Units of production depreciation 1 0.02 78 0.4804 20 . 876* l. 0417 1.8333 
55 Sum- of - t he-years dig its 

deprec i ation 8. 027 8 0.4 536 17.699* 1.08 33 1 . 7917 
I-" 
0 
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Table 3 continued . 

Tasl~ Mean Squares Means 
Number Task Des c ription Between 1-li thin F Ratio Employees Teachers 

56 Declining balance depreciation 5.8403 0.5920 9.866* 1.2917 l. 8958 
57 Depletion 10.0278 0 . 4232 23.694* 1.0417 1.8333 
58 Uncollectible accounts 9 . 5069 1.1848 8 . 024* 1.7083 2.4792 
59 Inventory amount on ha nd 25.0000 0 . 8411 29.724* 1.2917 2 . 5417 
60 Inventory physical count 17.3611 0.5946 29.196* 1.2917 2.3333 
61 Perpetual inventory 39.0625 1.0705 36.489* 1.1250 2.6875 
62 FIFO inventory 10.0278 0.5012 20.008* l.. 08 3 3 l. 8750 
63 LIFO inve ntory 11.1111 0.3810 29 . 167* l. 0000 1.8333 
64 Weighted average inve ntory 8.5069 0.4449 19.119* l. 0833 1.8125 
65 Specific inventory 8.5069 0 . 4449 19.119* 1.0833 1.8125 
66 Interest receivable 16.0000 0.7696 20 . 789* l. 4 58 3 2.4583 
67 Interest payable 19.5069 0 .7 973 24.466* l. 416 7 2.5208 
68 Markup 58.7778 1.3310 44.16 2 * l. 2500 3 . 1667 
69 Markdown 61.3611 1.2940 47.418* 1.1667 3 . 1250 
70 Trade discounts 51.3611 1.9327 26.574* l. 6 2 50 3 . 4167 
71 Cash discount 49 . 0000 1.8929 25.887* 1.7500 3.5000 
74 Overtime 5.8403 1.4259 4.096* 2.9167 3.5208 
75 Shift premium 18.7778 1.63 33 11 . 497* 2.1667 3.2500 
76 Vacation and holiday pay 3.0625 1.6402 l. R6 7 2 . 5833 3.02 0 8 
77 Bonuses 10 . 5625 1.4420 7.325* 2.0417 2.8542 
78 Pension a nd annuity payments 10.5625 1.5 348 6.882* l. 9 58 3 2.7708 
79 Group life insura nce premiums 4.3403 1.4610 2.971 2 . 2917 2.8125 
80 t1edica l and hospi tali za tion plan 

pre miums 1.7778 1. 56 01 l. 140 2.5417 2.8750 
81 FICA 2.0069 1.1902 1 . 686 2.9167 3.2708 

,... 
0 

"' 



Table 3 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ra tio Employees Teachers 

Payroll taxes: 
82 State unemployment 2 . 7778 l. 2 26 2 2 . 265 2.583 3 3 .0000 
83 Federal unemployment 4.6944 1.2851 3. 653 2.4583 3.0000 
86 \'Jorkmen' s compensation 6.2500 1 .2661 4 .9 37* 2.2083 2.8333 

Statements: 
87 Balance sheet 25.8403 0.6372 40.553* 1.3750 2.6458 
88 Income statement 22.5625 0.61 3 4 36.783* l. 4 58 3 2.6458 
89 Capital statement 26.6944 0.523 2 51.020* 1.2917 2.5833 
90 Retained earnings sta tement 25 . 8403 0.4563 56 . 636* 1.2083 2 .479 2 
91 Statement of changes in 

financia l position 16.6736 0.55 21 30.201* 1.1667 2 .1875 
92 Cas h flow statement 13.4444 0.7268 18.499* l. 2917 2 . 2083 

Tax reports: 
9 3 Employee withholding 5.4444 0.6143 8.863 * 1.8333 2 .4167 
94 FICA 5.0625 0.5545 9.130* l. 83 33 2.3958 
95 Federal unemployment compen-

sation 4.3403 0.5140 8.444* l. 7500 2.2708 
96 State unemployment compen-

sa t ion 4.3403 0.5140 8 .444* 1.7500 2.2708 
97 State sales and use tax 4.3403 0.5140 7.599* 1.7500 2.2708 
98 Schedule of acc ounts receivable 4.0000 0.9643 4.148* 2.4167 2.9167 
99 Sche dule of accounts payable 5.4444 0.9286 5.863* 2.3333 2 .9167 

Financial Statement Analysis 

100 Current ratio 4.0000 0 .5125 7.805* 1.1250 1.6250 
t-' 
0 
-.J 



Table 3 continued . 

Task Mean Squares Means 
Number Tc>.sk Description Between Within F Ratio Employees Teachers 

101 Acid test ratio 4.3403 0 . 3426 12.670* l. 0000 l. 5208 
102 Percentage of increase or 

decrease 3. 3611 0.6917 4.859* l. 2500 l. 7083 
103 Trend percentages 3. 3611 0. 4613 7.286* 1.1250 l. 5833 
104 Common size statements 3. 3611 0.4250 7 . 908* 1.0833 l. 5417 
105 Turnover of accounts receivable 12.2500 0.6946 17 . 635* l. 0417 1.9167 
106 Days sales uncollected 14.6944 1.2423 11.829* l. 0417 2.0000 
107 Turnover of merchandise 

inventory 6.6736 0.5521 12.088* 1 . 1667 l. 8125 
108 Capital contributions of owners 

and creditors 7.5625 0.4634 16.320* l. 0417 l. 7292 
109 Pledged plant assets . to long-

term liabilities 4. 3403 0 . 2854 15.207* 1.0000 1.5208 
110 Times fixed interest charges 

were earned 4.6944 0.2845 l6.49'l* 1.0000 l. 5417 
111 Rate of return on total assets 

employed 3.6736 0.2568 14.303* 1.0000 1.4792 
112 Rate of return on common stock-

holders equity 4.3403 0.2967 14 . 627* l. 0417 1.5625 
113 Earnings per share of common 

stock 5.4444 0.3786 14.382* 1.0833 1.6667 
114 Price earnings ratio 5 . 0625 0 . 3259 15.534* 1.0833 1.6458 

Comparative Analysis 
115 Balance sheet 6 . 6736 0 . 8664 7.703* l. 416 7 2.0625 
116 Income statement 6.6736 0.8664 7.703* l. 416 7 2.0625 

I-" 
0 
co 



Table 3 continued. 

Task Mean Squares 
Number Task Description Between Within 

117 Analysis of accounts receivable 10.0278 0.7756 
118 Dividends per share 7.5625 0.490 2 

Operate 

119 Ten-key adding machine 4.3403 0.8015 
120 Calculator 0.340 3 0.6948 
121 Dictating equipment 33.0625 2.4634 
122 Telephone equipment 3 .67 36 1.43 30 
1 23 Cash register 95.0625 2 . 2973 
125 Bookkeeping machine 91.8403 1.8116 

Perform Data Processing 
Act~v~t~es 

128 Operate computer 12.2500 1.989 3 
1 29 Write programs 3. 6736 l. 306 3 
130 Initiate and prepare flowcha r s 5.4444 0.7792 
131 Us e pegboard system 29.3 40 3 1.9902 
132 Operate a terminal to a computer 8 . 5069 2.3539 

F Ratio 

12.929* 
15.428* 

5 .415* 
0. 490 

13.42 2* 
2 .564 

41.380* 
50.695* 

6.158* 
2.812 
6.988* 

14.743* 
3 .61 4 

Mea ns 
Employees Teachers 

1. 375 0 2.16()7 
l. 0833 l. 7708 

4.3750 4.8958 
4.6667 4.8125 
1.9583 3.3958 
4.8333 4.3542 
1.8333 4.2708 
1.3333 3.7292 

1.3333 2.2083 
1.2917 l. 7708 
l. 12 50 l. 7083 
1.1667 2.5208 
1.7083 2.4375 

>--' 
0 

"' 



Teachers-employees and performance 

The results of one- way analysis of variance tests 

for teachers-employees and performance for each task 

are shown in Table 4. Of 132 tasks listed, teachers 

rated 122 tasks higher than entry-level employees. In 

the categories of record(post); maintain, analyze or 

110 

do; working papers; depreciation ; inventories; business 

mathematics calculations; statements; financial statement 

analysis and operate equipment, there was a significant 

difference between the opinions of teachers and entry ­

level employees vJhen considerinq performance. Teachers 

and employees did not disagree significantly on most 

payroll activ ities and data processing activities. 



Table 4. One-way analysis of variance on opinions o f teachers and entry-level 
employees on performance--significance at .05 level indicated by * 

Means Task 
Number Ta sk Description 

Mean Squares 
Between Within F Ratio Employees Teachers 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 

12 
13 
14 
16 
17 
18 

21 

Journals Maintained 

General 
Cash receipts 
Cash payments 
Check r e gister 
Combined cash 
Sales 
Sales returns and allowances 
Purchases 
Purchase returns and allowances 
Voucher register 
Petty cash register 

Ledgers Maintained 

General 
Accounts receivable 
Notes receivable 
Accounts or vouchers payable 
Plant (fixed asse ts) 
Materials and stores ledgers 

Initiate and p r epare 

Adjusting entries 

4 . 0000 
2.0069 
7.5625 
6.2500 

38.0278 
9.5069 

10.0278 
25 . 84 0 3 
24.1736 
32.1111 
55.0069 

9.5069 
4.3403 

12.8403 
4.3403 
5.8403 

15.3403 

1 . 4500 
1.6539 
1.6 277 
1. 7679 
1.3756 
1.5545 
1.6274 
1.3896 
1.4348 
1. 1696 
1. 0872 

1. 4973 
1. 4188 
1. 6 2 29 
1.6521 
1.5991 
1.4086 

4 . 6944 1.9798 

2 . 759 
1.213 
4.646* 
3 . 5 35 

27.645* 
6.116* 
6.162* 

18.596* 
16 . 848* 
27 . 454* 
50.595* 

6.349* 
3.059 
7.91 2 * 
2 . 627 
3 . 652 

1 0.890* 

2 . 371 

2.7500 
3.2083 
2.7917 
2.5833 
1.8750 
2.5833 
2 . 0000 
2.0417 
1. 5417 
1. 5417 
1.3750 

2 . 8333 
3 . 3333 
2 . 1250 
2 . 9167 
2.0417 
1.8750 

2.3333 

3.2500 
3 . 5625 
3.4792 
3.2083 
3.4167 
3 . 3542 
2.7917 
3.3125 
2 . 7708 
2.9583 
3.2292 

3.6042 
3.8542 
3 . 0208 
3.4375 
2 . 6458 
2 . 8542 

2.8750 1--' 
1--' 
1--' 



Table 4 continued. 

Task Mean Squares Means 
Number 'l'ask Description Between lhthin F Ratio Rmployees Teachers 

22 Closing entries 16.6736 1 . 9586 8.513* 1.8750 2.8958 
23 Entries to adjust inventory 

ledger cards 25.8403 1.2967 19.927* 1 . 2917 2.5625 
24 Entries for purchase of 

materials 10.0278 1.8179 5.516* 2.1667 2.9583 
25 Entries for issuance of 

materials 31.1736 1 . 5021 20 . 754* 1.4167 2.8125 
27 Expense accounts 23.3611 1.4845 15.736* 2 . 0000 3 . 2083 
28 Bank deposits 0.4444 l. 3030 0.341 3.7917 3 . 6250 
29 Withholding tax calculations 0.0625 l. 6402 0 . 038 3.2500 3 . 3125 
30 Entries for depreciation 14 . 0625 1.6205 8 . 678* 1 . 6250 2.5625 
31 Entries for bad debts 12.8403 1.5086 8 . 511* 1.6250 2 . 5208 

Record (post) 

32 Entries in ledgers from journals 42.2500 1.2536 33.704* 2.2500 3.8750 
33 Adjusting entries 13.4444 1.6143 8 . 328* 2 . 1667 3.0833 
34 Closing entries 19.5069 l. 6354 11.928* 2 . 0000 3 . 1042 
35 Purchase of materials 33.0625 l. 3277 2A . 902 * 1. 7083 3 . 1458 
36 Issuance of materials 43 . 3403 l. 3521 32 . 054* 1.4167 3.0625 
37 Opening a set of books 21.7778 1.8786 11.593* 1. 4167 2 . 5833 
38 Data in ledgers from special 

j o urnal 42 . 2500 1.4179 29.798* 1 . 6667 3.2917 

Maintain, Analyze or Do 

39 Payroll tax records 0.1736 1.1777 0.149 3 . 2917 3.3958 1-' 
1-' 

40 Sales tax records 21.7778 1.4173 15.366* 2.2083 3 . 3750 IV 



Table 4 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

41 Perpetual inventories 42.2500 1.2518 33 . 752* 1.3750 3 .0000 
42 Add (foot) and balance ledger 

accounts 21.0069 1.6759 12.535* 2.3 3 33 3.4792 
4 3 Add (foot), balance and t o tal 

columns in specia l journals 16.6736 1.6521 10.092* 2.4167 3.4375 
44 Rule and balance accounts 29 . 340 3 1.7902 16.390* 1.9167 3 . 2708 
45 Verify balances of control 

account with subsidiary 
ledger 18.0625 1. 6205 11.146* 2.3750 3 .4375 

46 Di scount notes 25 . 8403 1. 6 08 6 16.064* 1.3750 2.6458 
47 Work with promissory n o tes 16.0000 1.4554 10.994* 1. 5417 2.5417 
48 Checking account 14.0625 1.4205 9.899* 2.9583 3 . 8958 
49 Petty cash reco rds 21.7778 1.52 38 14 . 292* 2.5000 3 . 6667 

Working Papers Use d 

50 Trial balance 35.0069 1.7253 20.290* 1.9583 3 .4 375 
51 Post-closing trial balance 40.1111 1.6744 23.955* 1. 7917 3.3750 
52 Worksheet 21.7778 1.8077 12.047* 2.1250 3.2917 

Prepare Computations for 

53 Straight line depreciation 12 . 2500 1.5518 7.894* 1. 7083 2 .5833 
54 Units of production deprec iation 16.0000 1 . 2286 13.023* 1. 3333 2.3333 
55 Sum-of - the-years digits 

d e prec iation 11. 6736 l. 3854 8 . 426* 1. 5 000 2 . 3542 
f-' 
f-' 
w 



Table 4 continued . 

Task Mean Squares Means 
Number Task Description Between l•hthin F Ratio Employees Teachers 

56 Declining balance depreciation 8.5069 1.4116 6 .0 26* 1.6667 2 . 3958 
57 Depletion 14.0625 1. 0259 13.708* 1.2500 2.1875 
58 Uncollectible accounts 4.3403 1.6682 2 . 602 2.0417 2.5625 
59 Inventory a mount on hand 37. 0069 1.1182 33 .0 96* 1. 2917 2.8125 
60 Inven tory physical count 33 .06 25 1.2063 27 .409* 1.4 583 2.8958 
61 Perpetual inventory 33.0625 0 . 8634 38.294* 1.1250 2.5625 
62 FIFO inventory 14.6944 0.9226 15.927* 1.1667 2.1250 
63 LIFO inventory 16.0000 0.8214 19.478* 1.08 33 2.0833 
64 Weighted average inventory 12.2500 0 .960 7 12 . 751* 1.1667 2 . 0417 
65 Spec ific inventory 10.5625 0.8902 11.866* 1. 1667 1. 9792 
66 Interest receivable 10.0 278 1. 5089 6.646* 1.7917 2.5833 
67 Interest payable 16.6736 1.3664 12 . 203* 1.6667 2.6875 
68 Markup 35 .00 69 1.0801 32.412* 1.3750 2 . 8542 
69 Markdown 43.3403 0.8848 48.982* 1.208 3 2 . 8542 
70 Trade discounts 23 . 3611 1. 4631 15 .967* 1.7500 2.9583 
71 Cas h discount 22.5625 1.5759 14.317* 1.9167 3.1042 
74 Overt ime 2. 7778 1.5381 1. 806 3.0000 3.4167 
75 Shift premium 12.8403 1.8021 7.125* 2.1667 3.0625 
76 Vacation and holiday pay 1.7778 1. 7143 1.037 2.8333 3.1667 
77 Bonuses 7 . 5625 1.7420 4.341* 2 . 2917 2.9792 
78 Pension and annuity payments 7 . 1111 1. 6976 4 . 189* 2.0833 2.7500 
79 Group life insurance premiums 3 .0625 1.6348 1. 873 2 . 4583 2.8958 
80 Hedical and hospitalization plan 

premiums 2.7778 1. 5976 1. 7 39 2.5833 3.0000 
81 FICA 0 . 3403 1.4705 0.231 3 . 2917 3.1458 

.... .... ,. 



Table 4 continued. 

Tas k Mean Squares Means 
Number Task Descripti on Between Within F Rat i o Employees •reachers 

Payroll t axes: 
82 State unemployment 1.0000 l. 5268 0.655 3 . 2917 3. 041 7 
83 Federal unemployment 0.4444 1.5982 0.278 3.2083 3 .04 17 
86 Workmen ' s compensation 0.3403 l. 6896 0.201 2.9583 2 . 8125 

Statements: 
87 Ba lance sheet 36 .0000 l. 6571 21.724* l. 6667 3.1667 
88 Income statement 25.8403 l. 7229 14.998* 1. 8750 3.1458 
89 Capita l statement 36.00 00 1.2857 28. 000* l. 50 00 3.0000 
90 Retained earnings statement 27.5625 l. 313 4 20.986* l. 3750 2.6875 
91 State ment of changes in 

f inancial position 18 . 7778 l. 4833 12.659* l. 416 7 2 .5000 
92 Cash flow statement 1 2 .8403 1.5354 8.363 * 1.5000 2 . 3958 

Tax reports: 
93 Empl oyee withholding 3. 3611 1.8756 1.792 2.625 0 3.0833 
94 FICA 3. 3611 l. 818 5 l. 848 2 . 6250 3 . 0833 
95 Federal unemployment compen-

sation 5.0625 l. 7545 2 . 885 2.5000 3.0625 
96 State unemploymen t compen-

sat ion 4.3403 1.8140 2 .393 2.5000 3 . 0208 
97 State sale s and us e tax 5.8403 1 .7539 3 . 330 2 . 4583 3 .06 25 
98 Schedule of accounts rec eivable 6.2500 1.4 518 4.305* 2.7 083 3 . 3333 
99 Sc hedule of accounts payable 11.1111 1. 3810 8.046* 2 .5000 3. 3333 

Financial Statement Ana l ysis 

100 Current ratio 3 .67 36 1.1348 3.237 1.2917 l. 7708 .... .... 
U1 



Table 4 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

101 Acid test ratio 6.2500 0.9089 6.876* 1.1250 1.7500 
102 Percentage of increase or 

decrease 3 . 3611 1.3298 2 . 528 1.4167 1.8750 
103 Trend percentages 6.2500 l. 0179 6.140* 1.1667 l. 7917 
104 Common size statements 3.6736 1.00 39 3.659 1.2083 l. 68 7 5 
105 'I'urnover of accounts receivable 12.2500 l. 0375 11 . 807* 1.1250 2 . 0000 
106 Days sales uncollected 9.5069 0.9872 9.630* 1.1250 1.8958 
107 Turnover of merchandise 

inventory 10.0278 0.9756 10. 27 9* 1.1250 1 . 9167 
108 Capital contributions of owners 

and creditors 11.6736 l. 0801 10.808* 1 . 1250 l. 9792 
109 Pledged plant assets to l o ng -

term liabilities 8.0278 0.7994 10.042* l. 0417 1.7500 
110 Times fixed interest charges 

were earned 9.5069 0.8324 11.421* l. 0417 1.8125 
111 Rate of return on total assets 

employed 7.5625 0.8062 9 . 380* 1 .0 417 1.7292 
112 Rate of return on common stock-

holders equity 6.6736 0.8729 7.645* 1 . 1250 1 . 7708 
113 Earnings per share of common 

stoc k 6.2500 0.9 232 6 . 770* 1.2083 1.8333 
114 Price earnings ratio 5 .4444 0.9125 5 .96 7* 1.2083 l. 7917 

Comparative Analysis: 
115 Balance Sheet 9.5069 1.7592 5.404* 1.6667 2.4375 
116 Income statement 9.5069 l. 7592 5.404* l. 6667 2.4375 

.... .... 
"' 



Table 4 continued. 

Task Mean Squares 
Numbe r Task De scription Be tween Within 

117 Analysis of accounts r e ceivable 12 . 2500 1.45 36 
118 Dividends per share 14.6944 1.0042 

Operate 

119 Ten-key adding machine 0 . 1111 0.9458 
120 Calc ulator 0.4445 0 . 8839 
121 Dictating equipment 14 . 0625 1.8777 
122 Telephone equipment 9 . 5069 l. 154 5 
123 Cash register 47.8403 1 . 6164 
125 Bookkeeping machine 46.6944 l. 28 4 5 

Perform Da ta Processing 
Activities 

128 Oper ate computer 2.7778 1.1786 
129 Write pro grams 2.5069 1.10 39 
130 Initiate and prepare flowc harts 4 . 340 3 0.8711 
131 Use pegboard system 20.2500 l. 22 3 2 
132 Operate a terminal to a c omputer 0.840 3 1.5563 

F Ratio 

8.428* 
14.633* 

0.117 
0.503 
7.489* 
8.235* 

29.597* 
36.352* 

2.357 
2. 271 
4.982* 

16.555* 
0.540 

Means 
Employee s Teachers 

l. 583 3 2.4583 
1 . 1250 2.0833 

4 . 0417 4 . 1250 
4 . 2083 4.0417 
2.1250 3.0625 
4.4167 3 . 6458 
1.8333 3.5625 
1 . 5000 3 . 2083 

1.4167 1.8333 
1.2917 1.6875 
l. 2500 1.7708 
1.1250 2.2500 
l. 7917 2.0208 

>-' 
>-' .._, 



118 

Teachers-employees and Importance 

The results of one-way analysis of variance tests 

for teachers-employees and importance for each task are 

shown in Table 5. Of 132 tasks listed, teachers rated 128 

tasks higher than entry-level employees. In the categories 

of journals maintained; ledgers maintained; record(post); 

maintain, analyze or do; working papers; depreciation; 

inventories; business mathematics calculations; statements; 

tax reports; financial statement analysis and perform 

data processing activities, there was a significant 

difference between the opinions of teachers and entry­

level employees when considering importance. Teachers 

and employees did not disagree when considering most 

payroll tasks and tasks involving operation of equipment. 



Table 5. One-way ana lysis of variance on opinion s of teachers and entry-level 
employees on importance--sign i f icance at .0 5 level indicated by * 

Means Task 
Number Task De scr iption 

Me a n Squares 
Between Within F Ratio Employees Teac hers 

l 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 

12 
13 
14 
16 
17 
18 

21 

Journa ls Maintained 

General 
Cas h receipts 
Cas h payments 
Check register 
Combined ca sh 
Sa les 
Sa les returns and allowances 
Purchases 
Purchase returns and a llowa nces 
Voucher register 
Pe tty cash register 

Le dgers Maintained 

Ge neral 
Accounts r eceivable 
Notes receivable 
Account s or vouchers payable 
Plant (fixed asse ts) 
Materials and stor es ledgers 

In itia te and prepar e 

Adj usting entries 

16.0000 
11 . 1111 
19.5069 
25. 0000 
40.1111 
11.1111 

8.5069 
37. 0069 
21 .777 8 
10.5625 
43.3403 

18.7778 
16.67 36 
15. 340 3 

8.5069 
4.340 3 

13.4444 

1.4411 
l. 522 0 
l. 6062 
1. 664 3 
1.4048 
1.4000 
1.4783 
l. 306 2 
1.3125 
l. 3187 
l. 2473 

1. 2649 
1.0 92 0 
1.5 586 
1.4777 
1. 622 9 
1.4 81 0 

2 .2500 1.9 375 

11.103* 
7.300* 

12.144* 
15 .02 1* 
28 .5 54 * 

7 .9 37 * 
5.75 5* 

28.331* 
16 . 593 * 

8 . 009* 
34 . 747* 

14.845* 
15.269* 

9.842* 
5.757* 
2.674 
9 . 07 8 * 

1.161 

2.6 25 0 
3 .1 25 0 
2 . 7917 
2.4167 
2. 16 67 
2.8333 
2 . 2500 
2 . 2083 
1.7917 
2.0833 
1.8333 

2.8750 
3 . 2083 
2.1250 
3 .041 7 
2.1250 
2.0000 

2 .6 25 0 

3.6250 
3. 9 583 
3.8958 
3.6667 
3.7500 
3.6667 
2 . 9792 
3. 7292 
2.9583 
2 . 8958 
3.4792 

3.9583 
4. 2292 
3 .104 2 
3 . 7708 
2.6458 
2 .916 7 

3. 0000 >--' 
>--' 

"' 



Ta ble 5 continued. 

Task Mean Squares Means 
Number Task Description Between ~lith in F Ratio Employees Teachers 

22 Closing entries 15 . 3403 1.9235 7.975* 2.0833 3.0625 
23 Entries to adjust inventory 

ledger cards 9.5069 1 . 4687 6.473* 1.8333 2.6042 
24 Entries for purchase of 

materials 13.4444 1.7554 7.659* 2 . 2917 3.2083 
25 Entries for issuance of 

materials 19 . 5069 l. 4 307 13.635* l. 8333 2 . 9375 
27 Expense accounts 19.5069 l. 52 59 12.784* 2.1667 3.2708 
28 Bank deposits 1.3611 l. 2 26 l. 212 3.8333 4.1250 
29 Withholding tax calculations 0.0278 1.6726 0.017 3.5833 3.6250 
30 Entries for depreciation 11.1111 1.5262 7.280* 1.9167 2.7500 
31 Entries for bad debts 9.5069 1.4021 6 . 781* 1.9167 2 . 6875 

Rec ord (post) 

32 Entries in ledgers from journals 41.1736 1. 2021 34.252* 2.3333 3.9375 
33 Adjusting entries 16.6736 1.4664 ll. 371* 2.1667 3.1875 
3 4 Closing entries 21.0069 1.4015 14.989* 2 . 1250 3 . 2708 
35 Purchase of materials 37 . 0069 1.2330 30.013* 1.8333 3 . 3542 
36 Issuance of materials 37.0069 1.3711 26.990* 1.7500 3 . 2708 
37 Opening a set of books 25.0000 l. 7839 14.014* 1 . 6250 2.8750 
38 Data in ledgers from spe cial 

journal 41.1736 1.2449 33 . 073* 1.8333 3.4375 

Maintain, Analyze or Do 

39 Payroll tax records 0.4444 1 . 2976 0.343 3.5833 3.7500 >-' 

40 Sales tax records 23.3611 1.5327 15.241* 2.3750 3 . 5833 "' 0 



Table 5 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

41 Perpetual inventories 21.7778 1.2881 16.907* 1.7500 2.9167 
42 Add (foot) and balance ledger 

accounts 34.0278 1.3423 25 . 351* 2.2917 3.7500 
43 Add (foot), balance and total 

columns in special journals 30.2500 1.1607 26.062* 2.3333 3.7083 
44 Rule and balance accounts 24.1736 1.8402 13.137* 2.1667 3.3958 
45 Verify balances of control 

account with subsidiary 
ledger 25.0000 1.5125 16.529* 2.4583 3.7083 

46 Discount notes 21.7778 1.5030 14 .490* 1.4583 2.6250 
47 Work with promissory notes 11.6736 1.6396 7.120* 1.7083 2.5625 
48 Checking account 21.7778 1.4125 15.418* 3.0417 4.2083 
4~ Petty cash records 36.0000 1.3357 26.952* 2.4167 3.9167 

Working Papers Used 

50 Trial balance 57 . 5069 1.2443 46.215* 1.8750 3. 7708 
51 Post-closing trial balance 56.2500 1.2375 45.455* 1.7917 3.6667 
52 Worksheet 37.0069 l. 3372 27.675* 2.1250 3.6458 

Prepare Computations for 

53 Straight line depreciation 14.0625 1.5116 9.303* 1.9167 2 .854 2 
54 Units of production depreciation 12.8403 1.2253 10.479* l. 5417 2.4375 
55 Sum-of-the-years digits 

depreciation 9.0000 1.3839 6.503* 1.7083 2.4583 
,_. 
N ,_. 



Table 5 continued. 

Task ~lean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

56 Declining balance depreciation 8.5069 1.2640 6.730* 1.7500 2.4792 
57 Depletion 10.0278 0.9964 10.064* 1.4167 2 . 2083 
58 Uncollectible accounts 4.6944 1.6179 2 . 902 2.1667 2.7083 
59 Inventory amount on hand 32.1111 1.1935 26 . 906* 1.6250 3.0417 
60 Inventory physical count 23.3611 l. 3036 17.921* l. 8333 3.0417 
61 Perpetual inventory 25.8403 1.1348 22 . 770* 1.4583 2.7292 
62 FIFO inventory 7.5625 l. 304 5 5.797* 1.5000 2.1875 
63 LIFO inventory 7.5625 l. 2 04 5 6 . 279* 1.4167 2 . 1042 
64 Weighted average inventory 5.8403 1.2640 4.621* 1 . 5000 2 . 1042 
65 Specific inventory 5.0625 1.3259 3.818 l. 5000 2.0625 
66 Interest receivable 18.0625 1 . 3920 12.976* l. 7083 2.7708 
67 Interest payable 20.2500 1.3679 14.804* 1 . 7500 2.8750 
68 Markup 33.0625 1.3259 24.936* 1.5833 3.0208 
69 Markdown 33.0625 l. 3 2 59 24.936* l. 5833 3.0208 
70 Trade discounts 3].1736 l. 2777 24.399* 1.7083 3.1042 
71 Cash discount 33.0625 l. 4 34 8 23.043* l. 7917 3.2292 
74 Overtime 5.8403 l. 5610 3.741 3.2083 3.8125 
75 Shift premium 7.1111 2.0315 3.500 2.7083 3.3750 
76 Vacation and holiday pay 4 . 3403 1.7562 2.471 2 . 9583 3.4792 
77 Bonuses 6.6736 l. 794 9 3.718 2.6667 3 . 3125 
78 Pension and annuity payments 7.5625 1.8045 4 . 191* 2.3333 3.0208 
79 Group life insurance premiums 2.0669 1.7854 1 . 124 2.7500 3.1042 
80 Medical and hospitalization plan 

premiums 3.6736 1.6711 2.198 2.7500 3.2292 
81 FICA 2.7778 1.4905 l. 864 3 . 3333 3.7500 

f-o 

"' "' 



Table 5 continued. 

'rask Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Payroll taxes : 
82 State unemployment 1 . 0000 1.6143 0.619 3.3333 3 . 5833 
83 Federal unemployment 1.3611 1.5798 0 . 862 3.3333 3 . 6250 
86 Workmen's compensation 1. l 7 36 1.8449 0 . 636 3.1667 3 . 4375 

Statements: 
87 Balance sheet 38 . 0278 1.5702 24.218* 2.0000 3.5417 
88 Income statement 30 . 2500 1.6750 18.060* 2 . 1667 3.5417 
89 Capital statement 33.0625 1.5545 21.269* 1.9167 3.3542 
90 Retained earnings statement 21.7778 1. 4 077 15.470* 1 . 8750 3.0417 
91 Statement of changes in 

financial position 15 . 3403 1.4949 10.261* 1.8333 2.8125 
92 Cash flow statement 9.5069 1.3259 7 . 170* 1.8333 2.6042 

Tax Reports: 
93 Employee withholding 7.1111 1.8976 3.747 2.5833 3.2500 
94 FICA 7.5625 1. 8473 4.094* 2.5833 3.2708 
95 Federal unemployment compen-

sat ion 9.5069 1.8062 5.263* 2.4583 3.2292 
96 State unemployment compen-

sation 8.5069 1.8182 4.679* 2 . 4583 3 . 1875 
97 State sales and use tax 12.2500 1.7232 7 . 109* 2.3750 3 . 2500 
98 Schedule of accounts receivable 14.0625 1 . 5062 9 . 336* 2.6250 3 . 5625 
99 Schedule of accounts payable 16.6736 1.5426 10.809* 2 . 5000 3.5208 

Financial Statement Analysis 

100 Current ratio 4.0000 0.8125 4 . 923* 1.2917 1. 7917 
..... 
"' w 



Table 5 continued . 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

101 Acid test ratio 5.8403 0.7402 7 . 890* 1.1667 1 . 7708 
10 2 Percentage of increase or 

decrease 3. 0625 0.9973 3.071 l. 4167 1.8542 
10 3 Trend percentages 4.6944 0.8060 5.825* l. 25 00 l. 7917 
104 Common size statements 5 . 0625 0 .6973 7.260* 1.1667 l. 7292 
105 Turnover of accounts receivable 8.5069 0.9068 9 . 38 1* 1.2500 1 . 9792 
106 Days sales uncollected 9 . 0000 0.84 29 10.678* 1.1667 l. 9167 
107 Turnover of merchandise 

inventory 8.0278 0.9851 8 . 149* 1.2917 2 .00 00 
lOB Capita l contributions of owners 

and creditors 7.1111 l. 0696 6.648* 1.2917 1.9583 
109 Pledged plant assets to long-

term liabilities 6 . 2500 0.6804 9.186* 1.1250 1 . 7500 
110 Times f ixed interest charges 

were earned 6 . 6736 0.6729 9.917* 1.1250 1 . 7708 
111 Rate of return on t otal assets 

employed 6 . 6736 0.7015 9.514* 1.1250 l. 7708 
112 Rate of return on common stock-

holders equ ity 7.5625 0.6A48 11.043* 1.1 25 0 1.81 25 
11 3 Earn ings per share of common 

stock 7 . llll O.A458 8.407* 1.2083 1.8750 
114 Price earnings ratio 4 . 6944 0.6708 6.998* 1.2083 1.7500 

Comparative Analysis: 
115 Balance Sheet 10.5625 l. 9277 5.479* 1.8750 2.6875 
116 Income statement 10.5625 1.9277 5.479* 1.8750 2.6875 

,.... 
N ... 



Table 5 continued. 

Task Mean Squares 
Number Task Description Between Within 

117 Analysis of accounts receivable 14.0625 l. 7402 
118 Dividends per share 14.0625 l. 0687 

Operate 

119 Ten-key adding machine 0.0278 0.8 232 
120 Calc ulator 0.3403 0.8473 
121 Dictating equipment 4.3403 1.9521 
122 Telephone equipment 8 . 5069 1.1610 
123 Cas h register 37.0069 1.7568 
125 Bookkeeping machine 30 .2500 l. 4 94 6 

Perform Data Processing 
Activities 

128 Operate computer 5.4444 l. 1690 
129 Write programs 5.4444 1.0429 
130 Initiate and prepare flowcharts 4.6944 0.9899 
131 Use pegboard system 19.5069 0.9301 
132 Operate a terminal to a computer 1.1736 1.5878 

F Ratio 

8. 081* 
13 . 158* 

0.034 
0.402 
2.223 
7.327* 

21. 064* 
20.239* 

4.657* 
5.221* 
4.742* 

20 . 974* 
0 . 739 

Means 
Employees Teachers 

l. 8333 2 . 7708 
1.3333 2. 2708 

4.2917 4.3333 
4 . 4167 4.2708 
2.4167 2.9375 
4.5417 3 . 8125 
2.2500 3.7708 
1.7917 3.1667 

l. 416 7 2.000 0 
l. 3333 1.9167 
l. 37 50 l. 9167 
1.1250 2.2292 
1.9167 2.1875 

f-' 

"' lJ1 



126 

Hypothesis 2: There will be no significant differences 

between the opinions of teachers and entry-level employees 

on each individual task when considering frequency, 

performance and importance by size of business. 

A two-way analysis of variance was performed on each 

task listed. A list of tasks where the researcher failed 

to reject the null hypothesis at the .05 level of confidence 

is shovm in Table 6. There \vas no significant difference 

between the opinions of teachers and entry-level employees 

when considering frequency, performance and importance 

by size of business on these tasks. 

Teachers and employees fa iled to disagree on tasks 

involved with initiating and preparing entries in an 

original set of books, initiating or preparing data for 

correcting, three payroll activities and operating a 

check protector. The tasks listed in Table 6 showed no 

significance at the .05 level in both main effects and 

2-way interactions . 

A sample of the results of the analysis of variance 

tests performed for each of the tasks reported in Tables 

6 and 7 is shown below for Item 1: 

Degrees Mean F 
Source of Variation of Freedom Squares Ratio 

Ma in effects 5 14.210 10.119 * 
Sizes 3 22.322 15.895 * 
Frequency, performance 

and importance (FPI) 2 2.042 1. 454 

2-way interactions 

Sizes -- FPI 6 1. 405 1. 001 



Source of Variation 

Explained 

Residual 

Total 

Degrees 
of Freedom 

ll 

204 

215 

Mean 
Squares 

7.225 

l. 404 

1.702 

127 

F 
Ratio 

5 . 145 * 

The variable "sizes" includes a category for teachers; 

small, medium and large businesses . In all cases in Tables 

6 and 7, there were 8 small, 8 medium and 8 large businesses 

and 48 teachers responses for frequency, performance and 

importance. The asterisk indicates that the F-ratio was 

significant at the .05 level. 



Table 6. Two-way analysis of variance on the op inion s of teachers and entry- level 
employee s in three sizes of businesses on f r equency, performa nce and 
importance- -ta sks with no significance at the .05 l eve l . 

Task BTl FP I2 Interac tions 
Number Task Description F Ratio F Rat i o F Ratio 

19 Initiate or pre pare journal entries in original 
set of books l. 800 l. 708 0. 260 

26 Initiate or prepare data for correcting 2.353 0 . 598 0. 249 
72 Handle time cards l. 84 7 0.991 0 . 353 
79 Fi gure group life insurance premiums l. 84 7 1 .353 0.055 
80 Figure medical and hospita lizat i on plans 1.777 l. 062 0.034 

124 Operate check protector 2 . 047 l. 232 0.1 29 

1Busines s a nd Teachers 
2~requency, Perf ormance and ! mpor t ance 

,__. 

"' 00 
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A list of tasks where the null hypothesis was rejected 

at the . 05 level of confidence for the main effects and/or 

2-way interactions is shown in Table 7. There was signi-

ficant difference between the opinions of teachers and 

entry-level employees when considerinq frequency, performance 

and importance by size of business. For each of the tasks 

in Table 7 that show significance for teachers and employees 

and/ or frequency, performance and importance by size of 

business, further analysis of variance tests were completed 

to determine which factors were responsible for the 

significance. 

Separate tests were performed for small businesses 

and frequency (Table 8 ) , medium businesses and frequency 

(Table 9) and large businesses and fre~uency (Table 10). 

Separate tests were performed on small business and 

per f ormance (Table 11 ) , medium businesses and performance 

(Table 12), and large businesses and performance (Table 13) 

Separate tests were performed on small businesses and 

importance (Table 14 ) , medium business and importance 

(Table 15 ) , and large businesses and importance (Table 16). 



Table 7 . Two-way analysis of varianc e on the opinions of teachers and entry-level 
e mployees in three sizes o f businesses on frequency, performance and 
importance--significance at the .05 level indicated by * 

Task 
Number Task Description 

Journals ~laintained 

l General 
2 Cash receipts 
3 Cash payments 
4 Check register 
5 Combined cash 
6 Sale s 
7 Sales returns and allowances 
8 Purchases 
9 Purchase returns and allowances 

10 Voucher register 
ll Petty cash register 

Ledgers Maintained 

12 General 
13 Accounts receivable 
14 Notes receivable 
15 Payroll 
16 Accounts or vouchers payable 
17 Plant (fixed assets) 
18 Materials and stores ledgers 

BTl FPI2 Interactions 
F Ratio F Ratio F Ratio 

15.895* l. 4 54 1.001 
4.231* 3.097* 0.355 

12.396* 3.064* 0. 720 
13.308* l. 683 0.365 
37.406* 2.531 0.505 
10.127* 3.063* 0.527 

9.590* 0.890 0.773 
29 .116* 2 . 113 0.952 
23.594* 0.957 0.808 
22.577* l. 658 l. 222 
51.245* 2 . 247 0.586 

19 . 964* 0. 911 0.871 
23.685* 1.630 0. 575 

9.109* 0.137 0.105 
2 . 816* 2.745 0.429 
8.656* l. 025 0.830 
8 . 913* 2.158 0.236 

14.818* 0.240 0.240 

>--" 
w 
0 



Table 7 continued . 

Task 
Number 

20 
21 
22 
23 
24 
25 
27 
28 
29 
30 
31 

32 
33 
34 
35 
36 
37 
38 

Task Description 

Initiate or Prepare 

Data for electronic equipment 
Adjusting entries 
Closing entries 
Entries to adjust inventory ledger cards 
En tries for purchase of materials 
Entries for issuance of materials 
Expense accounts 
Bank deposits 
Withholding tax calculations 
Entries for depreciation 
Entries for bad debts 

Record (post) 

Entries in ledgers from journals 
Adjusting entries 
Closing entries 
Purchase of materia ls 
Issuance of materials 
Opening a set of books 
Data in ledgers from specia l journal 

BT FPI Interactions 
F Ratio F Ratio F Ratio 

4.009* l. 125 0.573 
2.734* 2 . 082 0.177 

10 . 244* 3.3 1 9* 0.177 
16 . 103* 2.940 0 . 588 

7.245* 0.926 0.154 
25 . 665* 0.665 0.798 
24 . 250* 0.160 0 . 578 

4.502* 5.875* 0.300 
l. 4 39 3.091* 0.170 

10 . 519* 4 . 712* 0.175 
10.311* 2 . 707 0.320 

37.289* 0 . 746 0.410 
8 . 027* 2.772 0.332 

17.315* 4.549* 0 . 185 
30.366* 0.545 0 . 682 
37. 434* 0.844 0.589 
ll.. 466* 11.432* 0.737 
32.314* 0 . 619 0 . 424 

,... 
w ,... 



Table 7 continued . 

Task 
Number 

39 
40 
41 
42 
43 

44 
45 

46 
47 
48 
49 

50 
51 
52 

53 
54 

Task Description 

Maintain, Analyze or Do 

Payroll tax records 
Sales tax records 
Perpetual inventories 
Add (foot) and balance ledger accounts 
Add (foot ), balance and total columns in 

special journals 
Rule and balance accounts 
Verify balances of control account with 

subsidiary l edger 
Discount notes 
Work with promissory notes 
Checking account 
Petty cash records 

Working Papers Used 

Trial bala nce 
Post-closing trial balance 
1-Jorksheet 

Prepare Comeutations For 

Straight line depreciation 
Units of production depreciation 

BT FPI Interactions 
F Ratio F Ratio F Ratio 

1.354 5.565 * 0.188 
14.919* 3 .157* 0.334 
34.495* 0.219 0. 913 
18.975* 1.571 0.455 

16.593* 2.396 0.379 
16.971* 2 .563 0.094 

15.919* 2 .992 0.457 
19.657* 0.428 0 . 158 
12.023* 0.499 0.172 
13.815* 2.073 0.437 
23.325* l. 306 0.393 

32.440* 5.517* 0 .652 
38 . 738* 8.674* 0.381 
25.062* 6.988* 0.267 

9.185* 6.679* 0.200 
13.294* 6.374* 0.235 

..... 
w 
N 



Table 7 continued . 

Task BT FPI Interactions 
Number Task Description F Ratio F Ratio F Ratio 

55 Sum- of- the-years - digits depreciation 10 . 328* 7.942* 0 . 374 
56 Dec l ining balance depreciation 7.384* 5.527* 0 . 146 
57 Depletion 13 . 899* 3.438* 0.106 
58 Uncollectable accounts 4.385* 1.111 0.229 
59 Inventory amount on hand 30.900* 3.401* 0.155 
60 Physical count 23.123* 7.514* 0 . 406 
61 Perpetual 30 . 940* 0 . 864 0. 170 
62 FIFO inventory 11.546* 2 . 340 0.166 
63 LIFO inventory 13.746* 2.265 0 . 226 
64 Weigh ted average inventory 9 . 724* 2 . 199 0 . 168 
65 Specific inventory 8.773* l. 852 0.156 
66 Interest receivable 12.591* l. 288 0 . 410 
67 Interest payable 15.731* l. 810 0 . 136 
68 Markup 33.592* 0 . 575 0 . 392 
69 Mar kdown 38 . 318* 0.888 0 . 315 
70 Tra de discounts 22.136* 0 .828 0 . 542 
71 Cash discount 21.557* 0 . 530 0.396 
73 Figures payroll 4.792* l. 621 0 . 118 
74 Overtime 6.335* l. 603 0 . 080 
75 Shift premiums 7.790* 1.550 0 . 473 
76 Vacatio n and hol i day p ay 4.187* 1.999 0.226 
77 Bonuses 4.930* 2. 911 0.138 
78 Pension and annuity payments 6.746* 1.109 0.069 

f-' 
w 
w 



Table 7 continued. 

Task BT FPI Interactions 
Number Task Description F Ratio F Ratio F Ratio 

Payroll taxes: 
81 FICA 4.340* 3 .4 52* 0. 613 
82 State unemployment 3.267* 5.212* 0 . 006 
83 Federal unemployment 2.890* 6.259* 0.002 
84 Federal withholding 3.429* 2.603 0.453 
85 State withholding 3. 34 6 * 2.875 0.436 
86 Workmen's compe nsation l. 559 6.067* 0.827 

Statements: 
87 Balance sheet 25 .4 29* 8 .908* 0.199 
88 Income statement 21. 333* 9.426* 0.244 
89 Capital statement 30.396* 8.488* 0.678 
90 Retained earnings statement 25.548* 6.358* 0. 4 34 
91 Statement of changes in financial position 14.958* 6 . 180* 0.183 
92 Cash flow statement 10.341* 2.943 0.210 

Tax reports: 
93 Employee withholding 4.570* 9.421* 0.149 
94 FICA 4.755* 10.378* 0.164 
95 Federal unemployment c ompensation 7.407* 12.391* 0.224 
96 State unemployment compensation 6.879* 11.372* 0.206 
97 State sales and use tax 5. 511* 11.624* 0.240 
98 Schedule of accounts receivable 6.61 3* 3 .681* 0.309 
99 Schedule of accounts payable 9.038* 3 .119* 0.441 

Financial Statement Analysis 

Ratios and Percentages: 
100 Current ratio 5 . 353* 0.740 0.146 ,_. 
101 Acid test ratio 8.468* l. 559 0.140 w 

"'" 



Table 7 continued. 

Task BT FPI Interactions 
Number Task Oescription F Rat i o F Rat io F Ratio 

102 Percentage of increase or decrease 3.758* 0.601 0 . 064 
103 Trend percentages 6.549* 0.875 0. 077 
104 Common size statements 6. 774* 0.719 0.133 
105 Turnover of accounts receivable 12 . 995* 0.270 0.146 
106 Days sale s uncollected 10.814* 0.031 0.102 
107 Turnover of merchandise inventory 9.892* 0 . 605 0.093 
lOB Capital contr ibutions of owners and creditors 10.067* l. 285 0.167 
109 Pl edged plant assets to long-term liabili ties 10. 225* l. 318 0.116 
110 Times fixed interest charges earned 11. 236* 1.481 0.152 
111 Rate of return on tota l assets e mployed 9.779* l. 817 0 . 146 
112 Rate of return on common stockholders equity 10.141* l. 262 0.122 
113 Earnings per share o f common stock 9.008* 0.931 0.070 
114 Price earnings ratio 8.31 4* 0.599 0.068 

Comparative analysis: 
115 Balance sheet 5.712* 3 .783* 0.103 
116 Income statement 5 . 712* 3 .783* 0.103 
117 Analysis of acco un ts receivable 9.571* 4.126* 0 . 069 
118 Dividends per share 14.117* 3 . 587* 0 .14 9 

Operate 

119 Ten-key adding machine l. 970 8 . 39 9* 0.738 
120 Calculator 4.5 06* 10 . 672* 0.400 
121 Dictating equipment 17 . 028* 0 . 32 4 0.642 
122 Tele phone equipment 7.205* 5 . 811* 0.180 
123 Cash register 31. 20 3* 2.132 0 . 944 
125 Bookkeeping machine 36.411* l. 089 l. 005 I-' 

w 
lJ1 



Table 7 cont inued. 

Task 
Number 

126 
127 
128 
129 
130 
131 
132 

Task Description 

Perform Data Processing Activities 

Prepare input for automated processing 
Utilize printed output 
Operate computer 
Write programs 
Initiate and prepare flowcharts 
Use pegboard system 
Operate a terminal to a computer system 

lBusiness and Teachers 
2~requency , ~erformance and !mportance 

BT FPI Interactions 
F Ratio F Ratio F Ratio 

6.279* 
4.685* 
4.370* 
3.604* 
6 . 025* 

16.665* 
2 .820* 

1. 005 
0.669 
0.599 
0.441 
1.013 
0.693 
0.621 

0 . 360 
0.292 
0 . 228 
0.131 
0.05 3 
0.109 
0.356 

.~ 

w 

"' 
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Teachers-employees and frequency by small business 

The results of one-way analysis of variance tests 

for teachers-employees and frequency by small business for 

eac h task are shown in Table 8 . Of the 132 tasks listed, 

teachers rated 127 tasks higher than entry-level employees. 

I n the categories of journals maintained; ledgers maintained; 

i nitiate and prepare; maintain, analyze or do; working 

papers; depreciation; inventories; business mathematics 

calculations; statements; financial statement analysis and 

operate equipment , there was a significant difference be-

tween the opinions of teachers and entry-level employees when 

considering frequency by small business on most tasks. 

Teachers did not disagree on the categories of record (post), 

payroll and perform data processing activities. 

A sample of the results of the one-way analysis of 

variance tests performed for each of the tasks reported on 

in Tables 8, 9, 10, 11, 12, 13, 14, 15 and 16 is shown 

below for Item 1 for teachers-employees and frequency by 

small business: 

Source of Variation 

Between groups 

Within groups 

Total 

Degrees 
of Freedom 

1 

54 

Mean 
Squares 

3.6458 

1.2751 

F 
Ratio 

2.859 

In all cases in Tables 8, 9, 10, 11, 12, 13, 14, 15 and 

16 there were 8 businesses and 48 teachers responses. The 

asterisk indicates that the F- ratio was significant at the 

.05 level. 



Table 8. Gne - way analysis of variance o n op inions of teachers and en try- level 
employees of small businesses on frequency - -s ignifica nce a t .05 l eve l 
indicated by * 

Tas k Mean Squares Means 
Number Tas k Description Between With i n F Ratio Empl oyees Teachers 

Journals Maintai ned 

l Genera l 3 . 6458 1. 275 1 2.859 3 . 1250 3.8 54 2 
2 Cash receipts 7. 4405 1. 6 1 88 4.596* 3.2500 4 . 2917 
3 Cash payments 16.2976 1 . 4707 11.082 * 2.7500 4.2917 
4 Check register 7.7411 2.1262 3.641 2 .7500 3 .8125 
5 Combined cas h 40 . 7411 1.7164 23.736* 1.6250 4.0625 
6 Sales 1 2 .1905 1. 50 31 8 . 110* 2 . 7500 4.083 3 
7 Sales returns and allowances 11.0744 1. 9904 5.564* 2.0000 3.2708 
8 Purchases 29. 1696 1.4016 20.811* 1.8750 3.9375 
9 Purchase returns a nd a llowances 34.7 14 3 1.6111 21.547* 1. 0000 3 . 2500 

1 0 Vouc her register 26.8 601 1.8144 14 . 804* 1.5000 3.47 9 2 
11 Petty ca sh r eg ister 51.8571 1.3148 39.441* 1. 0000 3 .7500 

Ledgers Maintained 

12 General 4.7619 0 .8665 5.495* 3.1250 3.9583 
1 3 Accounts rece i vable 0.0030 0.6478 0.00 5 4 . 25 00 4.2708 
14 Notes receivable 6.8571 1. 5926 4.306* 2. 0000 3.0000 
15 Payroll 0.0476 1.1420 0.04 2 3.5000 3.4167 
16 Acc o un ts or vouchers payable 7 . 7411 1 . 216 4 6.364* 2.8750 3 . 9 375 
17 Plant (fixed assets) 0.2411 1. 0 2 20 0 .236 2. 1250 2.3125 
18 Mater i als and stores ledgers 7.4405 1 .7137 4. 3 42 * 1 . 8750 2.9167 

>-' 
w 
(X) 



Table 8 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Initiate and prepare 

20 Data for electronic equipment 21.0000 2.4282 8.648* 1.3750 3.1250 
21 Adjusting entries 3.8571 1.0278 3.753 1.7500 2.5000 
22 Closing entries 9.3333 0.8850 10.546* 1.3750 2.5417 
23 Entries to adjust inventory 

ledger cards 7.4405 0 . 6929 10.738* 1.2500 2.2917 
24 Entries for purchase of 

materials 7.7411 l. 7373 4.456* 2.2500 3.3125 
25 Entries for issuance of 

materials 32.8125 1.8762 17.489* 1.0000 3.1875 
27 Expense accounts 23 . 0476 1.2554 18.359* 1.6250 3.4583 
28 Bank deposits 0.5030 0.7566 0.665 4.6250 4.3542 
29 Withholding tax calculation 0.1071 1.1250 0.095 3.2500 3.1250 
30 Entries for depreciation 3.0476 0.6420 4.747* l. 5000 2.1667 
31 Entries for bad debts 4.2976 0.6651 6.461* 1.5000 2.2917 

Record (post) 

32 Entries in ledgers from journals 32.1905 0.7901 40.741* 2.0000 4.1667 
33 Adjusting entries 2.5030 0.6941 3.606 2.0000 2.6042 
34 Closing entries 0.3601 0 . 8769 0 . 411 2.3750 2.6042 
35 Purchase of materials 25 0 7411 1.2558 20.498* l. 5000 2.4375 
36 Issuance of materials 32.8125 l. 7257 19.014* 1.1250 3.3125 
37 Opening a set of books 1.4405 0.9892 1.456 1.2500 1.7083 
38 Data in ledgers from special 

journal 18.5744 1.3584 13.674* 1.6250 3.2708 
f-' 
w 
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Table 8 continued . 

Task 11ean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Maintain, Analyze or Do 

39 Payroll tax records 0.0000 0.7431 0.000 3.1250 3.1250 
40 Sales tax records 12.9643 1.0347 12.529* 1.6250 3 .0000 
41 Perpetual inventories 35.3601 l. 5089 23 .4 35* 1. 0000 3.2708 
42 Add (foot) and balance ledger 

accounts 2 .8601 1.3214 2.165 2 . 6250 3.2708 
43 Add (foot) ,balance and total 

columns in special journal l. 8601 0.8862 2 .099 2.6250 3 .145 8 
44 Rule and balance account s 18.5744 0.9255 20 . 069* 1.2500 2.8958 
45 Verify balances of control 

accounts with subsidiary 
ledger 9.0030 0.5181 17.376* 2.0000 3.1458 

46 Discount notes 16.7411 1.4039 11. 924* l. 0000 2 . 5625 
47 Work with promissory notes 10.3601 l. 17 55 8.813* 1.2500 2 .4 792 
48 Checking account 19.5268 1.2095 16.145* 2.7500 4.4375 
49 Petty cash records 36.6696 1.2998 28.212* 1.8750 4.1875 

Working Papers Used 

50 Trial balance 15.4286 0.6296 24.504* 1. 5000 3 .0000 
51 Post- closing trial balance 11.8125 0.5799 20.371* 1. 5000 2 . 8125 
52 Worksheet 2.3333 0.8549 2 . 729 2.2500 2 . 8333 

>-' ... 
0 



Table 8 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Prepare Computations for 

53 Straight line depreciation 3. 64 58 0.7473 4.879* l.3750 2.1042 
54 Units of production depreciation 4.7619 0.6049 7.872* l. 0000 1.8333 
55 Sum-of-the-years digits 

depreciation 1.0476 0.5702 5.345* 1.1250 1.7917 
56 Declining balance depreciation 1.8601 0.6732 2.763 1.3750 1.8958 
57 Depletion 4.7619 0.5309 8.970* l. 0000 l. 8333 
58 Uncollectible accounts 8.3601 0.8862 9.434* 1.3750 2.4792 
59 Inventory amount on hand 16.2976 0.8873 18.367* 1.0000 2.5417 
60 Inventory physical count 10.0119 0. 6211 16 . 119* 1.1250 2.3333 
61 Perpetua l inventory 19.5268 1.3021 14.997* l. 0000 2.6875 
62 FIFO inventory 5.2500 0.5787 9.072* l. 0000 1.8750 
63 LIFO inventory 4.7619 0.4938 9.643* l. 0000 1.8333 
64 Weighted average inventory 4.5268 0.5058 8.950* 1.0000 1.8125 
65 Specific inventory 4.5268 0.5428 8.339* l. 0000 1.8125 
66 Interest receivable 8.0476 0.7739 10.399* 1.3750 2.4583 
67 Interest payable 9.0030 0.8492 10.602* l. 37 50 2.5208 
68 Markup 22.0119 1.6397 13.425* 1. 375 0 3.1667 
69 Markdown 21.0000 1.6505 12.724* 1.3750 3.1250 
70 Trade discounts 22.0119 1.9915 11.053* 1.6250 3.4167 
71 Cash discount 15.4286 l. 9 2 59 8.011* 2.0000 3.5000 
73 Figures payroll 0.1905 0. 8110 0.235 3.6250 3.4583 
74 Overtime 5.5030 1.0714 5.136* 2.6250 3.5208 
75 Shift premiums 18.1071 1.1273 16.062* 1.6250 3.2500 

I-' .,. 
f-' 



Table 8 continued. 

Task Mean Squares Means 
Number Task Description Between l'lithin F Ratio Employees Teachers 

76 Vacation and holiday pay 2.8601 1.3144 l. 415 2.5000 3.0208 
77 Bonuses 5.0030 1.1848 4.223* 2.0000 2.7321 
78 Pension and annuity payments 0.5030 1.4533 0.346 2.5000 2 . 7708 

Payroll taxes: 
81 FICA 0.1458 l. 0066 0. 1 45 3 . 1250 3.2708 
82 State unemployment 0.9643 1.14 58 0 . 842 2 . 6250 3.0000 
83 Federal unemployment 0 . 9643 l. 14 58 0 . 842 2.6250 3.0000 
84 Federal withholding 0 . 1458 1.0436 0 . 140 3.1250 3.2708 
85 State withholding 0 . 0744 1.0621 0.070 3 . 1250 3.2292 
86 Workmen ' s compensation 3.4405 1.1767 2.924 2.1250 2 . 8333 

Statements: 
87 Balance sheet 11.0744 0.6825 16.227* 1 . 3750 2.6458 
88 Income statement 7.1458 0.6454 ll. 071* 1.6250 2.6458 
89 Capital statement 8 . 0476 0.5864 13 . 723* 1 . 5000 2.5833 
90 Retained earnings statement 8.3601 0.5158 16 . 207* l. 3750 2.4792 
91 Statement of changes in 

financial position 6 . 0268 0.6447 9.349* l. 2500 2.1875 
92 Cash flow statement 6.2976 0. 7299 8.628* l. 2500 2.2083 

Tax reports : 
93 Employee withholding 1.1905 0.5494 2.167 2 . 0000 2.4167 
94 FICA l. 07 4 4 0.4718 2. 277 2 . 0000 2.3958 
95 Federal unemployment compen-

sation 0 . 5030 0.4718 1 . 066 2.0000 2. 2708 
96 State unemployment compen-

sation 0.5030 0.4718 l. 066 2.0000 2. 2708 
97 State sales and use tax 2.8601 0.5436 5.261* 1 . 6250 2.2708 

.... ... 
rv 



Table 8 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

98 Schedule of accounts receivable 0.5833 0.6952 0 . 839 2.6250 2.9167 
99 Schedule of accounts payable 1.1905 0.6235 l. 909 2.5000 2.9167 

Financial Statement Analysis 

Ratios and percentages: 
100 Current ratio 2 . 6786 0.5787 4.629* 1.0000 1.6250 
101 Acid test ratio l. 8 601 0.4441 4 . 189* l. 0000 l. 5208 
102 Percentage of increase or 

decrease 2.3333 0.7554 3.089 1.1250 l. 7083 
103 Trend percentages 1.4405 0.5285 2. 725 1.1250 l. 5833 
104 Common size statements 2 .0119 0.4799 4 . 192* 1.0000 l. 5417 
105 Turnover of accounts receivable 5.7619 0.8827 6.527* 1 . 0000 1.9167 
106 Days sales uncollected 6.8571 1.5926 4.306* 1.0000 2.0000 
107 Turnover of merchandise 

inventory 4.5268 0.5799 7.807* 1.0000 1.8125 
108 Capital contributions of owners 

and creditors 2.5030 0 . 5992 4.178* 1.1250 l. 7292 
109 Pledged plant assets to lon g -

term liabilities 1.8601 0.3700 5.028* l. 0000 l. 5208 
110 Times fixed interest charges 

were earned 2. 0119 0.3688 5.455* 1.0000 l. 5417 
111 Rate of return on total assets 

employed l. 5744 0.3329 4.729* 1.0000 1.4792 
112 Rate o f return on common stock-

holders equity 2.1696 0.3669 5 . 913* l. 0000 1.5625 

>--' 
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Table 8 continued. 

Task Mean Squares Means 
Number Task Description Between lHthin F Ratio Employees Teac hers 

113 Earnings per share of common 
stock 2 . 0119 0.4730 4 . 254* 1.1250 l. 6667 

114 Price earnings ratio 1 . 8601 0.4047 4.596 * 1.1250 l. 6458 
Comparative analysis: 

115 Balance s heet 4.5268 0 . 8947 5.060* l. 2500 2.0625 
116 Income statement 4 . 5268 0 . 8947 5 . 060* 1.25 0 0 2.0625 
117 Analysis of accounts receivable 4.2976 0 . 8619 4 . 986* 1.3750 2.1667 
118 Dividends per share 4.0744 0.5644 7.219* l. 0000 1.7708 

Operate 

119 Te n-key add i ng machine 5.5030 0 . 6015 9.149* 4.0000 4.8958 
120 Calculator 0.6696 0 . 6169 l. 086 4 . 5000 4.81 25 
121 Dictating equipment 15.8601 2.3029 6.887* l. 8 7 50 3 . 3958 
122 Te l e phone equipment 2.8601 l. 5737 l. 817 5.0000 4. 35 42 
12 3 Cash register 35.3601 2.2496 15.718* 2.0000 4 . 27 08 
125 Bookkeeping machine 34.0744 2 . 0644 16.505* l. 5000 3. 7292 

Perform Data Processin9 
Activities 

1 26 Prepare input for automated 
processing 9 . 6696 2.6609 3 . 6 34 1.8750 3. 0625 

127 Utilize printed output 8.6786 2 .6829 3.235 1.8750 3.0000 
128 Opera t e computer 4 . 7619 2.2924 2.077 l. 3750 2.2083 

I-" ... ... 



Table 8 continued . 

Task 
Number 

129 
130 
131 
132 

Task Description 

\~rite programs 
Initiate and prepare flowcharts 
Use pegboard system 
Operate a terminal to a computer 

system 

Mean Squares 
Between rli thin 

l. 07 4 4 1.4140 
3.4405 0.9614 

15 . 8601 2.2959 

7.7411 2.3275 

Means 
F Ratio Employees Teachers 

0.760 1.3750 1 . 7708 
3.579 1 . 0000 6.7083 
6 . 908 1. 0000 2 . 5208 

3.326 1.3750 2.4375 

I-" 
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Teachers-employees and frequency by medium business 

The results of one-way analysis of variance tests for 

teachers-employees and frequency by medium businesses for 

each task are shown in Table 9. Of the 132 tasks listed, 

teachers rated 128 tasks higher than entry- level employees . 

In the categories of journals maintained; ledgers main­

tained; record(post); working papers; depreciation; 

inventories; business mathematics calculations; payroll 

and statements there was a significant difference between 

the opinions of teachers and entry- level employees on most 

tasks. Teachers and entry - level employees did not disagree 

on the preparation of payroll tax reports, operating equip­

ment and data processing activities. In the category of 

financial statement analysis teachers and entry -level 

employees did not disagree on basic analysis tools but 

disagreed on the more complex analyt ical tools. 



Table 9. One - way a nalysis of variance on opinions of teachers and entry-level 
employees of med ium businesses on frequency--significance at .05 level 
indica ted by * 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Journals Maintained 

l General 17.6458 1.2867 13.715* 2.2500 3 . 8542 
2 Cash receipts 4.2976 1.7762 2.420 3.5000 4.2917 
3 Cash payments 11.4405 1.6281 7.027* 3 . 0000 4 . 2917 
4 Check register 1.3125 2.3183 0.566 3.3750 3 . 8125 
5 Combined cash 11.8125 2.0058 5 . 88 9* 2.7500 4 . 0625 
6 Sales 20.0119 1.5100 13.253* 2.3750 4.0833 
7 Sales returns and allowances 18.5744 1.8399 10 . 095* 1 . 6250 3.2708 
8 Purchases 36.6696 1.3461 27.242* l. 6250 3 . 9375 
9 Purc has e returns and allowances 1 2 . 9643 1.9606 6.612* 1.8750 3.2500 

10 Voucher register 1 5 . 0030 1.9996 7.503* 2 .000 0 3.4792 
11 Petty cash register 21.0000 1.7593 11.937* 2.0000 3.7500 

Ledgers Maintained 

1 2 General 26 . 2976 0.7762 33.878* 2 . 0000 3.9583 
13 Accounts receivable 31.5744 0.8954 35 . 261* 2 . 1250 4. 2708 
14 Notes receivable 8 .67 86 1.4606 5.942* 1.8750 3.000 0 
15 Payroll l. 1905 l. 3272 0.897 3.00 00 3 .4167 
16 Accounts or vouchers payable 19.5268 1.1519 16.922* 2 . 2500 3.9375 
17 Plant (fixed assets) 2 . 1696 0.9595 2.261 1.7500 2.3125 
18 Materials and stores ledqers 11.4405 l. 54 71 7.395* 1.6250 2.9167 

!-' ..,. 
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Table 9 c ontinued. 

Task Mean Squares Means 
Number Task Description Be tween Within F Ratio Employees Teachers 

Initiate or Prepare 

20 Data for electronic equipment 0.1071 2.8750 0.037 3 .0000 3 . 1250 
21 Adjusting entries 0.4286 1.2130 0.353 2.2500 2 . 5000 
22 Closing entries 9 . 3333 0.9221 10.122* 1.3750 2.5417 
23 Entries to adjust inventory 

ledger cards 11.4405 0 . 6281 18 . 215* 1.0000 2.2917 
24 Entries for purchase of 

materials 3 . 2411 1 . 7812 1 . 820 2.6250 3.3125 
25 Entries for issuance of 

materials 16 . 7411 2.0590 8 . 131* 1.6250 3.1875 
27 Expense accounts 6 . 2976 1.5540 4.052* 2.5000 3.4583 
28 Bank deposits 5.0030 1.2774 3.917 3.5000 4.3542 
29 Withholding tax c alculation 2.6786 1.1713 2 . 287 2.5000 3.1250 
30 Entries for depreciation 4.2976 0.6397 6.719* 1.3750 2.1667 
31 Entries for bad debts 7 . 4405 0.6559 11. 345* 1 . 2500 2.2917 

Record (post) 

32 Entries in ledgers f rom j ournals 19.0476 1.0123 18.815* 2.5000 4.1667 
33 Adjusting entries 3.6458 0.8214 4.439* 1 . 8750 2.6042 
34 Closing entries 5.0030 0.8700 5.751* l. 7500 2.6042 
35 Purchase of materials 29 . 1696 l. 17 94 24.733* 1.3750 3.4375 
36 Issuance of materials 25.7411 1. 7813 14.451* l. 3750 3 . 3125 
37 Opening a set o f books 2.33 3 3 0.9776 2 .3 87 1.1250 l. 7083 
38 Data in ledgers from special 

j ournal 28 . 0030 1.2774 21.922* 1.2500 3 . 2708 .... 
""" (X) 



Table 9 continued. 

Task Mean Squares Means 
Number Task Description Between Hi thin F Ratio Employees Teachers 

Haintain, Analyze or Do 

39 Payroll tax records 0.4286 1.0023 0.428 2.8750 3.1250 
40 Sales tax records 8.6786 l. 164 4 7.454* 1.8750 3.0000 
41 Perpetual inventories 18 . 5744 1.6917 10.979* l. 6250 3 .2 708 
42 Add (foot) and balance ledger 

accounts 15.8601 1.2404 12.787* 1.7500 3.2708 
4 3 Add (foot), balance and total 

columns in special journal l3. 3601 0.8052 16.593* l. 7500 3.1458 
44 Rule and balance accounts 5.5030 1.1570 4.756* 2 .0000 2.8958 
45 Verify balances of control 

accounts with subsidiary 
ledger 4.0744 0.7010 5 .81 2* 2.3750 3.1458 

46 Discount notes 11.8125 l. 4688 8.043* 1.2500 2.5625 
47 Work with promissory notes 8.2601 1.1825 7.070* 1.3750 2.4792 
48 Checking account 9.6696 1.3947 6.933* 3.2500 4.4375 
49 Petty cash records 14.1696 1.4595 9.709* 2.7500 4.1875 

Working Papers Used 

50 Trial balance 21.0000 0.6204 33.851* 1.2500 3.0000 
51 Post-closing trial balance 16.7411 0.5706 29 . 339* 1.2500 2.8125 
52 Worksheet 17.1905 0.6698 25.667* 1.2500 2.8333 

Prepare Computations for 

53 Straight line de preciation 5.0030 0.703 3 7 .11 3* 1.2500 2.1042 t-' 

54 Units of production depreciation 3.4405 0.6211 5.539* 1.1250 1.8333 ,.,. 
'"' 



Table 9 continued. 

'.T"ask Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

55 Sum- of-the-years digits 
depreciation 3.0476 0.5702 5.345* 1.1 250 1.7917 

56 Declining balance depreciation 4.0744 0.6177 6.596* 1.1250 1.8958 
57 Depletion 3 .440 5 0.5471 6.289* l. 12 50 1.8333 
58 Uncollectible accounts 2 . 5030 1.0899 2 . 297 l. 8 7 50 2.4792 
59 Inventory amount on hand 11.4405 0.9522 12.015* 1.2500 2.5417 
60 Inventory physical count 6 . 2976 0.6767 9.306* 1. 3750 2.3333 
61 Perpetual inventory 14.1696 1.3669 10.366* 1.2500 2.6875 
62 FIFO inventory 5.2500 0.5787 9.072* l. 0000 l. 8 7 50 
63 LIFO inventory 4.7619 0. 4 9 38 9.643* l. 0000 1.8333 
64 Weighted average inventory 4.5268 0.5058 8.950* l. 0000 1.8125 
65 Specific inventory 3.2411 0.5590 5.798* l. 1250 1.8125 
66 Interest receivable 3 .4405 0.8410 4.091* 1.7500 2 .45 83 
67 Interest payable 7.1458 0.8885 8.043* 1. 5000 2.5208 
68 Hark up 22.0119 l. 5656 14.060* l. 37 50 3 .1667 
69 Markdown 27.4286 l. 5208 18.035* 1.1250 3.1250 
70 Trade discounts 19 .047 6 2,0586 9 . 253* 1.7500 3.4167 
7l Cash discount 21.0000 1.9167 10.957* 1.7500 3.5000 
73 Figures payroll 6.2976 0.9614 6.550* 2.5000 3 .458 3 
74 Overtime 7.1458 1.0367 6.893* 2.5000 3.5208 
75 Shift premiums 10.7143 1.2778 8 . 385* 2 .0000 3.2500 
76 Vacation and holiday pay 9.0030 1.2566 7.165 * 1.8750 3 .0 208 
77 Bonuses 5.0030 1.2959 3.861 2.0000 2.8542 
78 Pension and annuity payments 7.1458 1. 3700 5.216 * 1.7500 2. 7708 

Payroll taxes: 
81 FICA 5.5030 1.0992 5.007* 2.3750 3 . 2708 
82 Sta te unemployment 3.8571 1.2130 3 . 180 2.2500 3 .0000 

1-' 
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Table 9 continued. 

Task Mean Squares Means 
Number Tc.sk Description Between Within F Ratio Employees Teachers 

83 Federal unemployment 5 . 2500 1.2384 4.239* 2.1250 3.0000 
84 Federal withholding 5 . 5030 1.1362 4 . 843* 2.3750 3 . 2708 
85 State withholding 5 . 0030 1.1547 4.333* 2 . 3750 3 . 2292 
86 workmen ' s compensation 2 . 3333 1.3364 1 . 746 2.2500 2 . 8333 

Statements: 
87 Balance sheet 11.0744 0 . 6825 16.227* 1.3750 2.6458 
88 Income statement 11.0744 0.6454 17.158* 1 . 3750 2.6458 
89 Capital statement 14.5833 0.4545 32.088* 1 . 1 250 2.5833 
90 Retained earnings statement 15.0030 0 . 4441 33 . 786* 1.0000 2.4792 
91 Statement of changes in 

financial position 9.6696 0.6169 15.675* l. 0000 2 . 1875 
92 Cash flow statement 4.7619 0.8480 5.615* 1.3750 2.2083 

Tax Reports: 
93 Employee withholding 2 . 0119 0.5656 3.557 1.8750 2 . 4167 
94 FICA l. 8601 0.4880 3. 811 1.8750 2.3958 
95 Federal unemployment compen-

sation l. 07 4 4 0.4880 2.201 1.8750 2.2708 
96 State unemployment compen-

sation l. 0744 0 . 4880 2.201 1 . 8750 2 . 2708 
97 State sales and use tax 1.0744 0 . 5621 1.911 1.8750 2 . 2708 
98 Schedule of accounts receivable 4 . 2976 0.5656 7.599* 2.1250 2.9167 
99 Schedule of accounts payable 4.2976 0.5656 7.599* 2 . 1250 2 .9167 

Financial Statement Analysis 

Ratios and percentages : 
100 Current ratio l. 714 3 0.5949 2 . 882 1.1250 1 . 6250 
101 Acid test ratio 1 . 8601 0.4441 4 . 189 l. 0000 1.5208 

f-' 
U1 
f-' 



Table 9 continued. 

Task Hean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

102 Percentage of increase or 
decrease 0.7619 0.8110 0.940 l. 3750 1 . 7083 

--~ ------
103 Trend percentages o:76i9 0.5772 l. 320 l. 2500 1.5833 

----- --- -

104 Common size statements 0 . 5833 0.5448 l. 071 l. 2500 1.5417 
105 Turnover of accounts receivable 4.2976 0 . 8989 4.781* l. 12 50 l. 9167 
106 Days sales uncollected 5.2500 l. 6088 3.263 1.1250 2.0000 
107 Turnover of merchandise 

inventory 2 .1696 0.6447 3 .365 l. 2500 1.8125 
108 Capital contributions of owners 

and creditors 3.6458 0.5829 6.254* 1.0000 l. 7292 
109 Pledged plant assets to long-

term liabilities 1.8601 0 . 3700 5.028* l. 0000 l. 5208 
110 Times fixed interest charges 

were earned 2. 0119 0.3688 5.455* l. 0000 1.5417 
111 Rate of return on total assets 

employed 1.5744 0.3329 4 . 729* 1 . 0000 1.4792 
112 Rate of return on common stock-

holders equity l. 312 5 0.3831 3.426 1.1250 l. 5625 
113 Earnings per share of common 

stock 2.0119 0.4730 4.254* 1.1250 l. 6667 
114 Price earnings ratio 1.8601 0.4047 4.596* 1.1250 l. 6458 

Comparative analysis: 
115 Balance sheet 2.1696 0.9780 2.218 1.5000 2 . 0625 
116 Income statement 2.1696 0.9780 2.218 1.5000 2.0625 
117 Analysis of accounts receivable 3.0476 0.9012 3.382 l. 5000 2.1667 
118 Dividends per share l. 8601 0.6292 2.956 1.2500 l. 7708 

._.. 
Ul 
N 



Table 9 continued. 

Task 
Number Task Description 

Operate 

119 Ten - key adding machine 
120 Calcula·tor 
121 Dictating equipment 
122 Telephone equipment 
123 Cash register 
125 Bookkeep i ng machine 

Perform Data Processing 
Activities 

126 Prepare input for automated 
processing 

127 Utilize printed output 
128 Operate computer 
129 Write programs 
130 Initiate and prepare flowcharts 
131 Use pegboard system 
132 Operate a terminal to a computer 

system 

Mean Squares 
Between Within F Ratio 

0 . 5030 0.3029 l. 661 
0.6696 0 . 6169 l. 086 
1.0744 2.5459 0.422 
0. 1 458 1.8329 0.080 

35.3601 2.2496 15.718* 
34.0744 2.0644 16.505* 

4.5268 2.8090 l. 612 
0.9643 2 . 9236 0 . 330 
8.0476 2.1628 3. 721 
4 . 0744 1.2681 3 . 213 
2 . 3333 0.9776 2.387 
7 . 1458 2 . 5552 2.797 

2.1696 2 . 5313 0.857 

Means 
Employees Teachers 

4.6250 4 . 8958 
4 .5000 4.8125 
3 . 0000 3 . 3958 
4 . 5 0 00 4.3542 
2.0000 4.2708 
l. 5000 3 . 7292 

3.8750 3.0625 
3.3750 3.0000 
1.1250 2 . 2083 
l. 0000 1 . 7708 
1 . 1250 l. 7083 
l. 5000 2.5208 

l. 87 50 2.4375 

..... 
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Teachers - employee s and frequency by large business 

The results of one-way analysis of variance tests 

for teachers-employees and frequenc y by large businesses 

for each task are shown in Table 10 . Of the 132 tasks 

listed , teachers rated 11g tasks higher than entry-level 

employees. In the categories of journals maintained; 

154 

working papers; maintain, analyze or do; depreciation; 

inventories; business mathematical calculations; statements; 

tax reports and financial statement analysis, there was 

a significant difference between the opinions of teachers 

and entry-level employees on most tasks. Teachers and 

entry- level employees did not disagree on most of the tasks 

relat ing to payroll preparation and the performing of data 

processing activities. 



Table 10. One- way analysis of variance on opinions of teachers and entry-level 
employees of large businesses on frequency--significance at .05 level 
indica ted by * 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Journals Maintained 

1 General 17.6458 1.4348 12.298* 2.2500 3 . 8542 
2 Cash receipts 4.2976 1 .7 76 2 2.420 3.5000 4. 2 917 
3 Cash payments 19.0476 1.6628 11.455* 2.6250 4.2917 
4 Check register 29.1696 2.0891 1.3.963* 1.7500 3 0 812 5 
5 Combined cash 49.5268 1.605 3 30.852* l. 37 50 4.0625 
6 Sa les 8.0476 l. 475 3 5.455* 3.0000 4.0833 
7 Sa l es returns and allowances 11.0744 1.95 33 5.670* 2. 0000 1 .2708 
8 Purc hases 19.5268 1.5984 12.217* 2.2500 3.93 75 
9 Purchase returns and allowances 27.4286 1.6759 16.366* l. 2500 3.2500 

10 Voucher register 34.0744 1.6200 21.034* l. 2500 3.4792 
11 Petty cash register 42.8571 1.3796 31.064* 1.2500 3.7500 

Ledgers Maintained 

12 General 12.1905 1.0 332 ll. 799* 2.6250 3.9583 
13 Accounts receivable 1 . 0744 0.8584 l. 252 3.8750 4.2708 
14 Notes receivable 5.2500 1.4606 3 .594 2.1250 3. 0000 
1 5 Payroll l. 4 4 05 1.1582 l. 244 3.8750 3.4167 
16 Accounts or vouchers payable 7.7411 1.2164 6 . 364* 2.8750 3 . 9375 
17 Plant (fixed assets) 7.7411 0.8484 9.125* 1.2500 2 . 3125 
18 Ma t e rials and stores l edgers 19.0476 1.4290 1 3 .3 29* l. 2500 2.9167 

I-' 
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Table 10 continued. 

Task Mean Squares Means 
Number Task Description Between Fli thin F Ratio Employees Teachers 

Initiate or Preeare 

20 Data for electronic equ ipment 0.1071 2. 7269 0.039 3.0000 3.1250 
21 Adjusting entries 0.4286 1.2870 0.3 33 2.7500 2.5000 
22 Closing entries 4.2976 1.1373 3 .779 1.7500 2.5417 
23 Entries to adjust inventory 

l edger cards 7.44 0 5 0.6929 10.738* 1.2500 2 . 29 1 7 
24 Entries for purchase of 

materials 7 .7411 l. 7743 4.363* 2.2500 3.3125 
25 Entries for issuance of 

materials 32 .812 5 1.8762 17.489* 1 . 0000 3.1875 
27 Expense accounts 33 .4405 1.2114 27.604* 1.2500 3 .458 3 
28 Bank deposi t s 0.0030 0.7936 0.004 4.3750 4.3542 
29 Withholding tax calculat i ons 0.4286 1.2431 0.34 5 3.3750 3. 1250 
30 Entries for depreciation 5.7619 0.6327 9.107* l. 25 00 2. 166 7 
31 Entries for bad debts 4.2976 0.8503 5.054* 1.5000 2.2917 

Record (post) 

32 Entries in ledgers from journals 19.0476 1.0123 18.815* 2.5000 4.1667 
33 Adjusting entries 0.8601 0.8329 l. 033 2.2500 2 .6042 
34 Closing entr i es 12.5744 0.6478 19.412* 1.2500 2.6042 
35 Purchase of materials 14.1696 1.5521 9.129* 2.0000 3 .4375 
36 Issuance of materials 36.6696 1.7095 21.451* l. 0000 3.3125 
37 Opening a set of books 3 .440 5 0.9614 3.579 l. 0000 l. 7083 
38 Data in ledgers from special 

jou rnal 14.8601 1.4996 10.576* 1.7500 3 .2708 >--' 
U1 
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Table 10 continued. 

------
Task Mean Squares Means 

Number Task Description Between Within F Ratio Employees Teachers 

Maintain, Analyze or Do 

39 Payroll tax records 0.1071 1.0231 0.105 3.0000 3.1250 
40 Sales tax records 0.9643 1.3681 0.705 2.6250 3.0000 
41 Perpetual inventories 35.3601 1.5089 23.435* l. 0000 3.2708 
42 Add (foot) and balance l edger 

accounts 9.0030 l. 3029 6.910* 2.1250 3.2708 
43 Add (foot), balance and t ota l 

columns in special journal 5.5030 0.8422 6.534* 2.2500 3 .145 8 
44 Rule and balance accounts 5.5030 1.1200 4.913* 2.0000 2.8958 
45 Verify balances of control 

accounts with subsidiary 
ledger 7 .145 8 0.7195 9.931* 2.1250 3.1 458 

46 Discount notes 16.7411 1.4039 11.924* 1.0000 2.5625 
47 Work with promissory notes 10.3601 1.1 755 8.813* 1.2500 2.4792 
48 Checking account 7.7411 l. 2535 6.176* 3.3750 4.4375 
49 Petty cash records 14 . 1696 1.3113 10.805* 2.7500 4.1875 

Working Papers Used 

50 Trial balance 6.8571 0.8519 8.050* 2.0000 3 .0000 
51 Post-closing trial balance 16.7411 0.5706 29.339* 1.2500 2.8125 
52 Worksheet 12.1905 0.7160 17.025* 1. 5000 2.8333 

Prepare Computa tion s For 

53 Strai ght line deprec iatio n 2.5030 0.7867 3 .1 82 l. 5000 2 .1042 I-" 
Vl _, 



Table 10 continued. 

Task Mean Squares Means 
Numher Task Description Between Within F Ratio Employees Teachers 

54 Units of production depreciation 4 . 7619 0 . 6049 7.872* 1.0000 l. 8333 
55 Sum-of-the-years digits 

depreciation 4.2976 0.5540 7.757* l. 0000 l. 7917 
56 Declining balance depreciation 1.8601 0.6732 2.763 1.3750 1.8958 
57 Depletion 4.7619 0.5309 8 . 970* l. 0000 l. 8333 
58 Uncollectible accounts 2.5030 1.1640 2.150 l. 8750 2.4792 
59 Inve ntory amount on hand 5.7619 0.9961 5.784* 1 . 6250 2.5417 
60 Inventory physical count 6.2976 0.6767 9.306* 1.3750 2.3333 
61 Perpetual inventory 16.7411 1.3183 12.699* 1.1250 2.6875 
62 FIFO inventory 2.6786 0.6435 4.162* l. 2500 1.8750 
63 LIFO inventory 4 . 7619 0.4938 9.643* l. 0000 1.8333 
64 Weig hted average inventory 2.1696 0.5706 3.802 l. 2500 1.8125 
65 Specific inventory 3 .2411 0.5590 5.798* 1.1250 1.8125 
66 Interest receivable 10.0119 0 . 7670 13.054* 1 . 2500 2 . 4583 
67 Interest payable 9.0030 0.8492 10 .602* 1.3750 2.5208 
68 Markup 32.1905 1.4938 21.549* l. 0000 3.1667 
69 Markdown 30.9643 1 . 5046 20.579* l. 0000 3.1250 
70 Trade discounts 25 . 1905 2 . 0679 12.182* 1.5000 3.4167 
71 Cash discount 27.4286 1 . 9259 14.242* l. 5000 3 . 5000 
73 Figures payroll 0.5833 0.8410 0.694 3.7500 3.4583 
74 Overtime 0.0744 0.9603 0.077 3.6250 3.5208 
75 Shift premiums 0.9643 1.4792 0.652 2.8750 3.2500 
76 Vacation and holiday pay 0 . 8601 1.4232 0.604 3.3750 3.0208 
77 Bonuses 3.6458 l. 3121 2.779 2 . 1250 2.8542 
78 Pension and annuity payments 9.0030 1.2658 7.112* 1.6250 2.7708 

Payroll taxes: 
81 FICA 0 . 0030 0.8329 0.004 3 . 2500 3.2708 

1-' 
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Table 10 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

82 State unempl oyment 0.1071 0 . 9792 0 . 109 2 . 8750 3.0000 
83 Federal unemployment 0.9643 1.0347 0 . 932 2 . 6250 3.0000 
84 Federal wi thholding 0.5030 0.9533 0 . 528 3. 0000 3 . 2708 
85 State withholding 0.3601 0.9348 0 . 385 3.0000 3.2292 
86 Workmen ' s compensation 2.3333 l. 1512 2. 027 2.2500 2.8333 

Statements: 
87 Balance sheet 11.0744 0 . 6825 16.227* 1.3750 2.6458 
88 Income statement 11.0744 0.6454 17 . 158* 1 . 3750 2.6458 
89 Capital statement 12.1905 0.5031 35.341* l. 2 500 2 . 5833 
90 Retained earnings statement 10 . 3601 0.5089 20.359* 1 . 2500 2 . 4792 
91 Statement of changes in 

financial position 6.0268 0.6 817 8.841* 1.2500 2.1875 
92 Cash flow statement 6.2976 0.7670 8 . 211* l. 2500 2.2083 

Tax reports : 
93 Employee withholding 4.2976 0. 6211 6.919* 1 . 6250 2.4167 
94 FICA 4 . 0744 0.5436 7.495* l. 6 250 2.3958 
95 Federal unemployment coMpen -

sation 5 . 5030 0.4695 ll. 720* l. 3750 2.2708 
96 State unemployment compen -

sation 5.5030 0.4695 ll. 720* 1.3750 2.2708 
97 State sales and use tax l. 8601 0 . 5737 3 . 242 l. 7500 2.2708 
98 Schedule of accounts receivable 1.1905 0.6235 l. 909 2 . 5000 2.9167 
99 Schedule of accounts payable 2. 0119 0 . 6582 3.057 2.3750 2.9167 

,... 
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Table 10 continued. 

Task Mean Squares Means 
Number Task Description BetHeen Within F Ratio Employees Teachers 

Financial Statement Analysis 

Ratios and percentages: 
100 Current ratio 0 . 9643 0.6435 1. 4 98 1. 2500 1. 6250 
101 Acid test ratio 1. 8601 0.4441 4.189* 1. 0000 1.5208 
102 Percentage of increase or 

decrease 1. 4 4 05 0 . 8040 1. 792 l. 2500 1.7083 
10 3 Trend percentages 2.3333 0.5123 4.554* 1.0000 1.5833 
104 Common size state ments 2. 0119 9.4799 4.192* 1.0000 1. 5417 
10 5 Turnover of accounts receivable 5.7619 0.8827 6.527* 1. 0000 1. 9167 
106 Days sales uncollected 6.8571 l. 5926 4.306* 1.0000 2. 0000 
107 Turnover of merchandise 

inventory 2.1696 0.6447 3.365 1. 2500 1.8125 
108 Capital contributions of owners 

and creditors 3.6458 0.5829 6.254* 1.0000 1. 7292 
109 Pledged plant assets to long-

term liabilities l. 8601 0.3700 5.028* 1. 0000 1. 52 08 
110 Times fixed interest charges 

were earned 2. 0119 0. 3688 5.455* 1. 0000 1 . 5417 
111 Rate of return o n total assets 

employed 1. 5744 0.3329 4 . 729* 1 .0000 1.4792 
112 Rate of return on common stock-

holders equity 2.1696 0.3669 5.913* 1.0000 1.5625 
11 3 Earnings per share of common 

stock 3.0476 0.4568 6 . 672* 1.0000 1. 6667 

,_, 
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Table 10 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

114 Price earnings ratio 2 . 8601 0.3885 7.362* l. 0000 1.6458 
Comparative analysis: 

115 Balance sheet 2.1696 0.9780 2.218 l. 5000 2.0625 
116 Income statement 2.1696 0.9780 2.218 1.5000 2.0625 
117 Analysis of accounts receivable 5.7619 0.8179 7.045* l. 2500 2.1667 
118 Dividends per share 4.0744 0.5644 7.219* 1.0000 l. 7708 

Operate 

119 Ten-key adding machine 1.0744 0.4163 2.581 4.5000 4.8958 
120 Calculator 0 . 2411 0 .3 576 0.674 5.0000 4.8125 
121 Dictating equipment 39.3601 1.9533 20.150* l. 0000 3 . 3958 
122 Telephone equipment 2.8601 1.5737 l. 817 5.0000 4.3542 
123 Cash register 52.6458 2.0644 25.501* 1.5000 4. 2708 
125 Bookkeeping machine 51.0744 1.8052 28.293* l. 0000 3. 7292 

Perform Data Processing 
Activities 

126 Prepare input for automated 
processing 1.3125 2.7928 0.470 3.5000 3 .06 25 

127 Utilize printed output 1.7143 2.8148 0.609 3 .5000 3.0000 
128 Operate computer 3.4405 2.4059 l. 4 30 l. 5000 2.2083 
129 Write programs 0.5030 1.5274 0.329 l. 5000 l. 7708 
130 Initiate and prepare flowcharts 1.4405 0.9892 l. 456 1.2500 l. 7083 

,__. 
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Table 10 continued. 

Task 
Number 

131 
132 

Task Description 
Mean Squares 

Between Within 

Use pegboard system 15.8601 2.2959 
Operate a terminal to a computer 

system 2.1696 2.5313 

Means 
F Ratio Employees Teachers 

6.908* 1.0000 2 . 5208 

0 . 857 1.8750 2.4375 

f-' 
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Teachers-employees and performance by small business 

The results of one-way analysis of variance tests for 

teachers-employees and performance by small business for 

each task are sho~m in Table 11. Of the 132 tasks listed, 

teachers rated 110 tasks higher than entry-level employees. 

In the categories of working papers; inventories; business 

mathematical calculations and preparing statements, there 

was a significant difference in the opinions of teachers 

and entry-level employees when considering performance 

by small business. In the categories of journals main-

tained; ledgers maintained; initiate or prepare; record 

(post); maintain, analyze or do; payroll calculations; 

financial statement analysis; operate equipment and per­

form data processing activities the teachers and entry­

level employees did not disagree on most tasks. 



Table 11 . One- way analysis of variance on opinions of tea : her s and entry-level 
employees of small businesses on performance- -significance at .05 level 
indicated by * 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Journals Maintained 

1 General 1. 7143 1. 08 3 3 1. 582 3 . 7500 3.2500 
2 Cash receipts 0 . 2411 1.2535 0.192 3 . 3750 3 .5625 
3 Cash payments 0 . 8601 1.3862 0 . 620 3.1250 3.4792 
4 Check register 1.4405 1.5448 0 . 932 2.7500 3.2083 
5 Combined cas h 25. 1 905 1.1420 22.059* 1. 5000 3.4167 
6 Sales 1.5744 1.2936 1. 217 2.8750 3.3542 
7 Sales returns and allowances 2 . 0119 1. 5448 1. 302 2.2500 2 .7917 
8 Purchases 4 . 5268 1.2650 3.578 1. 5000 3.3125 
9 Purchase returns and allowances 11.0744 1.4163 7.819* 1. 5000 2. 7708 

10 Voucher register 14.5833 1.0725 13.597* 1. 5000 2.9583 
11 Petty cash register 34 . 0744 0.9348 36.45 1 * 1 . 0000 3.2292 

Ledgers Maintained 

12 General 0.1458 1. 1292 0.129 3.7500 3.6042 
13 Accounts receivable 1. 07 4 4 0.9163 1.17 3 4 . 2500 3 . 8542 
14 Notes receivable 5 . 5030 1 . 5529 3.544 2 . 1250 3 . 0208 
15 Payroll 1. 07 4 4 1. 4348 0.749 4.0000 3.6042 
16 Accounts or vouchers payable 0.0268 1. 3669 0.020 3.5000 3 . 4375 
17 Plant (fixed assets) 0.8601 1. 5737 0. 5 47 3.0000 2.6458 
18 Materials and stores l edgers 0 . 8601 1. 4441 0 . 596 2.5000 2 . 8542 

,_. 
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Table 11 continued. 

Task r:ean Squares Means 
Number Task Description Between Within I' Ratio Employees Teachers 

Initiate or Prepare 

20 Data for electronic equipment 4 . 0744 1.7311 2.354 1 . 7500 2 . 5208 
21 Adjusting entries 5 . 2500 1.6528 3.176 2.0000 2.8750 
22 Closing entries 2 . 8601 1 . 8885 l. 514 2 . 2500 2.8958 
23 Entries to adjust inventory 

ledqer cards 6 . 0268 l. 5868 3.798 l. 6250 2.5625 
24 Entries for purchase of 

materials 1.4405 l. 7762 0. 811 2.5000 2.9583 
25 Entries for issuance of 

materials 14.1696 1.5405 9.198* 1.3750 2 . 8125 
27 Expense accounts 4.7619 1.4035 3 . 393 2 . 3750 3.2083 
28 Bank deposits 2 . 6786 l. 0880 2.462 4 . 2500 3 . 6250 
29 Withholding tax calculatio ns l. 3125 1.4039 0.935 3.7500 3.3125 
30 Entries for depreciation 1.3125 1.7164 0.765 2.1250 2.5625 
31 Entries for bad debts l. 07 4 4 1.5714 0.684 2.1250 2.5208 

Record (post) 

32 Entries in ledgers from journals 18 . 1071 1.0880 16 . 643* 2.2500 3 . 8750 
33 Adjusting entries 4.7619 1.5401 3.092 2.2500 3.0833 
34 Closing entries 1.5744 1.5621 1 . 008 2.6250 3.1042 
35 Purc hase of materials 9 . 0030 1.3329 6 . 765* 2.0000 3.1458 
36 Issuance of materials 11.8125 1.4502 8.145* l. 7500 3.0625 
37 Opening a set of books 4 . 7619 2 . 1327 2.233 l. 7500 2.5833 
38 Data in led~ers from spec i a l 

journal 11.4405 l. 4429 7.929* 2.0000 3.2917 f-' 
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Table 11 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Maintain, Analyze or Do 

39 Payroll tax records 1. 5744 0.9695 1. 624 3 .87 50 3.3958 
40 Sales tax records 12.9643 1.2454 10.410* 2.0000 3.3750 
41 Perpetual inventories 18.1071 1.2940 13.993* 1.3750 3.0000 
42 Add (foot) and balance ledger 

accounts 0.8601 1.386 2 0.620 3.1250 3.4792 
43 Add (foot), balance and total 

columns in special iournal 1.3125 1.3669 0. 960 3.0000 3.4375 

44 Rule and balance accounts 21.5030 1.6570 12.977* 1.5000 3 . 2708 
45 Verify balances of control 

accounts with subsidiary 
ledger 4 .526 8 1.4016 3 .2 30 2.6250 3.4375 

46 Discount notes 11.0744 1.7566 6.305* 1.3750 2 .64 58 
47 ~lark with promissory notes 4.2976 1.5448 2 .7 82 1.7500 2 . 5417 
48 Checking account 5.5030 1.2311 4 . 470* 3.0000 3 . 8958 
49 Petty cash records 16.2976 1.1767 13.850* 2.1250 3 .6 667 

Working Papers Used 

50 Trial balance 9.6696 1. 728 0 5.596* 2.2500 3 .4 375 
51 Pos t-closing trial balance 8 .67 86 1.6806 5.164* 2 .2 500 3.3750 
52 Worksheet 1.1905 1.6813 0.708 2.8750 3.2917 

..... 
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Table ll cont inued . 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Prepare Computations For 

53 Straight line depreciation 3.4405 1.60 26 2 .147 1.8750 2.5833 
54 Units of production depreciation 6 . 2976 1.3804 4 .562* l. 06 07 l. 1910 
55 Sum-of-the-years digits 

depreciation l. 5744 1.55 29 l. 014 1 . 8750 2.3 54 2 
56 Declining balance depreciation 1 .8 601 1.5251 l. 22 0 1.8750 2.3958 
57 Depletion 4 . 5268 1.2442 3 . 638 1.3750 2.1875 
58 Uncollectible accounts 2.1696 l. 3669 l. 587 2 .0000 2.5625 
59 Inventory amount on hand 22 . 5268 1.2465 18.072* l. 0000 2.8125 
60 Inventory physical count 15 . 8601 1.3399 ll. 837* 1. 375 0 2 . 8958 
61 Perpetual inventory 16.7411 1.0336 16.197* l. 0000 2 . 5625 
62 FIFO inve ntory 8.6786 1 . 0602 8 .186* l. 0000 2. 1 250 
6 3 LIFO inventory 8.0476 0 . 99 38 8.098* l. 0000 2.0833 
64 Weighted average inventory 7 .440 5 1.1096 6.7 06 * l. 0000 2.0 41 7 
65 Specific inventory 6.5744 1.0181 6.457* 1.0000 l. 9792 
66 Interest rece i vab l e 3.44 05 1 . 380 4 2 . 492 1.8750 2 . 5833 
67 Interest payable 4.5268 l . 392 4 3.25 1 1.8750 2 .6 875 
68 Markup 15.0030 1.108 4 13.536* 1.3750 2.8542 
69 Markdown 15.0030 1.1084 1 3.53 6* 1. 375 0 2 . 8542 
70 Trade discounts 12 .1905 1 . 1 813 10. 31 9* 1 . 6250 2.9583 
71 Cash d i scount 10.3601 l. 2473 8 . 306* 1.8750 3.1 04 2 
73 F i gures payroll 1.4405 1.0841 l. 32 9 3.8750 3.4167 
74 Overtime 4.2976 1. 2137 3.541 2 . 6250 3 . 4167 
75 Shift premiums 11.8125 l. 4873 7.942* l. 7500 3.0625 
76 Vacation and holiday pay 0.1905 l. 4198 0.134 3 .0000 3. 1667 
77 Bonuses l. 5744 l. 4 996 l. 050 2.500 0 2 .9 792 .... 
78 Pension and annuity payments 0.1071 1.6829 0.064 2 .6 250 2 . 7500 "' -.J 



Table ll continued. 

Task Mean Squares Means 
Number Task Descriptio n Between Within F Ratio Employees Teachers 

Payroll taxes: 
81 FICA 0.8601 1.3329 0.645 3.5000 3.1458 
82 State unemployment 1.4405 1.4059 l. 025 3.5000 3.0417 
83 Federal unemployment 1.4405 1.4059 l. 025 3.5000 3.0417 
84 Federal withholding 0.5030 l. 2311 0.409 3.5000 3.2292 
85 State withholding 0.5030 1. 2311 0.409 3.5000 3.2292 
86 Workmen's compensation 0. 2411 1.4688 0.164 3.0000 2.8125 

Statements: 
87 Balance sheet 13.7619 1.7068 8.063* 1.7500 3.1667 
88 Income statement 4.0744 1.7380 2.344 2.3750 3.1458 
89 Capital statement 12.9643 l. 4 051 9.227* 1.6250 3.0000 
90 Retained earnings statement 7.7411 l. 5590 4.965* l. 6250 2.6875 
91 Statement of changes in 

financial position 3 . 8571 l. 76 8 5 2.181 1.7500 2.5000 
92 Cash flow statement 2.8601 1.6478 l. 7 36 1.7500 2.3958 

Tax Reports: 
93 Employee withholding 0.0119 1.6397 0.007 3.1250 3.0833 
94 FICA 0. 0119 1.5656 0 . 008 3.1250 3.0833 
95 Federal unemployment compen-

sation 0.0268 1. 4757 0.018 3 . 1250 3.0625 
96 State unemployment compen-

sation 0.0744 1.5529 0.048 3 .1250 3.0208 
97 State sales and use tax 3.2411 1. 5683 2 . 067 2.3750 3.0625 
98 Schedule of accounts receivable 0.7619 1.2346 0.617 3.0000 3.3333 
99 Schedule of accounts payable 2.3333 1.1512 2.027 2.7500 3.3333 

>-' 
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Table ll continued. 

Tas k Mean Squares Means 
Number Ta sk Description Between Within F Ra tio Employees Teachers 

Financial Statement Analxsis 

Ratios and percentage s: 
100 Current ratio 4.0744 1.1200 3.638 1.0000 l. 7708 
101 Acid test ratio 3.8571 l. 09 26 3.53 0 1.0000 1.7500 
10 2 Percen tage of increase or 

decrease 2.6786 l. 34 72 l. 988 l. 2500 1.87 5 0 
103 Tre nd percen tages 2 .0119 l. 2485 l. 612 l. 2500 l. 7917 
104 Commo n size statements 3.2411 1.0 799 3. 001 1.0000 1.6875 
105 Turnover of accounts receivabl e 6.8571 1. 2593 5.445* l. 0000 2. 0000 
106 Days sales unco llected 5.5 0 30 1.1941 4 . 609* 1.0000 1.8958 107 Turnover of merc ha ndis e 

inve ntory 5.7619 
108 Capital contributions of owners 

1.1790 4.887* 1.0000 1.9167 

and creditors 3 . 6458 1. 3792 2 .643 1.2500 1.979 2 
109 Pledged plant assets to long-

term liabilities 3.8571 1.018 5 3.787 1 . 0000 1.7 5 00 
110 Times fixed interest c harges 

we re earned 4 . 5268 1.0613 4 . 265* l. 0000 1.81 25 
111 Rate of return on total assets 

e mployed 3 .6458 
112 Rate of return o n common stock-

1.0274 3 .549 l. 0000 1.7292 

holders equity 4.0744 1.0459 3.89 6 l. 0000 1.7708 
11 3 Earnings per share of common 

stock 2 . 3333 1.114 2 2. 094 l. 2 500 1.8333 
114 Price earnings ratio 2. 0119 1.100 3 1. 828 1.2500 l. 7917 

...... 
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Table ll continued. 

Task Mean Squares Means 

Number Task Description Between Within F Ratio Employees Teachers 

-
Comparative analysis: 

115 Balance sheet 3.2411 1.8762 l. 728 1.7500 2.4375 
116 Income statement 3 . 2411 1.8762 l. 728 l. 7 500 2.4375 
117 Analysis of accounts receivable 3.4405 l. 5077 2.282 1.7500 2.4583 

118 Dividends per share 8 . 0476 1.2160 6.618* 1.0000 2.0833 

Operate 

119 Ten-key adding machine l. 7143 0.8727 l. 964 3.6250 4.1250 
120 Calculator 0. 0119 0. 8133 0.015 4.0000 4.0417 
121 Dictating equipment 4.5268 1.6725 2.707 2.2500 3.0625 
122 Telephone equipment 3.6458 l. 2 010 3.036 4.3750 3.6458 
123 Cash register 22.5268 1.3947 16.152* l. 7 500 3 . 5625 
125 Bookkeeping machine 12.1905 1.3480 9.043* l. 8750 3.2083 

Perform Data Processing 
Activities 

126 Prepare input for automated 
processing 0.5030 1.8422 0.273 2.2500 2.5208 

127 Utilize printed output 0.4286 1 . 7685 0.242 2.2500 2.5000 
128 Operate computer 0.7619 l. 3086 0 . 582 l. 5000 1.8333 
129 Write programs 0 . 2411 1.3391 0.180 1.5000 1.6875 
130 Initiate and prepare flowcharts 4.0744 0. 9718 4.192* l. 0000 l. 7708 
131 Use pegboard system 10 . 7143 1.4259 7.514* l. 0000 2.2500 
132 Operate a terminal to a computer 

system 4.0744 l. 34 2 2 3.036 l. 2500 2 . 0208 
f-' 
-...1 
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Teachers - employees and performance by medium business 

The results of one - way analysis of variance tests for 

teachers-employees and performance by medium business for 

each task are shown in Table 12. Of the 132 tasks listed, 

teachers rated 124 tasks higher than entry-level employees. 

The teachers and entry-level employees did not disagree 

when considering performance in medium businesses in all 

categories. There were some significant differences 

involving some journals, working papers, inventory cal ­

culations, business mathematical calculations and the 

preparation of statements. 



Tabl e 1 2 . One - way analysis of var i ance on opinions of teachers and entry-level 
employees of medium businesses on performance--s ignificance at .05 l evel 
indicated by * 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Journals Maintained 

1 General 3 . 85 71 1 . 2407 3 . 109 2 . 5000 3 . 25 00 
2 Cash receipts 1. 3125 1. 346 1 0.975 3.1250 3.5625 
3 Cas h payments 2.5030 1 .3 1 21 1. 908 2.8750 3.4792 
4 Check r egister 0 . 0476 1. 6443 0 . 0 29 3 . 1250 3 . 2083 
5 Combine d cash 4.2976 1.4 36 0 2 . 993 2.6250 3 . 4167 
6 Sales 8.3601 1.3052 6.405* 2.2 500 3 . 3542 
7 Sa l es returns and a llowa nces 5 .7 619 1.4591 3 .949 1 . 8750 2 .7917 
8 Purchases 16.7411 1.1 8 1 7 14.167 * 1.7500 3 . 31 25 
9 Purchase returns and allowances 7.1458 1.4441 4.94 8* 1. 7 500 2.7 708 

10 Vo uc her regi ster 8 . 0476 1.16 28 6.921* 1.8750 2 . 9583 
11 Petty cash register 1 2 . 5744 1. 28 4 3 9.791* 1 .8 750 3 . 2292 

Ledgers Maintained 

12 General 8.3601 1.2867 6 . 498* 2 . 5000 3 . 6042 
13 Accounts rece ivable 17.6458 1. 2496 14.1 21* 2 . 2500 3 . 85 4 2 
14 Notes receivable 5 . 5030 1 . 5899 3. 461 2.1250 3 . 0 208 
15 Payroll 3 . 6458 1.5251 2.39 1 2 . 8750 3 .604 2 
16 Accounts or vouchers payable 4.5268 1. 4 38 7 3. 147 2.6250 3 . 4 375 
17 Plant (fixe d a ssets) 4.0744 1 . 367 7 2 . 979 1.8750 2 . 6458 
1 8 Materials and stores l edgers 6.5744 1. 2751 5 . 156* 1.8750 2 .854 2 

f-' 
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Table 12 continued. 

Task 
Number 

20 
21 
22 
23 

24 

25 

27 
28 
29 
30 
31 

32 
33 
34 
35 
36 

Task Description 

Initiate or Prepare 

Data for electronic equipment 
Adjusting entries 
Closing entries 
Entries to adjust inventory 

ledger cards 
Entries for purchase of 

materials 
Entries for issuance of 

materials 
Expense accounts 
Bank deposits 
Withholding tax calculations 
Entries for depreciation 
Entries for bad debts 

Record (post) 

Entries in ledgers from journals 
Adjusting entries 
Closing entries 
Purchase of materials 
Issuance of materials 

Mean Squares 
Between Within 

2.5030 1.8677 
l. 714 3 1.8727 

13.3601 l. 7496 

16.7411 1.4039 

3 . 4405 1.8040 

6 . 0268 l. 7442 
4.7619 l. 4 4 06 
l. 7143 1 . 4468 
2 . 1696 1.5521 
7.7411 1.6632 
7.1458 l. 5181 

12.9643 1.2083 
6.2976 1.6397 
6 . 5744 1.6547 

15.8601 1.3306 
16 . 7411 1.4595 

Means 
F Ratio Employees Teachers 

l. 340 3.1250 2.5208 
0.915 2.3750 2.8750 
7.636* 1.5000 2.8958 

ll. 924* l. 0000 2.5625 

1 . 907 2.2500 2.9583 

3.455 1.8750 2.8125 
3.306 2 . 3750 3.2083 
1.185 3.1250 3.6250 
1.398 2.7500 3 . 3125 
4.654* 1.5000 2.5625 
4.707* 1.5000 2.5208 

10.729* 2.5000 3 . 8750 
3.841 2.1250 3 . 0833 
3.973 2.1250 3.1042 

11.919* l. 6250 3.1458 
11.470* 1.5000 3 . 0625 

..... ..._, 
w 



Table 12 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

37 Opening a set of books 8.0476 2.1420 3.757 l. 5000 2.5833 
38 Data in ledgers from special 

journal 22.0119 1.4429 15.255* l. 5000 3 .2917 

Maintain, Anal;tze or Do 

39 Payroll tax records l. 07 4 4 1.1755 0.914 3 .00 00 3 . 3958 
40 Sales tax records 6.8571 1.3171 5.206* 2.3750 3.3750 
41 Perpetual inventories 10.7143 1.4352 7 .4 65* 1.7500 3.0000 
42 .l\.dd ( foot ) and balance ledger 

accounts 15 .00 30 1.3700 10.951* 2.0000 3.4792 
4 3 Add ( foot ), balance and total 

co lumns in special journal 14.1696 1.4039 10.093* 2.0000 3 . 4375 
44 Rule and balance accounts 7.1458 1.8329 3.899 2.2500 3.2708 
45 Verify balances of control 

accounts with subsidiary 
ledger 4.5268 1.4016 3.230 2.6250 3.4375 

46 Discount notes 5.5030 1.8978 2.900 1.7500 2.6458 
47 Work with promissory notes 5.7619 l. 5517 3.713 1.6250 2 . 5417 
48 Checking account 4.0744 l. 2473 3.267 3.1250 3.8958 
49 Petty cas h records 5 .7 619 l. 2994 4.434* 2.7500 3 . 6667 

Working Papers Used 

50 Trial balance 16.7411 1.6424 10.19 3 * 1.8750 3 .43 75 
51 Post-closing trial balance 15.4286 l. 594 9 9.674* l. 8 7 50 3.3750 
52 Worksheet l3. 7619 1.6813 8.185* 1.8750 3.2917 1-' _, ... 



Table 12 continued. 

Task Mean Squares l'!eans 
Number Task Description Between Within F Ratio Employees Teachers 

Preeare Computations For 

53 Straight line depreciation 4.7619 l. 54 01 3.092 l. 7500 2.5833 
54 Units of production depreciation 3.4405 1.4174 2.427 l. 6250 2 . 3333 
55 Sum-of-the-years digits 

depreciation 3.6458 1.3862 2.630 l. 6250 2.3542 
56 Declining balance depreciation 4.0744 l. 3584 2.999 1.6250 2.3 958 
57 Depletion 4.5268 1.1701 3 . 869 1.3750 2.1875 
58 Uncollectible accounts 0.6696 1.5428 0 . 4 34 2.2500 2 .5625 
59 Inventory amount on hand 16.7411 1.3113 12.766* 1.2500 2.8125 
60 Inventory physical count l3. 3601 1. 3052 10.236* l. 5000 2.89 58 
61 Perpetual inventory 11.8125 l. 0984 10.7~4* 1. 25 00 2. 5625 
62 FIFO inventory 5.2500 l. 12 50 4.667* 1.2500 2 . 1250 
63 LIFO inventory 4.7619 1.0586 4.498* 1.2500 2.0833 
64 Weighted average inventory 4 . 2976 1.1744 3 . 659 1.2500 2.0417 
65 Specific inventory 3.6458 1.0829 3.367 l. 2500 l. 9792 
66 Interest receivable 0.7619 1.4660 0.520 2.2500 2.5833 
67 Interest payable 6.0268 1.3299 4.532* 1 . 7500 2.6875 
68 Markup 8.3601 1. 2126 6.895* 1.7500 2 . 8542 
69 Markdown 17.6458 0.9904 17.818* 1.2500 2.8542 
70 Trade discounts 4.7619 1.4221 3 . 349 2.1250 2 .9583 
71 Cash discount 3 . 6458 1,5251 2.391 2.3750 3 .1042 
73 Figures payroll 3 .0476 1 . 3179 2.312 2.7500 3 . 4167 
74 Overtime 3.0476 l. 2 4 38 2.450 2.7500 3.4167 
75 Shift pre miums 3.2411 1.6794 l. 930 2.3750 3.0625 
76 Vacation and holiday pay 4.2976 1.4915 2.881 2.3750 3 .1667 

.... .._, 
U1 



Table 12 continued . 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

77 Bonuses 2.5030 1.6084 l. 556 2.3750 2.9792 
78 Pension and annuity payments 5.2500 l. 4421 3. 640 l. 8 7 50 2.7500 

Payroll taxes: 
81 FICA l. 8601 l. 3677 l. 360 2.6250 3. 1458 
82 State unemployment 1.1905 1.4406 0.826 2.6250 3 . 0417 
83 Federal unemployment 1 .190 5 l. 4 4 06 0.826 2.6250 3 .041 7 
84 Federal withholding 2.5030 1.2658 l. 977 2.6250 3.2292 
85 State withholding 2 . 5030 l. 2658 1.977 2.6250 3 .229 2 
86 Workmen's compensation 0.2411 1.4664 0.164 2.6250 2.8125 

Statements: 
87 Balance sheet ll. 4405 1.8063 6 . 334 * 1.8750 3 .166 7 
88 Income statement 11.0744 1.7936 6 .1 74* 1.8750 3.1458 
89 Capital statement 1 2 .9643 1.4051 9.227* l. 6250 3. 0000 
90 Retained earnings statement 14.1696 1.4410 9.833* 1.2500 2. 6875 
91 Statement of changes in 

financial position 10. 714 3 l. 5833 6 . 767* 1. 25 00 2.5 000 
92 Cash flow statement 5.5030 1.6570 3 . 321 1.5000 2.3 958 

Tax reports: 
93 Employee withholding 1.4405 l. 8 063 0.797 2.6250 3 .083 3 
94 FICA l. 4 4 05 l. 7 32 3 0.832 2.6250 3. 083 3 
95 Federal unemployment compen-

sation l. 312 5 1.6424 0.799 2.6250 3.0625 
96 Sta te unemployment compen-

sation l. 07 4 4 l. 7195 0 . 625 2 . 6250 3.0208 
97 State sales and use tax 1.3125 1.6794 0.78 2 2.6250 3 .06 25 

1-' 
-..] 

"' 



Table 12 continued . 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

98 Schedule of accounts rece ivable 3 .440 5 1.2323 2.792 2.6250 3.3333 
99 Schedule of accounts payable 3.4405 1.2323 2.792 2.6250 3.3333 

Financial Statement Analysis 

Ratios and percentages: 
100 Current ratio 0 . 1458 1.3769 0.106 1.6250 1.7708 
101 Acid test ratio 0 . 9643 1.1644 0.828 1.3750 1. 7500 
102 Percentage of increase or 

decrease 0.1071 1. 5694 0.068 1.7500 1.8750 
103 Trend percentages 2 .011 9 1.2485 1. 612 1. 2500 1. 7917 
104 Common size statements 0.0268 1.2627 0.021 1.6250 1.6875 
105 Turnover of accounts receivable 2.6786 1.3310 2 .0 12 1.3750 2.0000 
106 Days sales uncollected 1.8601 1.2658 1.469 1. 3750 1.8958 
107 Turnover of merchandise 

inve ntory 4 . 2976 1.1952 3.596 1.1250 1. 9167 
108 Capital contributions of owners 

and creditors 5. 00 30 1.3306 3.760 1.1250 1.9792 
109 Pledged plant assets t o long-

term liabilities 2.6786 1.0347 2 . 589 1. 12 50 1.7500 
110 Time s fixed interest charges 

were earned 3. 2411 1.0775 3 . 008 1.1250 1.8125 
111 Rate of return on total assets 

employed 2.5030 1.0436 2 . 398 1.12 50 1. 7292 
112 Rate of return on common stock-

holder ' s equity 1.0744 1.1177 0.961 1 . 3750 1. 7708 
..... _, _, 



Table 12 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

113 Earnings per share of common 
stock l. 4 4 05 1.1211 l. 285 1.3750 1.8333 

114 Price earnings ratio 1 .190 5 1.1073 1.075 1.3750 l. 7917 
Comparative analysis: 

115 Balance sheet 3.2411 1.9132 l. 694 1.7500 2.4375 
116 Income statement 3.2411 1.9132 l. 694 1.7500 2.4375 
117 Analysis of accounts receivable 3.4 405 l. 5448 2.227 1.7500 2.4583 
118 Dividends per share 3.4~05 l. 2878 2 . 672 1.3750 2 . 0833 

Operate 

119 Ten-key adding machine 0.1071 0 . 5694 0.188 4.2500 4.1250 
120 Calculator 0 .5833 0.8040 0. 726 3.7500 4.0417 
121 Dictating equipment 0.0268 l. 6979 0.016 3.1250 3.0625 
122 Telephone equipment 0 . 8601 l. 3885 0.619 4.0000 3.6458 
12 3 Cash register 11.8125 1.5428 7 . 656* 2 . 2500 3.5625 
125 Bookkeeping machine 17.1905 1.2554 13.693* l. 6 2 50 3 . 2083 

Perform Data Processing 
Activit~es 

126 Prepare input for automated 
p rocessing 10.3601 1.6570 6.252* 3 . 7500 2.5208 

127 Utilize printed output 6.8571 1.7037 4 . 025* 3 .5000 2.5000 
1 28 Operate computer 1.4405 1.1211 l. 285 l. 3750 1.8333 

I-' .__, 
00 



Table 12 continued. 

•rask 
Number 

129 
130 
131 
132 

T~sk Description 

l>Jri te programs 
In i t i ate and prepare flowcharts 
Use pegboard system 
Operate a terminal to a computer 

system 

!·lean Squares 
Between \h thin 

2 . 1696 1 . 0961 
l. R601 0.9996 
5.2500 l. 5718 

0.8601 1.6084 

Means 
F Ratio Employees Teachers 

1 . 979 l. 12 50 1.6875 
1 . 861 1.2500 1 . 7708 
3.340 1 . 3750 2.2500 

0.535 2 . 3750 2 . 0208 

.... 
-.J 

"' 



Teachers-employees and performance by large business 

The results of one-way analysis of variance tests 

for teachers-employees and performance by large business 

for each task are shown in Table 13. Of the 132 tasks 

listed, teachers rated 114 tasks higher than entry-level 

employees . In the categories of journals maintained; 

record(post ) ; maintain, analyze or do; working papers 

180 

used; depreciation; inventories; business mathematical 

calculations; statements prepared and operating equip­

ment, there was a significant difference between the 

opinions of teachers and entry- level employees on most 

tasks . Teachers and entry-level employees did not disagree 

on most tasks concerning payroll, financial statement 

analysis and performing data processing activ ities. 



Table 13. One-way analysis of variance o n opinions of teachers and entry-level 
employees of large businesses on perforwance--significance at .05 level 
indicated by * 

Task Mean Squares Means 
Number Task Description Beh1een !"'ith in F Ratio Employees Teachers 

-

Journals Maintained 

l General 10.7143 l. 0556 10.150* 2 .0000 3.2500 
2 Cash receipts l. 3125 1.3831 0.949 3.1250 3 . 5625 
3 Cash payments 8.3601 1.2936 6.463* 2.3750 3.4792 
4 Check register 12.1905 l. 4 221 8.572* 1 . 8750 3 .20 83 
5 Combined cash 25.1905 1.14 2 0 11.059* 1.5000 3 .4167 
6 Sales 3.6458 1.2010 3 . 036 2.6250 3.3542 
7 Sales returns and allowances 5.7619 1.3110 4.395* 1.8750 2 . 7917 
8 Purchases 14.1696 1.0961 12.928* 1.8750 3.3125 
9 Purchase returns and allowances l3. 3601 1.3029 10.254* l. 3 7 50 2 . 7708 

10 Voucher register 10.0119 0.87£!1 22.790* l. 2500 2.9583 
11 Petty cash register 26.8601 0 . 9996 26.870* 1.2500 3.2292 

Ledgers Maintained 

12 General 12 .5 744 1.1663 10.782* 2.2500 3.6042 
l3 Accounts receivable 0.8601 1.0737 0.801 3.5000 3 . 8542 
14 Notes receivabl e 5.5030 1.4417 3.817 2.1250 3.0208 
15 Payroll 0.0744 1.3978 0.053 3.5000 3.6042 
16 Accounts or vouchers payable 4 . 5268 1.2535 3. 6ll 2.6250 :3 .4 375 
17 Plant (fixed assets) l3. 3601 1. 23 11 10.852* l. 2500 2 .645 8 
18 Materials and stores ledgers 17 .6 458 1.1385 15 . 499* l. 2500 2.8542 

,.... 
00 ,.... 



Table 13 continued . 

---- - -
Task 

Number Task Descriptio n 

Initiate or Prepare 

20 Data for electronic equipment 
21 Adjusting entries 
22 Closing entries 
23 Entries to adjust inventory 

ledger cards 
24 Entries for purchase of 

materials 
25 Entries for issuance of 

materials 
27 Expense accounts 
28 Bank deposits 
29 Withholding tax calculations 
30 Entries for depreciation 
31 Entries for bad debts 

Record (post) 

32 Entries in ledgers from journals 
33 Adjusting en tries 
34 Closing entr ies 
35 Purchase of materials 
36 Issuance of materials 

tlean Squares 
Between Within 

0.8601 1.79 36 
0.4286 1.7986 
7.1458 l. 8399 

11.8125 1.4587 

10.0119 l. 54 4 8 

22 . 5268 l. 394 7 
26.2976 1.1744 

0.9643 l. 0972 
0.0268 1.4780 

11.8125 1.4688 
ll. 0744 1.3237 

24.1071 0.9861 
6.2976 1.4915 

23 .5744 l. 3700 
18.5744 1.1848 
29 .169 6 1.2002 

F Ratio 

0.480 
0.238 
3.884 

8.043* 

6.481* 

16.152* 
22.393* 
0.879 
0.018 
8.043* 
8 . 366* 

24 .447* 
4.222* 

17.208* 
15.677* 
24.303* 

Means 
Employees Teachers 

2.8750 2.5208 
2.6250 2.8750 
l. 8750 2.8958 

l. 2500 2.5625 

1.7500 2.9583 

1.0000 2 .81 25 
l. 2500 3.2 08 3 
4.0000 3.6250 
3 . 2500 3 . 3125 
1.2500 2 .5625 
1.2500 2.5208 

2.0 000 3.8750 
2.1250 3 .08 33 
1.2500 3.1042 
l. 5000 3. 1458 
l. 0000 3 .0625 

..... 
co 

"' 



Table 13 continued. 

Tas~-: Mean Squares Means 
Number Task Description Between ~li thin F Ratio Employees Teacher s 

37 Opening a set of books 17.1905 1.8827 9 . 131* 1.0000 2.5833 
38 Data in ledgers from s~ecia l 

journal 22.0119 1.2948 17.001* l. 5000 3.2917 

Maintain, Analyze or Do 

39 Payroll tax records 1.0744 1.1385 0.944 3.0000 3.3958 
40 Sales tax records A.6786 1.2361 7 .0 21* 2.2500 3.3750 
41 Perpetual inventories 27 . 4286 1.14 81 23 .889* 1.0000 3 .00 00 
42 Add (foot) and balance ledger 

accounts 17.6 458 l. 1269 15 . 658* l. 8 7 50 3 .4792 
43 Add ( foot ), balance and total 

columns in special journal 9.6696 1.2095 7 . 995* 2.2500 3 . 4375 
44 Rule and balance accounts 11.0744 1.5829 6.996* 2 . 0000 3 . 2708 
45 Verify bala nces of control 

accounts with subsidiary 
ledger 16.7411 1 .1 609 14 .4 21* 1.8750 3.4375 

46 Discount notes 18.5744 l. 6107 ll. 532* l. 0000 2 .6 458 
47 Hork with promissory notes 11.4405 1.3596 8 . 415* l. 25 00 2.5417 
48 Checking account 9.0030 0.9996 9.006* 2 . 7500 3.8958 
49 Petty cash records 7.4405 1.1211 6.637* 2.6250 3.6667 

Working Papers Used 

50 Trial bala nce 19.5268 l. 4 317 13 . 639* 1.7500 3.4375 
51 Post-closing trial balance 30.9643 1.3102 23.634* 1.2500 3.3750 .-.. 
52 ~·7orksheet 19.0476 1.5147 12.576* 1.6250 3.2917 00 

w 



Table 13 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Prepare Computations Fo r 

53 Straight line depreciation 8 . 0476 1 . 3642 5 . 899* 1 . 5000 2.5833 
54 Units of production depreciation 12.1905 1.2346 9.874* l. 0000 2. 3333 
55 Sum- of-the- years digits 

depreciation 12.5744 1.2033 10 . 450* 2.0000 2.3542 
56 Dec l ining balance deprec iation 5.5030 l. 2867 4 . 277* l. 5000 2.3958 
57 Depletion 9.6696 1 . 0984 8.804* l. 0000 2 . 1875 
58 Uncollectible accounts 3 . 2411 1.4572 2.224 1.8750 2.5625 
59 Inventory amount on hand 9.6696 l. 3553 7 . 135* 1 .6250 2 . 8125 
60 Inventory physical count 13.3601 1 . 3052 10 . 236* 1 . 5000 2 . 8958 
61 Perpetual inventory 14.1696 l. 04 98 13 . 498* 1 . 1250 2 . 5625 
62 FIFO inventory 5 . 2500 l. 12 50 4.667* 1 . 2500 2.1250 
63 LIFO inventory 8.0476 0.9938 8.098* 1.0000 2.0833 
64 i'leighted average inventory 4.2976 1 . 1744 3.659 1 . 2500 2.0417 
65 Specific inventory 3.6458 l. 0829 3.367 l. 2500 1.9792 
66 Interest receivable 12 . 1905 l. 0957 11 . 126* 1.2500 2.5833 
67 Interest payable 11.8125 1 . 1146 10 . 598* 1.3750 2.6875 
68 11arkup 23 . 5744 0.9626 24.491* 1.0000 2 . 8542 
69 11arkdovm 23 . 5744 0.9626 24.491* l. 0000 2.8542 
70 Trade discounts 14.5833 1.2577 11.595* 1. 5000 2 . 9583 
71 Cash discount 17.6458 1.3052 13.520* 1. 5000 3 . 1042 
73 Figures payroll 0 . 2976 1 . 0656 0 . 279 3.6250 3 . 4167 
74 Overtime 0 . 2976 0 . 9915 0.300 3.6250 3 . 4167 
75 Shift premiums 3 . 2411 1 . 5312 2 . 117 2.3750 3.0625 
76 Vacation and holiday pay 0 . 0119 1.2878 0.009 3.1250 3.1667 
77 Bonuses 6 . 5744 1.3885 4 . 735* 2.0000 2 . 9792 ,__. 
78 Pension and annuity payme nts 6.8571 1.4907 4.600* 1 . 7500 2 . 7500 co ... 



Table 13 continued. 

Task Mean Squares Means 
Number Tc:sk Description Between Within F Ratio Employees Teachers 

Payroll taxes: 
81 FICA 2 . 5030 1.0274 2.436 3.7500 3.1458 
82 State unemployment 3.4405 1 . 1003 3.127 3.7500 3.0417 
83 Federal unemployment 1.4405 1.2207 l. 180 3.5000 3.0417 
84 Federal withholdin9 0.5030 l. 04 59 0.481 3.5000 3 . 2292 
85 State withholding 0.5030 l. 04 59 0 . 4 01 3.5000 3.2292 
86 Workmen ' s compensation l. 312 5 1.3484 0.973 3.2500 2.8125 

Statements : 
87 Balance sheet 22 . 0119 1.5285 14.401* 1 . 3750 3.1667 
88 Income statement 21.5030 1.5158 14.186* 1.3750 3.1458 
89 Capital statement 21.0000 1.2870 16.317* 1.2500 3 . 0001) 
90 Retained earnings sta tement 14.1696 l. 4 410 9.833* 1.2500 2.6875 
91 Statement of changes in 

financial position 10.7143 1.5833 6.767* l. 2500 2.5000 
92 Cash flow statement 9.0030 l. 4 6 26 6.156* l. 2500 2.3958 

Tax reports: 
93 Employee withholding 6 . 2976 l. 7137 3.675 2.1250 3.0833 
94 FICA 6.2976 1.6397 3.841 2.1250 3 . 0833 
95 Federal unemployment compen-

sation 11.8125 l. 4873 7.942* l. 7 500 3.0625 
% State unemployment compen-

sation 11.0744 1.5644 7.079* l. 7 5 00 3 .0208 
97 State sales and use tax 3. 2411 1.568 3 2.067 2 . 3750 3.0625 
98 Schedule of accounts rece i vabl e 4.7619 l. 04 94 4.538* 2.5000 3 . 3333 
99 Schedule of accounts payable 10.0119 1.0285 9.734* 2.1250 3.3333 

1-' 
00 
Vl 



Table 13 continued. 

Ta.sk ~lean Squares Means 
Number Task Description Betv1een l~ithin F Ratio Employees Teachers 

Financial Statement Analysis 

Ratios and percentages: 
100 Current ratio 1.8601 1.1848 l. 570 l. 2 500 1.7708 
101 Acid test ratio 3. 8571 1.0926 3 . 530 l. 0000 1.7500 
102 Percentage of increase or 

decrease 2.6786 l. 34 7 2 l. 988 l. 2500 l. 8750 
103 Trend percentages 4 . 2976 1 .1 836 3 . 631 1.0000 l. 7917 
104 Common size statements 3.2411 1.0799 3 . 001 1 . 0000 1 . 6875 
105 Turnover of accounts receivable 6.8571 1.2593 5.445* l. 0000 2.0000 
106 Days s a les uncollected 5.5030 l. 1 941 4.609* 1 . 0000 1 . 8958 
107 Turnover of merchandise 

inventory 3.0476 1.2438 2.450 1.2500 1 . 9167 
108 Capital contributions of owners 

and creditors 6 . 5744 1 . 3144 5.002* 1.0000 1.9792 
109 Pledged plant assets to long-

term liabilities 3.8571 1.0185 3 . 787 l. 0000 l. 7 500 
110 Times fixed interest charges 

were earned 4.5268 1 . 0613 4 . 265* 1.0000 1 . 8125 
111 Rate of return on total assets 

employed 3 . 6458 1.0274 3.549 1.0000 1. 7292 
112 Rate of return on common stock-

holder's equity 4.0744 l. 04 59 3.896 1 . 0000 1.7708 
113 Earnings per share of common 

stock 4.7619 1.0494 4.538* 1 . 0000 l. 8333 
114 Pr i ce earninqs ratio 4.2976 1.0355 4.150* J.. 0000 1.7917 

1-' 
co 

"' 



Table 13 continued. 

Task Mean Squares Means 
Nu"lber Task Description Between Within F Ratio Employees Teachers 

Comparative analysis : 
115 Balance sheet 6.0268 l. 73-;) 3 . 469 l. 5000 2 . 4375 
116 Income statement 6.0268 l. 7373 3.469 l. 5000 2.4375 
117 Analysis of accounts receivable 10.0119 1.3225 7.570* 1 . 2500 2.4583 
118 Dividends per share 8.0476 l. 2160 6 . 618* 1 . 0000 2.0833 

Qperate 

119 Ten-key adding machine 0.1071 0 . 7546 0.142 4.2500 4.1250 
120 Calculator 4 . 7619 0.6073 7.842* 4 . 875 0 4.0417 
121 Dictating equipment 29 .1 696 1 . 2743 22.891* l. 0000 3 . 0625 
122 Telephone equipment 10.3601 1.1825 8.761* 4.8750 3 . 6458 
123 Cash register 29.1696 1.4039 20.777* 1 . 5000 3.5625 
125 Bookkeeping machine 33.4405 0.9985 33.492* 1.0000 3.2083 

Perform Data Processing 
Act1v1t1es 

126 Prepare input for automated 
processing 5 . 0030 l. 8121 2 . 761 3. 3750 2.5208 

127 Utilize printed output 5.2500 l. 7014 3.086 3.3750 2.5000 
128 Operate computer 1.4405 1.1952 l. 205 1.3750 1. 8333 
129 l.Yrite programs 1.3125 1.1447 1.147 1 . 2500 1.6875 
130 Initiate and prepare f l owcharts 0.5030 1.0829 0.464 l. 5000 1. 7708 
131 Use pegboard system 10 . 7143 1.4259 7.514* l. 0000 2.2500 
132 Operate a terminal to a computer 

system 0.5030 1.5274 0 . 329 1.7500 2.0208 
.... 
co _, 
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Teachers-employees and importance by small business 

The results of one-way analysis of variance tests for 

teachers-employees and importance by small business for 

each task are shown in Table 14. Of the 132 tasks listed, 

teachers rated 128 tasks higher than entry-level employees. 

In the categories of journals maintained; record(post); 

maintain, analyze or do; working papers used; and business 

mathematical calculations there was a significant difference 

between the opinions of teachers and entry-level employees 

on most tasks. In the categories of ledgers maintained; 

initiate or prepare; depreciation; payroll; statements; 

financial statement analysis; operate equipment and perform 

data processing activities, teachers and entry-level 

employees did not disagree on most tasks. 



Table 14. One- way analysis of variance on opinions of teachers and entry-level 
employees of small businesses on importance--significance a t . 05 level 
indica ted by * 

Task r~ean Squares Means 
Number Task Descript i on Between Within F Ratio Employees Teachers 

Journals Maintained 

l General 0.4286 l. 2060 0.355 3 . 3750 3.6250 
2 Cash receipts 3 . 4405 1.2114 2 . 840 3.2500 3.9583 
3 Cas h payments 5.5030 l. 34 2 2 4.100* 3.0000 3.8958 
4 Check regis t er 7.4405 1.6026 4.643* 2.6250 3.6667 
5 Combined cash 18 .1 071 l. 2569 14 . 406* 2.1250 3.7500 
6 Sales 2. 0119 1.1397 1.765 3 . 1250 3.6667 
7 Sales returns and allowances 0 . 3601 1 . 3422 0 . 268 2.7500 2.9792 
8 Purchases 10.3601 1.1385 9 . 100* 2.5000 3 . 7292 
9 Purchase returns and allowances 8 .0 476 l. 2 36 9 6 . 506* 1 . 8750 2 . 9583 

10 Vouchers register 1.8601 1.1547 1.611 2.3750 2.8958 
11 Petty cash register 23 . 5744 1.0714 22.004* l. 6250 3 . 4792 

Ledgers Maintained 

12 General 0 . 7619 0 . 9221 0.826 3.6250 3 . 9533 
13 Accounts receivable 0.3601 0.6755 0.533 4 . 0000 4.2292 
14 Notes receivable 5.0030 1 . 5552 3 . 217 2.2500 3 . 1042 
15 Payroll 0 . 0119 1.2207 0.010 4.0000 4.0417 
16 Accounts or vouchers paya ble 0.5030 1 . 0829 0 . 464 3.5000 3 . 7708 
17 Plant (fixed assets) 0.0744 1.5644 0 . 048 2.7500 2 . 6458 
13 Mater i als and stores ledgers 3 . 0476 l. 4 2 90 2 . 133 2.2500 2.9167 

,_.. 
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Table 14 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Initiate or Prepare 

20 Data for electronic equipment 2. 0119 1 . 5471 1.300 2.1250 2.6667 
21 Adjusting entries 5.2500 l. 6829 3. 120 2.1250 3.0000 
22 Closing entries 6.0268 1.8090 3.332 2.1250 3 . 0625 
23 Entries to adjust inventory 

ledqer cards 2 .50 30 l. 4348 l. 744 2.0000 2 .604 2 
24 Entri~s for purchase of 

materials 4.7619 1.625 8 2. 929 2.3750 3 .208 3 
25 Entries for issuance of 

materials 7 .7411 1.3275 5.831* 1.8750 2 . 9375 
27 Expense accounts 9.0030 1.3769 6.538* l. 3562 1.1437 
28 Bank deposits 0.0000 0.8171 0.000 4.1 25 0 4.1250 
29 Withholding tax calculations 0.1071 l. 384 3 0.077 3.7500 3.6250 
30 Entries for depreciation l. 7143 1.4907 1.150 2.2500 2 . 7500 
31 Entries for bad debts l. 3125 1 . 3299 fl.987 2.250 0 2.6875 

Record (post) 

32 Entries in ledgers from journals 16.7411 0.9757 17.158* 2.3750 3 .9375 
33 Adjusting entries 6 .026 8 1.3854 4.350* 2.2500 3 .1875 
34 Closing entries 2.86 01 1.2843 2. 227 2.6250 3 . 2708 
35 Purchase of materials 15 . 0030 1.1454 13.098* 1.8750 3 .3542 
36 Issuance of materials l3. 3601 1.3399 9.971* 1.8750 3 .2708 
37 Opening a set of books 12.9643 1.8750 6.914* l. 5000 2.8750 
38 Data in ledgers from special f-' 

journal 22 .526 8 1.1424 19.719* l. 6250 3 .43 75 "' 0 



Table 14 continued. 

----·--

Task Mean Squares Means 
Number Task Description Between l~i thin F Ratio Employees Teachers 

Maintain, Analyze or Do 

39 Payroll taxes 0.1071 1.0 347 0.104 3.8750 3.7500 
40 Sales tax records 20.0119 l. 306 3 15.319* 1. 8750 3.5833 
41 Perpetual inventories 9.3333 1.2068 7. 7 34 * l. 7 500 2.9167 
42 Add (foot) and balance ledger 

accounts 6.8571 1.1574 5 . 925* 2.7500 3.7500 
43 Add (foot), ba lance and total 

columns in special journals 8.0476 0.9591 8.391* 2.6250 3 . 7083 
44 Ru l e and balance accounts 18.5744 1 . 6107 11.532* 1.7500 3 . 3958 
45 Verify balances o f control 

accounts with subsidiary 
l edger 6.2976 1.1744 5.362* 2.7500 3 . 7 083 

46 Discount notes 10.7143 l. 6134 6.641* 1.3750 2 . 6250 
47 Work with promissory notes 3.2411 l. 7535 l. 848 1.8750 2.5625 
48 Checking account 6.2976 1.171\4 5.362* 3 . 2500 4.2083 
49 Petty cash records 19 . 0476 l. 0216 18.645* 2.2500 3 . 9167 

~lorking Papers Used 

50 Trial balance 18.5744 1.2103 15. 347* 2.125 0 3. 7708 
51 Post-closing trial balance 16.2976 l. 2137 13 . 428* 2.1250 3.6667 
52 \\fork sheet 4.0744 1.2195 3.341 2.8750 3.6458 

.... 
"' .... 



Table 14 continued. 

Task Hean Square s Means 
Number Task Description Between Within F Ratio Employees Teachers 

-

Prepare Compu t ations For 

53 Stra i ght line depr eciation 3 .6458 1.4973 2.435 2. 1 25 0 2.8542 
54 Units o f production depreciation 3 . 2411 1. 35 7 6 2.387 1.7500 2.43 75 
55 Sum-of-the-years digits 

depreciation 0.2976 1. 5077 0.197 2.2500 2.4583 
56 Declining balance depreci a tion O.fl601 l. 3492 0.6 38 2.125 0 2 .4 792 
57 Depletion 3 . 4 4 05 l. 07 2 5 3 . 208 1. 5000 2.2083 
58 Uncollectibl e accounts 2.3333 1. 348 0 l. 731 2.1250 2.7083 
59 Inventory amount on hand 1 6 . 2976 1.1836 13.769* 1 .5 000 3.0417 
60 I nventory p h ys i ca l count 9.3333 1.1 628 8.027* l. 8 7 50 3.0417 
61 Perpetual inventory 10.3601 1.1755 8.813* 1. 5000 2. 7292 
62 FIFO inventory 3 . 2411 1.3576 2 . 337 1. 5000 2.1875 
63 LIFO inventory 2 . 5030 1. 268 1 1. 974 l. 500 0 2 . 1042 
64 Weig h ted average inventory 2 . 50 30 1. 3052 1. 918 l. 5000 2.101\2 
65 Specific inventory 2 . 169 6 1. 3854 1. 566 l. 5 000 2.0625 
66 Interest receivab l e 5.5030 1.3584 4.051* 1.8750 2 . 7708 
67 Interest payable 6 .8571 1 . 3356 5.134* 1.8750 2.8750 
68 Markup 11.0744 1.3052 8.485* 1.7500 3 .0 208 
69 Markdown 11.0744 1. 3052 8.485* 1.7 50 0 3.0208 
70 Trade disco un t 6.5744 1 .21 03 5.432* 2.1250 3 . 1042 
71 Cas h d iscount s 10.3601 1. 2311 8 . 4 1 5* 2.0000 3. 2 292 
73 F igures payroll 0.0476 1.0517 0.04 5 3.8750 3.79 17 
74 Overtime 4 . 5268 1. 2 095 3.743 3 .0000 3.8125 
75 Shi ft premium 2 . 6786 1.7 546 l. 527 2 .7 5 00 3 . 375 0 
76 Vacation and ho liday pay 0.8601 1. 3862 0. 620 3 . 1250 3.4792 >-' 

'0 
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Table 14 continued. 

Task Hean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

77 Bonuses l. 3125 l. 54 05 0.852 2 . 8750 3 . 3125 
78 Pension and annuity payments 0 . 5030 l. 7867 0.282 2 . 7500 3.0208 

Payroll taxes : 
81 FICA 2.6786 l. 2569 2.131 3 .1 250 3.750 0 
82 State unemployment l. 4 4 05 1.4174 l. 016 3 .1 250 3 . 5833 
83 Federal unemployment l. 714 3 1.3727 l. 249 3.1250 3 . 6250 
84 Federal withholding 2.3333 l. 2369 l. 886 3.1250 3.7083 
85 State withholding 2.3333 1.2369 l. 886 3 .1 250 3 . 7083 
86 Workmen's compensation 2.1696 1.6053 l. 352 2.8750 3 .4 375 

Statements: 
87 Balance sheet 11 . 4405 l. 6188 7.067* 2.2500 3 .5417 
88 Income statement 4.2976 1.6929 2 . 539 2.7500 3 . 5417 
89 Capital statement 2 . 5030 1.6755 l. 494 2.7500 3 . 35 42 
90 Retained earnings statement 1.1905 l. 514 7 0.786 2.6250 3.0417 
91 Statement of changes in 

financial pos ition 2.1696 1.6817 l. 290 2.2500 2.8125 
92 Cash flow statement 0.8601 1.4626 0 . 588 2.2500 2.6042 

Tax reports: 
93 Employee withholding 0 . 9643 l. 5162 0 . 636 2.8750 3 . 2500 
94 FICA l. 0744 1.4510 0.740 2 .8750 3 . 2708 
95 Federal unemployment compen -

sat ion 0.8601 1.3954 0.616 2.8750 3 . 2292 
96 State unemployment compen-

sation 0.6696 1.4109 0.475 2.8750 3.1875 
97 State sales and use tax 10.7143 l. 314 8 8.149* 2.0000 3.2500 

>-' 
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Table 14 continued. 

Task Mea n Squares Means 
Number Task Description Bet~1een Within F Ratio Employees Teachers 

98 Schedule of accounts r ece i vable 2. 1696 1. 3669 l. 587 3.0000 3.5625 
99 Schedule of accounts payabel l. 8601 1.4070 l. 322 3.0000 3.52 08 

Financia l Statement Analzsis 

Ratios and percentages: 
100 Current ratio 3. 0~76 0.9035 3.373 1.1250 1.7917 
101 Acid test ratio 2. 8601 0.8769 3.262 1.1250 l. 7708 
102 Percentage of increase or 

decrease 1.5744 1.1084 l. 420 1.3750 l. 854 2 
103 Trend percentages l. 1905 0.9591 l. 241 1.3750 1. 7917 
104 Common size statements 2 .50 30 0 .82 14 3 .047 1.1 2 50 1. 7292 
lOS Turnover of accounts receivable 5.0030 1.0343 4.837* 1.1250 1 . 9792 
106 Days sales uncollected 4.2976 1. 0100 4.255* 1.1250 1. 916 7 
107 Turnover of mercha ndise 

inventory 5 .2 500 1. 090 3 4.815* 1. 1250 2.0000 
108 Capital contributio n s of owners 

and creditors 2.3333 1.2554 l. 859 1.3750 1.9583 
109 Pledged plant assets to l ong -

ter m liabilitie s 2 .6786 0.812 5 3.297 1 . 1250 l. 7 500 
110 Times fixed interest charges 

were earned 2.8601 0.8029 3.562 1.1250 1.7708 
111 Rate of return on total assets 

employed 2.8601 0.8399 3. 405 1 . 1250 1.7708 
112 Rate of return on common stock-

holder 's equity 3. 2411 0.818 3 3.961 1 . 1250 1. 8125 1-" 
•o 
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Table 14 continue d. 

":"ask ~1ean sc:ruares !•leans 
Number Task Description Between Within F Ratio Employees Teachers 

113 Earnings per share of common 
stock l. 714 3 l. 0208 l. 679 1.3750 1.8750 

114 Price earnings ratio 0.9643 0.7940 1.214 1.3750 l. 7 500 
Comparative analysis: 

115 Balance sheet 3. 2411 2.1169 l. 531 2.0000 2 .6 875 
116 Income statement 3 . 2411 2 . 1169 l. 531 2.0000 2.6875 
117 Analysis of accounts receivable 4.0744 l. 7 86 7 2.280 2.0000 2 . 7708 
118 Dividends per share 7.1458 l. 166 3 6.127* 1.2500 2 . 2708 

Operate 

119 Ten-key adding machine 0.0476 0.6698 0 . 071 4.2500 4.3333 
120 Calculator 0.0030 0.7959 0.004 4.2500 4.2708 
121 Dictating equipment 0.6696 1.7164 0.390 2.6250 2.9375 
122 Telephone equipment 4.5268 1.2072 3 .7 50 4.6250 3 .81 25 
123 Cash register 5.5030 1.4695 3.745 2.8750 3.7708 
125 Bookkeeping machine 9.3333 l. 38 27 6.750* 2 .000 0 3.1667 

Perform Data Processing 
Activities 

126 Prepare input for automated 
processing 0.2976 l. 4 7 99 0.201 2.5000 2 . 7083 

127 Utilize printed output 2. 6786 l. 7384 l. 541 2.1250 2.7500 
128 Operate computer l. 714 3 1.1852 l. 446 1.5000 2 .0000 
129 l'lrite pr;ograms 1.1905 1.2160 0.979 l. 5000 1.9167 

I-" 
U) 
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Table 14 continued. 

Task Mean Squares 
Number Task Description Betwe en Within 

130 Initiate and prepare flowcharts 4.2976 l. 04 71 
131 Use pegboard system 8 . 3601 1.1362 
132 Operate a terminal to a computer 

system 2.1696 1.3924 

F Ratio 

4.104* 
7.358* 

l. 558 

Means 
Employees Teachers 

1.1250 l. 9167 
1.1250 2.2292 

1.6250 2.1875 

1--' 
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Teachers-employees and importance by medium business 

The results of one - way analysis of variance tests for 

teachers -employee s and importance by medium business for 

each task are shown in Table 15. Of the 132 tasks listed , 

teachers rated 124 tasks higher than entry-level employees. 

In the categories of record(post); working papers used; 

depreciation; business mathematical calculations and state­

ments prepared there was a significant difference between 

the opinions of teachers and entry-level employees on mo s t 

tasks. In the categories of journals maintained; ledgers 

maintained; initiate or prepare; maintain , analyze or do; 

inventory; payroll; financial statement analysis; operate 

equipment; and perform data processing activities, teachers 

and entry-level employees did not disagree on most tasks. 



Table 15. One-way analysis of variance o n opinions of teachers and entry-level 
employees of medium businesses on importance--significance at .05 level 
indica ted by * 

Task Mean Squares Means 
Number Task Description Between IVithin F Ratio Employees Teachers 

Journals Maintained 

l General 5.2500 l. 384 3 3.793 2 . 7500 3.6250 
2 Cash receipts 3.4405 1.3596 2 . 531 3.2500 3.9583 
3 Cash payments 2.8601 l. 4811 l. 931 3.2500 3.8958 
4 Check register 3.0476 1.6420 l. 856 3.0000 3 . 6667 
5 Combined cash 6.8571 l. 416 7 4.840* 2.7500 3 . 7500 
6 Sales 5 . 7619 1.2253 4.702* 2 . 7500 3.6667 
7 Sales returns and allowances 2.5030 1.3862 l. 806 2.3750 2.9792 
8 Purchases 15.0030 1.240<1 12.096 2.2500 3. 7292 
9 Purchase returns and allowances 3.4405 1.3596 2 . 531 2.2500 2.9583 

10 Vouchers register 1.8601 1.1917 l. 561 2.3750 2 . 8958 
11 Petty cash register 8.3601 l. 3306 6. 283 * 2 . 3750 3.4792 

Ledgers Maintained 

12 General 10.0119 1.0633 9.416* 2 . 7500 3.9583 
l3 Accounts receivable 23.5744 0.9325 25.281* 2.3750 4.2292 
14 Notes receivable 5.0030 1.6292 3.071 2.2500 3 . 1042 
15 Payroll 7 . 4405 1.2577 5.916* 3.0000 4 . 0417 
16 Accounts or vouchers paya ble 4.0744 1 . 3422 3 . 0 .16 3.0000 3. 7708 
17 Plant (fixed assets} 1.8601 1 . 5529 1.198 2.1 25 0 2 . 6458 
18 ~1aterials and stores ledgers 3.0476 1.5031 2.028 2.2500 2 . 9167 

f-' 
<.0 
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Table 15 continued. 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Initiate or Prepare 

20 Data for electronic equipment l. 4405 1.7693 0. 814 3.1250 2 .666 7 
21 Adjusting entries 0.1071 1.8681 0.057 2.8750 3 .0000 
22 Closing entries 7.7411 1.90 3 9 4.066 2 .0000 3 .0625 
23 Entries to adjust inventory 

ledger cards 2.5030 1.5829 l. 581 2 .0000 2.6042 
24 Entries for purchase of 

materials 2.333 3 l. 6998 l. 37 3 2 . 6250 3.2083 
25 Entries for issuance of 

materials 2 .1 696 l. 4942 1.452 2.3750 2 .937 5 
27 Expense accounts l.07H 1.4880 0.772 2.8750 3 . 2708 
28 Bank deposits 5.2500 1.2361 4 . 247* 3.2500 4.1250 
29 Withholding tax calculations 0.4286 1.5764 o. 272 3.3750 3.6250 
30 Entries for depreciation 3.8571 1.5741 2.450 2.0000 2.7500 
31 Entries for bad debts 3 . 2411 1.4132 2 . 293 2 .0000 2.6875 

Record (post) 

32 Entries in ledgers from journals 9.6696 1.0799 8.955* 2.7500 3.9275 
33 Adjusting entries 6.0268 l. 4 59 5 4.129* 2.2500 3.1875 
34 Closing entries 7.1458 1 . 3515 5.287* 2.250 0 3.2708 
35 Purchase of materials 10.3601 l. 2566 8 . 245* 2.1250 3.3542 
36 Issuance of materials 9.0030 l. 4510 6.205* 2.1250 3. 2708 
37 Opening a set of books 3.8571 2 .0 394 l. 891 2 .1 250 2.8750 
38 Data in ledgers from special 

journal 11.8125 1.2720 9.287* 2.1250 3.4375 
I-" 
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Table 15 continued . 

Task l~ean Squares l1eans 
Number Task Description Bet<veen Within F Rat i o Employees Teachers 

Maintain, Analyze or Do 

39 Payroll taxes 0.9643 1 . 2014 0.803 3 .37 50 3.75 00 
40 Sales tax records 6. 29 76 1.4 36 0 4 .38 6* 2.6250 3 .5833 
41 Perpetual inventories 3.0476 1 . 392 0 2 .1 89 2.2500 2 .91 67 
42 Add (foot) and balance ledger 

accounts 12. 964 3 1.2014 10.791* 2.3750 3.75 00 
43 Add (foot ), balance and total 

col umns in special journal s 14 .5833 0.989 2 14.743* 2 . 25 00 3 . 7 0 83 
44 Rule a nd balance accounts 4.0744 l. 9 510 2 .088 2. 6 25 0 3.3958 
45 Verify balances of cont rol 

accounts with subsidiary 
ledger 4.7619 1.2369 3.850 2 . 8750 3 .70 83 

46 Discoun t no tes 5.2500 l. 7176 3 .057 1.7500 2 .6 25 0 
47 \~ork with promissory notes 4.526 8 1 . 6539 2 .7 37 l. 7500 2 .562 5 
48 Checking account 8.0476 1.1 258 7.149* 3 .1 250 4 . 2 08 3 
49 Petty cash records 13.7619 l. 2160 11. 317* 2 .5000 3. 9167 

Wo r king Papers Used 

5 0 Tria l balance 28. 0030 l. 22 1 8 22 . 919* l. 7500 3. 7708 
51 Post- c l os ing trial balance 25 .190 5 1. 2253 20.558 * 1.7500 3 . 6667 
52 vlorksheet 24. 64 58 1. 23 11 20.019* 1.7500 3 . 6458 

N 
0 
0 



Table 1 5 continued . 

'l'ask Mean Squares 11eans 
Number Task Description Betwee n lhthin F Ratio F.mployees Teac hers 

Prepare Computat i ons For 

53 Stra i ght line depreciation 5 .00 30 1 . 5922 3. 14 2 2. 0000 2.8542 
54 Units of product i on deprec i ation 6. 0 268 1.3299 4. 532 * l. 5 000 2 .4 375 
55 Sum-of- the-years digits 

depreciation 6 . 2976 l. 3318 4.729* l. 5000 2 . 4583 
56 Declining balance depreciation 6.5 74 4 1 . 2589 5.222* 1.5000 2.4792 
57 Depletion 3 .4 405 1.0 725 3 . 208 l. 5000 2 . 2 08 3 
58 Uncollectible accounts 0 . 2976 1. 47 99 0 . 2 01 2.5000 2.7083 
59 Inventory amount on hand 19 . 0476 1.1813 16 .124* 1 . 3750 3 .0417 
60 Inventory physica l count 16.2976 1. 0725 15.195* 1. 5 000 3 .0417 
6 1 Perpetual inventory 12.5744 1.1732 10 . 718* 2 . 7292 1. 375 0 
62 F IFO inventory 4.5268 1 . 3553 3 . 34 0 1 .3 750 2 .1875 
63 LIFO inventory 3 .64 58 1. 2658 2.88 0 1. 375 0 2.1042 
64 Weighted average inventory 3 . 64 58 1.3029 2 . 798 1.3750 2 .1042 
65 Specif i c inventory 3 . 2411 1.3831 2 . 34 3 1 .3750 2.0625 
66 Interest receivable 9.0030 1.3769 6 . 538 * 1.6 250 2 . 77 08 
67 Interest payable 10.7143 1.3542 7.912* 1 .625 0 2.8750 
68 ~<ark up 13.3601 l. 38 6 2 9.638* 1.6 250 3.02 0 8 
69 Harkdown 1 3 .3601 1. 38 6 2 9.C38* 1. 6250 3 . 0208 
70 Trade discount 15.0030 l. 2288 12 . 210* 1.6250 3.1042 
71 Cas h d iscoun t s 10.3601 1.4904 6.951* 2 .0000 3.2292 
73 Figures payroll 5 . 7619 l. 2 36 9 4.658* 2.87 50 3.7917 
74 Overtime 6. 0 268 1.2257 4 . 917* 2.8750 3.8125 
75 Shi ft premium 5 . 2500 1.7269 3.040 2.5000 3 . 37 50 
76 Vacation and hol iday pay 6 . 57 44 1. 5552 4 . 22 7* 2 . 5000 3 . 4792 

"' 77 Bonuses 4.5268 1.6354 2.768 2 . 5000 3.3125 0 

78 Pension and annuity payments 7. 14 58 1.6478 4.337* 2. 0000 3.0208 
..... 



Table 15 continued. 

Task Mean Squares Means 
Number Task Description Between l'li thin F Ratio Emp l oyees Teachers 

Payroll taxes: 
81 FICA 6.8571 l. 34 26 5 . 107* 2.7500 3.7500 
82 State unemployment 4.7619 1.5031 3 . 168 2 . 7500 3 .5833 
83 Federal unemployment 5.2500 l. 4 58 3 3.600 2.7500 3 .6 250 
84 Federal withholding 6.2976 1.3225 4.762* 2.7500 3.7083 
85 State withholding 6.2976 l. 3225 4.762* 2 . 7500 3 . 7083 
86 vJorkmen' s compensation 3 . 2411 1.6169 2.005 2.7500 3 . 4375 

Statements: 
87 Balance sheet 16.2976 1.5540 10.487* 2.0000 3 . 5417 
88 Income statement 16.2976 l. 554 0 10.487* 2.0000 3.5417 
89 Capital statement 23.5744 l. 3515 17.444* l. 5000 3.3542 
90 Retained earnings statement 16 . 2976 1.1836 l3. 769* 1.5000 3 .0417 
91 Statement of changes in 

financial position 7.7411 1.4595 5.304* 1.7500 2.8125 
92 Cas h flow stateme nt 5.0030 1.2404 4. 0 34 * 1.7500 2.6042 

Tax reports: 
93 Employee withholding 3 . 8571 1.6852 2 .289 2.5000 3.25 00 
94 FICA 4.0744 1.6 200 2.515 2.5000 3.2708 
95 Federa l unemployment compen-

sation 3 . 6458 l. 5644 2. 330 2.5000 3. 2292 
96 State unemployment compen-

sat ion 3.2411 1.5799 3.051 2.5000 3.1875 
97 State sales and use tax 3.8571 l. 5741 2.45 0 2.5000 3 . 2500 
98 Schedule of accounts receivable ll. 8125 l. 3576 8.701* 2.2500 3.5625 
99 Schedule of accounts payable ll. 0744 1 . 3978 7.923* 2 . 2500 3 . 5208 

"' 0 
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Table 15 continued . 

Task ~1ean Squares Neans 
Number Task Description Bet.1een Hi thin F Ratio Employees Teachers 

Financial Statement Analys~s 

Ratios and percentages: 
100 Current ratio 0.5833 0.9614 0.607 1.5000 1.7917 
101 Acid test ratio 1. 07 4 4 0.9325 1.152 1.3750 1.7708 
102 Percentage of increase or 

decrease 0.3601 1. 14 54 0.314 1. 6250 l.e542 
103 Trend percentages 1. 190 5 0.959 1 1 . 241 1.3750 1. 7917 
104 Common size statements 0.8601 0.8769 0.981 1.3750 1.7292 
105 Turnover of accounts receivable 0.8601 1.1269 0.763 1.6250 1.979 2 
106 Days sales uncollected 2 0 0119 1.0656 1. 888 1.3750 1.9167 
107 Turnover of merchandise 

inventory l. 7143 l. 8520 l. 446 1 .5000 2 . 0000 
108 Capital contributions of owners 

and creditors 1.4405 1. 29 48 1.113 1.5000 1.9583 
109 Pledged plant assets to long-

term liabilitie s 1. 714 3 0 0 8611 1.991 1.2500 1.7500 
110 Times fixed interest charges 

were earned 1.8601 0.8515 2 . 185 l. 2500 1.7708 
111 Rate of return on total assets 

employed 1 . 8601 0.8885 2.094 1. 2500 l. 7708 
112 Rate of return on common stock-

holder's equity 2 . 1696 0.8669 2.503 1. 2500 1.8125 
11 3 Earnings per share of common 

stock 2.6786 1.0139 2 .64 2 l. 2500 1.8750 
114 Price earnings ratio l. 714 3 0.7870 2 .1 78 1.2500 1.7500 

"' 0 
w 



Table 15 continued . 

----
Tasl: Mean Squares Means 

Number Task Description Between \<Ji thin F Ratio Employees Teachers 

Comparative analysis: 
115 Balance sheet 4.5268 2 . 1331 2 . 122 1.8750 2.6875 
116 Income statement 4.5268 2 . 1331 2.122 1.8750 2.6875 
117 Analvsis of accounts receivable 4.0744 1.8978 2.147 2 . 0000 2. 7708 
118 Dividends per share 4.0744 1. 2867 3.167 l. 5000 2.2708 

Operate 

119 Ten-key adding machine 0.2976 0.5100 0.584 4.1250 4.3333 
120 Calculator 0.5030 0 . 7 311 0 . 688 4.0000 4.2708 
121 Di ctating equipment 1 . 312 5 1.6794 0.782 3 . 3750 2.9375 
122 Telephone equipment 0.6696 1.37 38 0.487 4.1250 3.8 1 25 
123 Cash register 18 . 5744 1.4325 12.967* 2.1250 3. 7708 
] 25 Bookkeeping machine 7.4405 1.3619 5.463* 2.1250 3.1667 

Perform Data Processing 
Act1v1t1es 

126 Prepare input for automated 
processing 7 . 4405 1. 54 4 8 4.817* 3 . 750 0 2.7 0 83 

127 Utilize printed output 1.7143 1.8981 0 . 903 3.2500 2.7500 
128 Operate computer 3.8571 1 . 1019 3.50 1 1.2500 2.0000 
129 Write prog rams 3 . 0476 1.1327 2 . 691 1.2500 l. 9167 
1 30 Initiate and prepare flowc harts 1.1905 l. 14 20 l. 04 2 1. 5000 1.9167 
131 Use pegboard system 6.5744 1.1848 5 .5~9* 1. 2500 2.2292 
132 Operate a termina l to a computer 

sys tem 0.2411 1.5775 0.153 2.3750 2.1875 N 
0 
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Teachers - employees and importance by large business 

The results of one - way analysis of variance tests 

for teachers-employees and importance by large business 

for each task are shown in Table 16 . Of the 132 tasks 

listed, teachers rated 119 tasks higher than entry-level 

employees . In the categories of journals maintained; 

205 

ledgers maintained; initiate or prepare; record(post); 

maintain, analyz e or do; working papers used; depreciation; 

business mathematical calculations; statements; financial 

statement analysis and operate equipment, there was 

significant difference between the opinions of teachers 

and entry-level employees on most tasks. In the categories 

of inventory; payroll and perform data processing activities 

teachers and entry- level employees did not disagree on most 

tasks. 



Table 16. One-way analysis of variance on opinions of teachers and entry-level 
employees of large businesses on importance--significance at .05 level 
indicated by * 

Task Mean Squares Means 
Number Task Description Between Within F Ratio Employees Teachers 

Journals Maintained 

l General 24.1071 1 . 1250 21.429* 1.7500 3.6250 
2 Cash receipts 8.0476 1 . 3850 5.Al0* 2 . 8750 3.9583 
3 Cash payments 21.5030 l. 3954 15.409* 2 . 1250 3 . 8958 
4 Check register 18 . 5833 1.4545 19.652* 1.6250 3 . 6667 
5 Combined cash 30 . 9643 1.1644 26.594* 1.6250 3.7500 
6 Sales 7 . 4405 l. 158 2 6.424* 2.6250 3.6667 
7 Sales returns and allowances 12 . 5744 1.1269 ll.l5G* 1 . 6250 2.9792 
8 Purchases 23.5744 1.1177 21 . 092* l. 87 50 3 . 7292 
9 Purchase returns and allowances 20 . 0119 l. 100 3 18.188* 1 . 2500 2 . 9583 

10 Vouchers register l3. 3601 0.9348 14 . 292* 1.5000 2.8958 
11 Petty cash register 26.8601 1.0737 25.017* l. 5000 3.4792 

Ledgers Maintained 

12 General 20.0119 0 . 8410 23.794* 2.2500 3 . 9583 
l3 Accounts receivable 6.5744 0 . 7404 8.880* 3.2500 4.2292 
14 Notes receivable 10.3601 1.4325 7.232* 1 . 8750 3 . 1042 
15 Payroll 0.5833 1 . 2114 0. 4 82 3.7500 4 . 0417 
16 Accounts or vouchers payable 9.0030 l. 154 7 7.797* 2.6250 3. 7708 
17 Plant (fixed assets) 9 . 0030 l. 3515 6.662* l. 5000 2 . 6458 
18 Materials and stores ledgers 13 . 7619 1.2901 10 . 667* l. 5000 2 . 9167 

"' 0 

"' 



Table 16 continued. 

Task }'ean Squares Means 
Number Task Description Between ~li thin F Ratio Employees Teachers 

Initiate or Prepare 

20 Data for electronic equipment 0.0119 1.6767 0 . 007 2.6250 2 . 6667 
21 Adjusting entries 0.1071 l. 7940 0.060 2.8750 3.0000 
22 Closing entries 6.0268 1.9201 3.139 2.1250 3.0625 
23 Entries to adjust inventory 

ledaer cards 8.3601 l. 3607 6.144* 1.5000 2.6042 
24 Entri~s for purchase of 

materials 12.1905 1.4961 8.148* 1.8750 1.2083 
25 Entries for issuance of 

materials 19.5268 1.1910 16.396* l. 2500 2.9375 
27 Expense accounts 21.5030 1.2496 17.208* l. 5000 3.2708 
28 Bank deposits 0.0000 0.8542 0.000 4.1250 4.1250 
29 Withholding tax calculations 0 . 0000 l. 5394 0.000 3.6250 3 . 6250 
30 Entries for depreciation 10.7143 l. 3519 7.926* l. 5000 2.7500 
31 Entries for bad debts 9.6696 1.1910 8.119* 1 . 5000 2. 68' 75 

Record (post) 

32 Entries in ledgers from journals 29.1696 0.8090 26 . 055* 1.8750 3 . 9375 
33 Adjusting entries 9.6696 1.3206 7.322* 2.0000 3.1875 
34 Closing entries 21.5030 1.1385 18.887* l. 5000 3.2708 
35 Purchase of materials 23.5744 l. 05 52 22.342* 1.5000 3. 3542 
36 Issuance of materials 28.0030 1 . 2033 23 . 271* 1 . 2500 3 . 2708 
37 Opening a set of books 18.1071 l. 7917 10 . 106* 1.2500 2 . 8750 
38 Data in ledgers from special 

journal 19 . 5268 l. 0984 17 . 778* 1.7500 3.4375 N 
0 _, 



Table l G continued. 

Task Mean Squares Mea n s 
Number Task Description Between 1'7i thin F Ratio Employees Teachers 

lla intain, Analyze o r Do 

39 Payroll taxes 0.4286 1. 3148 0. 326 3 .5000 3 .7500 
40 Sales tax records 6.2976 1. 3989 4.502* 2 .6 250 3.5833 
41 Perpetual inventor i es 19.0476 1.1327 16. 816* 1. 25 00 2.9167 
42 Add (foot ) and balance l edger 

accounts 27. 4 286 0.9722 28 . 212 * l. 7500 3.7500 
43 Add (foot) , balance a nd total 

co lumn s in special journals 17 .1905 0.8665 19. 839* 2 .1 250 3.7093 
44 Rule and b a lance accounts ll. 0744 1.6 36 2 6.768* 2 .1 250 3.3958 
45 Veri fy balances of control 

accounts with subsidiary 
l edger 26 .29 76 0.8410 31. 268* 1.7 5 00 3 . 7083 

46 Discount notes 12.964 3 1.5324 8.45 0* l. 2500 2 .6 250 
47 hlork v1i th promissory notes 7.7411 1.5150 5.109* 1. 5000 2 .56 25 
48 Checking account 14 .5833 0.915 1 15.936* 2.7500 4.2083 
4 9 Petty cash records 1 3.76 19 1.0309 13.350* 2 . 5000 3 .9167 

1'7orking Papers Used 

50 Tri a l balance 28 .0 030 1 . 1107 25.211* 1.7 500 3 . 7708 
51 Post- c l os ing trial balance 32 .1 905 1.0864 29.630* 1.5000 3 .6667 
52 vJorksheet 24 .645 8 1.12 00 22.006* 1.7 5 00 3.6458 

PreEare Computations For 

53 Straight line depreciation 10.3601 1. 3677 7 . 575* 1.6250 2 .8 542 
N 
0 
co 



Table 16 continued . 

Task Mean Squares Means 
Number 'l'ask Description Between Within F Ratio Employees Teachers 

54 Units of production depreciation 7 . 7411 1.2535 6.176* 1.3750 2.4375 
55 Sum-of-the-years digits 

depreciation 8 .0476 1.2554 6.410* 1.3750 2 .458 3 
56 Declining balance depreciation 5.0030 1.2195 4.102* 1.6250 2.4792 
57 Depletion 6 .2976 0.9892 6.366* 1.2500 2.2083 
58 Uncollectible accounts 4.7619 l. 4 591 3.264 1.8750 2 .708 3 
59 Inventory amount on hand 7.4405 1. 2207 6.095* 2.0000 3.0417 
60 Inventory physical count 5 . 7619 1.2739 4.523* 2.1250 3 .04 17 
61 Perpetual inventory 10.3601 1.1755 8.813* l. 5000 2.7292 
62 FIFO inventory 2.1696 1.3924 l. 558 1.6250 2.1875 
63 LIFO inventory 3.6458 l. 2658 2 . 880 1.3750 2.1042 
64 Weighted average inventory l. 5744 1.3399 l. 17 5 l. 6250 2.1042 
65 Specific inventory 1.3125 l. 4 2 01 0.924 1.6250 2.0625 
66 Interest receivable 9.0030 1.3029 6.910* 1.6250 2. 7708 
67 Interest payable 8.6786 l. 2731 6.817* 1.7500 2.8750 
68 Markup 18.5744 1.2751 14.567* 1.3750 3.0208 
69 Harkdown 18.5744 l. 2751 14.567* 1.3750 3.0208 
70 Trade discount 20.5030 1.1177 18 . 344* l. 3750 3.1042 
71 Cash discounts 23.5744 1.1917 19.781* l. 37 50 3.2292 
73 Figures payroll 0.0476 1 . 1258 0.042 3 .8750 3 . 7917 
74 Overtime 0.0268 1.1262 0.024 3.7500 3.8125 
75 Shift premium l. 714 3 1.7060 l. 005 2.8750 3.3750 
76 Vacation and holiday pay 0.3601 l. 5089 0.239 3.2500 3 .4792 
77 Bonuses 3.2411 1.5220 2.129 2.6250 3. 3125 
78 Pension and annuity payments 4 .0 744 1.7867 2.280 2 . 2500 3 .0 208 

N 
0 
\!) 



Table 16 conti nued. 

Task llean Squares Means 
Number Task Descriptio n Retween Within F Ratio Employees Teachers 

Payroll taxes : 
81 FICA 0.9643 1 . 1458 0.842 4.1250 3.7500 
82 Sta te unemployment 2.0119 1.306 3 l. 540 4 . 1250 3 .58 33 
83 Federal unemployment 1.714 3 l. 26 16 l. 359 4 . 1250 3.6250 
84 Federal withholding 0 . 1905 1. 2739 0.150 3 . 8750 3. 7 08 3 
85 Sta te withholding 0 . 1905 1.2739 0.1 5 0 3.8750 3.7083 
86 \~orkmen ' s compensation l. 3125 1.5683 0. 837 3 . 8750 3.4375 

Statements : 
8 7 Balance sheet 22 . 0119 1.4336 15.354* 1.7500 3 . 541 7 
88 Income statement 22.0119 1.43 36 15 . 35 4* l. 7500 3.5417 
89 Capital stateme nt 23.57 44 1. 3885 16 . 97 8 * l. 5000 3 . 3542 
90 Re tained earnings s t atemen t 16 . 2976 1. 22 07 13.351* 1.5000 3.04 17 
91 Statement of changes in 

financial position ll. 8125 l. 4687 8 . 043* l. 5000 2 . 81 25 
92 Ca sh flow statement 8.3601 1. 2496 6.690* 1.5000 2.6042 

'l'ax r epor ts: 
93 Employee withhold i ng 5.2500 l. 7199 3. 05 2 2 . 3750 3 . 25 00 
94 FICA 5.5030 1. 6547 3.326 2.3750 3.27 08 
95 Federal unemployme nt compen -

sat ion 10 . 3601 1 .5644 6.62 2 * 2.0000 3 . 2292 
96 Sta t e unemployme nt compen-

sat ion 9.6696 1.5799 6.121* 2.0000 3.1875 
97 State sales and use tax 2.6786 l. 5718 l. 704 2 .6250 3 . 25 00 
98 Schedul e o f accounts rece ivable 6.0268 1.3275 4 . 540* 2.6250 3 .5625 
99 Schedu l e o f accounts payable ll. 0744 l. 3607 8 . 139* 2 . 2500 3.52 08 

"' 1-' 
0 



Table 16 continued. 

Task Mean Squares Means 
Number Task Description Bet\veen Within F Ratio Employees Teachers 

Financial Statement Analysis 

Ratios and percentages : 
100 Current ratio 2 . 0119 0.9522 2.113 1.2500 1.7917 
101 Acid test ratio 4.0744 0,8607 4.734* 1.0000 l. 7708 
102 Percentage of increase or 

decrease 2 .50 30 1.1015 2.272 1.2500 l. 8 54 2 
103 Trend percentages 4.2976 0.8873 4.843* l. 0000 l. 7917 
104 Common size statements 3.6458 0.8052 4.528* l. 0000 1.7292 
105 Turnover of accounts receivable 6.5744 l. 0181 6 . 457* l. 0000 1 . 9792 
106 Days sales uncollected 5.7619 0.9938 5.798* l. 0000 l. 916 7 
107 Turnover of merchandise 

inventory 3 .8571 1.1389 3.387 1 . 2500 2 . 0000 
108 Capital co~tributions of owners 

and creditors 6.2976 1.1836 5.321* 1.0000 1.9583 
109 Pledged plant assets to long-

term liabilities 3.8571 0 . 7963 4.844* l. 0000 l. 7 500 
110 Times fixed interest charges 

were earned 4.0744 0.7867 5.179* l. 0000 1.7708 
111 Rate of return on total assets 

employed 3.8571 l. 1389 3.387 l. 2500 2.0000 
112 Rate of return on common stock-

holder ' s equity 4.5268 0.8021 5 . 644* 1.0000 1.8125 
113 Earnings per share of common 

stock 5.2500 0 . 9491 5.532* 1.0000 l. 8750 
114 Price earnings ratio 3.8571 0 . 7222 5.341* l. 0000 l. 7 500 

IV .... .... 



Table 16 continued. 

Task t1ean Squares Means 
Number Task Description Between I-Ii thin F Ratio Employees Teachers 

Comparative analysis: 
115 Balance sheet 6.0268 2.0336 2 . 964 1.7500 2. 6875 
116 Income statement 6.0268 2 . 0336 2.964 1.7500 2.6875 
117 Analysis of accounts receivable 11.0744 1.6755 6.609* 1.5000 2.7708 
118 Dividends per share 7.1458 l. 2033 5.938* 1.2500 2.2708 

Operate 

119 Ten-key adding machine 0 . 1905 0.6420 0.297 4.5000 4.3333 
120 Calculator 3 .6458 0.5089 7 . 165* 5.0000 4 . 2708 
121 Dictating equipment 19 . 5268 1.3391 14.582* 1.2500 2.9375 
122 Telephone equipment 7.7411 1 . 1516 6.722* 4.8750 3.8125 
123 Cash register 28.0030 1.2959 21. 609* 1.7500 3 . 7708 
125 Bookkeeping machine 25.1905 1.0031 25.113* 1.2500 3 .1667 

Perform Data Processing 
Act~vit~es 

126 Prepare input for automated 
processing 4.2976 l. 5170 2.833 3 . 5000 2.7083 

127 Utilize printed output 5.2500 1.8310 2.867 3.6250 2.7500 
128 Operate computer 1.7143 1.2963 l. 322 l. 5000 2.0000 
129 Hrite programs 3 . 0476 1.1327 2.691 l. 2500 1 . 9167 
130 Initiate and prepare flowcharts l. 1905 1.1420 1 . 042 l. 5000 1.9167 
131 Use pegboard syste m 10.3601 1.1200 9.250* 1.0000 2 . 2292 
132 Operate a terminal to a computer 

system 1.3125 l. 53 36 0.856 1.7500 2.1875 N 
1-' 
N 



Descriptive Question Analysis 

Tasks ranked from the highest mean to the lowest 

mean for businesses COIT~ined are shown in Table 17 for 

frequency, Table 18 for performance and Table 19 for 

importance. The means of teachers' responses are 

matched with the appropriate tasks. 

Rankings of task means of businesses for frequency 

213 

Employee responses ranked from the highest task mean 

to the lowest task mean for frequency are shown in Table 17. 

Teachers' responses to the same tasks are shown in a second 

set of columns in the table. Operating telephone equip­

ment, calculators and ten-key adding machines were the 

highest rated task means for employees of all businesses 

for frequency. Tasks relating to checking accounts were 

rated among the highest 10 tasks. Tasks relating to 

payroll preparation were also rated high by employees. 

Working with cash receipt journals and accounts receivable 

ledgers were rated in the highest 10 tasks. 

Of the 10 lowest rated tasks, 8 were involved with 

financial statement analysis. Calculating depletion and 

LIFO inventories were also in the lowest rated tasks for 

frequency. 



Table 17. Ranking (based on means of employees) for employees a nd teachers 
on Freouency. 

Task Employees Teachers 
Number Task Description Mean SD Rank Mean SD Rank 

1 22 Operate telephone equipment 4.83 3 0.816 l 4 . 354 l. 345 5 
120 Operate calculator 4.667 1.129 2 4. 813 0.64 1 2 
119 Operate ten-key adding machine 4.375 l. 4 39 3 4.896 0.425 1 

28 Bank depos its 4.167 1.341 4 4 . 354 0. 911 4 
72 Handle time cards 3.500 l. 445 5 3. 729 0.939 20 

15 Payroll ledgers 3.458 1. 4 74 6 3.417 l. 028 29 
2 Cash rece ipts journal 3.417 1. 640 7 4.292 1.184 7 

13 Accounts receivable ledger 3 . 417 1. 886 8 4.271 0 . 792 8 
7 3 Figures payroll 3.292 1.517 9 3 .4 58 0.824 26 
48 Checking account 3 .1 25 1.702 10 4.438 l. 009 3 

124 Operate check protector 3 . 125 1. 895 11 3.604 l. 64 7 22 
126 Prepare input for automated 

processing 3 .083 l. 84 0 12 3. 063 l. 656 51 
29 Withholding tax calculation 3.042 1. 4 29 13 3 .125 1. 0 24 48 
39 Payroll tax records 3 . 000 1. 383 14 3.125 0.866 47 
81 FICA taxes 2 .917 1. 381 15 3.271 0.917 34 

74 Overtime ca lculations 2 .9 17 l. 666 16 3.52 1 0.875 23 
127 Utilize printed output 2 .91 7 l. 84 0 17 3.000 1. 663 58 

85 State withholding taxe s 2 . 833 l. 4 04 18 3 .229 0.951 42 
84 Federal withholding taxes 2.833 l. 4 35 19 3 . 271 0.939 35 

3 Cash payments journal 2.792 1. 769 20 4.292 1.148 6 

"' .... .. 



Table 17 continued . 

Task Employees Teachers 
Number Task Description Mean SD Rank Mean SD Rank 

6 Sales journal 2 .70 8 1. 829 21 4.083 1. 088 12 
16 Accounts or vouchers payable 

ledgers 2 .66 7 1. 633 22 3.938 0.976 15 
4 Check register 2.625 1.765 23 3 . 813 1.439 18 

82 State unemployment taxes 2.583 1. 283 24 3.000 1.011 54 
12 General ledger 2.583 1. 5 30 25 3.958 0.824 14 

76 Vacation and holiday pay 2 .583 1.613 26 3.021 1. 082 52 
80 Medical and hospitalization plan 

premiums 2.542 1. 560 27 2.875 1. 064 63 
1 General journal 2.542 1. 587 28 3.854 1.072 17 

83 Federal unemployment 2 .4 58 1. 351 29 3.000 1.011 55 
49 Petty cash records 2 .45 8 1. 744 30 4.188 1.045 10 

20 Data for electronic equipment 2.458 1. 841 31 3 .1 25 1. 619 50 
98 Schedule of accounts receivable 2 . 417 1.472 32 2.917 0.613 59 
19 Journal entries for an original 

set of books 2.417 1. 530 33 2.542 1. 543 80 
24 Entries for purchase of materials 2.375 1. 740 34 3 0 313 1. 240 32 
99 Schedule of accounts paya ble 2.333 1. 4 35 35 2.917 0.613 60 

26 Entries for correcting 2.333 1. 4 94 36 2.854 1.130 65 
32 Post entries in ledgers from 

journals 2.333 1.551 37 4.167 0.834 11 
79 Group life insurance pre miums 2.292 1. 398 38 2. 813 1.104 69 
21 Adjusting entries 2.250 1. 726 39 2 . 500 0.945 83 

N .... 
U1 



Table 17 continued. 

Task Employees Teachers 
Number Task Description Mean so Rank He an so Rank 

86 Workmen ' s compensation 2.208 l. 215 40 2.833 l. 078 67 
43 Add (foot) , balance and total 

columns in spec ial journals 2.208 1.560 41 3 . 146 0 . 772 46 
45 Verify balances of control account 

with subsidiary ledger 2 . 167 l. 404 42 3 . 146 0 . 652 45 
42 Add (foot) and bala nce l edger 

accounts 2.167 1 . 579 43 3 . 271 l. 047 36 
75 Sh i ft premiums 2.167 l. 659 44 3 . 250 l. 042 40 

33 Post adjusting entries 2.042 l. 301 45 2 . 604 0.792 74 
40 Sales t ax records 2.042 l. 4 29 46 3.000 l. 031 56 
77 Bonuses 2 . 042 1.459 47 2.854 l. 052 64 
14 Notes receivable ledger 2.000 1.319 48 3.000 l. 203 57 
78 Pension and annuity payments l. 958 l. 459 49 2 . 771 1.115 70 

121 Operate dictating equipment l. 958 1.706 50 3.396 l. 498 31 
5 Combined ca sh journal l. 917 l. 442 51 4.063 l. 327 l3 
8 ~urchases journal l. 917 l. 44 2 52 3 . 938 l. 156 16 
7 Sales returns and allowances 

journal 1.875 l. 393 53 3.271 l. 380 39 
93 Empl oyee withholding report l. 833 0 . 868 54 2 . 417 0.739 89 

94 FICA report l. 833 0.868 55 2.396 0.676 90 
123 Operate cash register l. 8 33 l. 659 56 4 . 271 1 . 440 9 

27 Expense accounts l. 792 1 . 285 57 3 . 458 1.148 27 
34 Post closing entries 1.79 2 l. 318 58 2.604 0 . 818 75 

"' ,_. 
(J) 



Table 17 continued . 

Task Employees Teachers 
Number Task Description Mean SD Rank He an SD Rank 

95 Federal unemployment compensation 
report l. 750 0.794 59 2.271 0 . 676 95 

96 State unemployment compensation 
report l. 750 0.794 60 2.271 0.676 96 

97 State sales and use tax report l. 750 0.794 61 2.271 0.736 97 
44 Rule and balance accounts l. 750 l. 260 62 2.896 0.994 62 
71 Cas h discount l. 750 1 . 359 63 3.500 l. 384 24 

17 Plant (fixed assets ) ledger 1.708 1.122 64 2. 313 0.949 92 
58 Uncollectable accounts l. 708 l. 301 65 2.479 0.967 85 

132 Operate a terminal to a computer 
system l. 708 l. 429 66 2.438 l. 583 88 

52 \'lorksheet 1.667 l. 090 67 2 .833 0.834 66 
35 Post purchase of materials l. 625 l. 279 68 3.438 l. 128 28 

70 •rrade discounts l. 625 l. 279 69 3. 417 l. 44 2 30 
50 Trial balance l. 58 3 1.060 70 3.000 0.799 53 
18 Materials and stores ledger l. 583 l. 213 71 2.917 l. 252 61 
10 Petty cash register 1 . 583 l. 381 72 3.479 l. 337 25 
38 Record data in ledgers from special 

journal l. 54 2 1.103 73 3.27 1 1.180 37 

22 Closing entries 1 . 500 0.978 74 2.542 0.988 78 
88 Income statement preparation l. 458 0. 721 75 2.646 0.812 72 
66 Interest receivable l. 4 58 0.833 76 2.458 0.898 87 
67 Interest payable l. 417 0. 776 77 2 . 521 0 . 945 81 

N ,... .._, 



Table 17 continued. 

Task 
Number 

115 
116 

31 
11 
30 

53 
87 

117 
9 

51 

128 
125 

56 
60 
47 

59 
89 
92 

129 
102 

Task Description 

Balance sheet comparative analysis 
Income statement comparative 

analysis 
Entries for bad debts 
Petty cash register 
Entries for depreciation 

Straight line depreciation 
Balance sheet preparation 
Analysis of accounts receivable 
Purchases returns and allowances 

journal 
Post closing trial balance 

Operate computer 
Operate bookkeeping ma c hine 
Declining balance depreciation 
Inventory physical count 
Discount notes 

Inventory amount on hand 
Capital statement preparation 
Cash flow statement preparation 
Write programs 
Percentage of increase or decrease 

Mean 

l. 417 

l. 417 
l. 417 
l. 417 
l. 375 

l. 375 
l. 375 
l. 375 

l. 375 
l. 333 

l. 333 
l. 333 
1.292 
l. 292 
1 . 292 

l. 292 
1 . 292 
l. 292 
l. 292 
l. 250 

Employees 
SD 

0. 776 

0.776 
0.974 
1.176 
0 . 711 

0 . 711 
0. 711 
0. 711 

l. 056 
0.702 

l. 007 
l. 129 
0.624 
0.624 
0.690 

0.690 
0.751 
0.751 
0.999 
0 . 608 

Rank 

78 

79 
80 
81 
82 

83 
84 
85 

86 
87 

88 
89 
90 
91 
92 

93 
94 
95 
96 
97 

l'J.ean 

2.063 

2 . 063 
2 . 292 
3.750 
2.167 

2.104 
2.646 
2.167 

3 . 250 
2 . 813 

2.208 
3 . 729 
l. 896 
2 . 333 
2 . 479 

2.542 
2.583 
2 . 208 
l. 771 
l. 708 

Teachers 
SD 

0 . 998 

0.998 
0 . 824 
l. 229 
0.808 

0.881 
0.838 
0 . 953 

l. 361 
0.762 

1.570 
l. 440 
0.831 
0 . 834 
1.130 

1.010 
0.710 
0.898 
1 . 207 
0.922 

Rank 

104 

105 
94 
19 

101 

103 
73 

102 

41 
68 

99 
21 

108 
91 
86 

79 
94 
98 

118 
120 

"' ,_.. 
00 



Table 17 continued. 

Task 
Number 

68 
90 

25 
41 
36 

91 

23 

107 
69 

131 

37 
130 

61 
100 
103 

55 

65 
113 

Task Description 

Markup 
Retained earnings statement 

preparation 
Entries for issuance of materials 
Perpetual inventories 
Post issuance of materials 

Statement of changes in financial 
position preparation 

Entries to adjust inventory ledger 
cards 

Turnover of merchandise inventory 
Markdown 
Use pegboard systems 

Opening a set of books 
Initiate and prepare fl owcharts 
Perpetual inventory 
Current ratio 
Trend percentages 

Sum-of-the- years digits 
depreciation 

Specific inventory 
Earnings per share of common stock 

Mean 

l. 250 

l. 208 
l. 208 
l. 208 
l. 167 

1.167 

1.167 
1.167 
1.167 
l. 167 

1.125 
1.12 5 
l. 125 
1.125 
1.125 

l. 083 
l. 083 
l. 083 

Employees 
SD 

0.737 

0.588 
0. 721 
0. 721 
0.482 

0 . 482 

0.565 
0.565 
0.637 
0.816 

0.338 
0.338 
0.448 
0.448 
0 . 448 

0.282 
0 . 28 2 
0.282 

Rank 

98 

99 
100 
101 
102 

103 

104 
105 
106 
107 

108 
109 
110 
111 
126 

113 
114 
115 

~lean 

3.167 

2.479 
3.188 
3. 271 
3. 313 

2.188 

2.292 
1.813 
3.125 
2.521 

1.708 
l. 708 
2.688 
l. 625 
1.583 

l. 792 
l. 813 
2 . 667 

Teachers 
SD 

l. 310 

0 . 714 
l. 468 
1 . 317 
l. 401 

0.842 

0.849 
0.816 
1.315 
l. 624 

1.051 
l. 051 
l. 223 
0.815 
0.767 

0.798 
0.790 
0 . 724 

Rank 

44 

84 
43 
41 
33 

100 

93 
115 

49 
82 

121 
122 

71 
125 
126 

116 
114 
123 

N 
1-' 

"' 



Table 17 continued. 

------
Task Employees Teach ers 

Number Task Description t-1ean SD Rank Mean SD Rank 

114 Price earnings ratio 1. 083 0.282 116 1. 646 0 . 668 124 
46 Discount notes 1. 083 0. 408 117 2 . 563 1. 270 77 
62 FIFO inventory 1. 083 0 . 408 118 1. 875 0 . 815 109 
64 Weigh ted average inve ntory 1 . 083 0.408 119 1.813 0 . 762 113 

104 Common size statements 1. 083 0.408 120 1. 542 0. 74 3 128 

118 Dividends per share 1. 08 3 0.408 121 1. 771 0.805 117 
54 Units of production depreciation 1. 04 2 0 . 20 4 122 1. 8 33 0 . 834 112 
57 Depletion 1. 042 0 . 2 04 123 1 . 833 0.781 111 

1 05 Turnover of accounts receivable 1. 04 2 0. 2 04 124 1. 91 7 1. 007 107 
106 Day ' s sales uncollected 1. 042 0.204 125 2.000 1. 353 106 

1 08 Capital contributions of owners 
and creditors 1. 04 2 0.204 126 1 . 729 0.818 119 

112 Rate of return on common stock-
holders ' equity 1. 042 0 . 204 127 1 . 563 0 . 649 127 

63 LIFO inventory 1.000 0 . 000 128 1.833 0.753 110 
101 Acid test ratio l. 000 0.000 129 1. 521 0 . 714 130 
109 Pledged plant assets to long -

term liabilities l. 000 0 . 000 130 l. 521 0 . 652 131 

110 Times fixed interest charges were 
earned l. 000 0.000 131 1. 542 0.651 129 

111 Rate of return on total assets 
employed 1.000 0 . 000 132 1. 4 79 0.618 13 2 

N 
N 
0 
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Ranking of task means of businesses for performance 

Employee re sponses ranked from the highest task mean 

to the lowest task mean for performance are shown in 

Table 18. Teachers' responses to the same tasks are 

shown in a second set of columns i n the table . Operati ng 

telephone equipment, calculators and ten-key adding 

machines were the highest rated task means for employees 

of all businesses for performance . Figuring bank deposits 

was the next highest rated task. Five of the next six 

tasks involved payroll preparation. Maintaining an accounts 

receivable ledger was the other task ffiean in the highest 

10 tasks . 

Of the 10 lowest rated tasks, 8 were involved with 

financial statement analysis. Us i ng pegboard systems 

and calculating LIFO inventories were also in the lowest 

rated tasks for performance. 



Table 18. Ranking (based on means of employees) for employees and teachers 
on Performance. 

Task Employees Teachers 
Number Task Description Mean SD Rank Mean so Rank 

122 Operate telephone equipment 4.417 0.881 1 3 . 646 1.158 7 
120 Operate calcul ator 4.208 1.141 2 4 . 042 0.824 2 
119 Operate ten- key adding machine 4.042 l. 301 3 4 . 125 0.761 1 

28 Bank depos i ts 3.792 l. 250 4 3.625 l. 084 8 
72 Handle time cards 3.500 l. 4 74 5 3 . 479 0.922 13 

15 Payroll ledgers 3.458 l. 4 74 6 3. 604 1.162 10 
73 Figures payroll 3.417 l. 558 7 3.417 0.986 21 
13 Accounts receivable ledger 3.333 l. 523 8 3.854 0 . 989 5 
39 Payroll tax records 3 . 292 1.197 9 3.396 l. 026 23 
81 FICA taxes 3. 292 l. 488 10 3 . 146 l. 052 43 

82 State unemployment taxes 3 . 292 1 . 488 11 3 . 042 l. 091 57 
29 Withholding tax calculation 3.250 l. 482 12 3.3 1 3 1.170 30 
83 Federal unemployment 3.208 l. 560 13 3 . 042 l. 091 58 
84 Federal withholding taxes 3.208 l. 560 14 3.229 0.994 35 
85 State withholding taxes 3.208 l. 560 15 3.229 0 . 994 36 

2 Cash receipts journal 3.208 l. 693 16 3.563 l. 029 11 
126 Prepare input for automated 

processing 3.125 l. 650 17 2.521 l. 288 97 
127 Utilize printed output 3.042 l. 681 18 2.5 00 l. 255 98 

74 Overtime calculations 3 . 000 l. 694 19 3.417 0.942 20 
48 Checking account 2.958 l. 546 20 3 . 896 0.973 3 

N 
N 
N 



Table 18 continued. 

-------

':"ask Employee s Teachers 
Number 'l'ask Descriptio n Mean SD Rank Mean SD Rank 

86 Workmen ' s compensation 2.958 l. 628 21 2.813 1.104 77 
124 Operate check protector 2.958 l. 756 22 3.083 l. 269 51 

16 Accounts or vouchers payable 
ledgers 2.917 l. 64 0 23 3 . 4 38 l. 070 18 

12 General ledger 2.833 1. 551 24 3.604 1. 026 9 
76 Vacation and holiday pay 2.833 l. 685 25 3.167 1. 078 41 

3 Cash payments journal 2.79 2 1. 641 26 3.479 1. 052 15 

l General journal 2.750 1. 539 27 3.250 1. 000 34 
98 Schedule of accounts rec eivable 2 . 708 1. 574 18 3. 333 0.975 27 
93 Employe e withholding repo rt 2.625 1. 555 29 3.083 1. 269 50 
94 FICA report 2.625 1. 555 30 3.083 1 . 235 49 

4 Check r egister 2.583 1. 586 31 3.208 1.184 40 

80 Medical and hospitaliza tio n plan 
premiums 2 . 58 3 1. 586 32 3.000 1.072 61 

6 Sales journal 2 . 58 3 1. 613 33 3. 354 1. 021 26 
26 Entries for correc ting 2 .583 1. 640 34 2.833 1. 277 76 
20 Data for electronic equipment 2.583 1. 692 35 2 .521 1. 288 96 
19 Journal entries for an original 

set of books 2.500 1. 445 36 2.854 1. 353 75 

99 Schedule of acco unts payable 2.500 1. 504 37 3 . 333 0.975 28 
95 Federal unemplo yme nt compe nsatio n 

report 2 . 500 1 . 560 38 3 .063 1.192 54 
96 State unemployment compensation 

report 2.500 1. 560 39 3.021 l. 229 60 
"' "' w 



Table 18 continued. 

•rask Employees Teachers 
Number Task Description Means SD Rank Mean SD Rank 

49 Petty cash records 2.500 l. 642 40 3 . 667 0 . 975 6 
79 Group life insurance premiums 2 . 458 l. 532 41 2.896 1.115 68 
97 State sales and use tax r e port 2.458 l. 560 42 3.063 l. 210 55 
43 Add (foot), balance and t o tal 

columns :in special journals 2 . 417 1 . 666 43 3.438 1.050 16 
45 Verify balances of control account 

with subsidiary ledger 2.375 l. 637 44 3.438 1.050 17 

21 Adjusting entries 2.333 l. 659 45 2.875 l. 265 71 
42 Add (foot) and balance ledger 

accounts 2.333 1. 711 46 3.479 l. 031 14 
77 Bonuses 2.292 1. 628 47 2.979 1.139 64 
32 En tries in ledgers from journals 2.250 1. 359 48 3.875 0 .98 1 4 
40 Sa les tax records 2.208 1. 414 49 3.375 l. 064 24 

33 Post adjusting entries 2.167 1. 373 50 3 . 083 1. 217 48 
24 En tries for purchase of materials 2.167 1. 4 94 51 2.958 1. 271 67 
75 Shift premium 2.167 1. 633 52 3.0 63 1.174 53 
14 Notes receivable ledger 2 . 125 1. 4 24 53 3.021 1.194 59 
52 Worksheet 2.125 1. 541 54 3.292 1. 237 32 

121 Operate dictating equipment 2.125 1. 650 55 3.063 1.210 56 
78 Pension and annuity payments 2.083 1. 501 56 2 . 750 1.194 82 

8 Purchases journal 2.042 1. 459 57 3.313 1. 014 29 
17 Plant (fixed assets) ledger 2.042 1.459 58 2.646 1.158 85 
58 Uncollectable accounts 2. 042 1. 574 59 2.563 1. 128 91 

N 
N 

"' 



Table 18 continued. 

Task Employees Teachers 
Number Task Description Mean so Rank Mean so Rank 

27 Expense accounts 2.000 1. 383 60 3.208 1.129 39 
34 Record closing entries 2.000 1. 383 61 3.104 1. 225 47 

7 Sales returns and allowances 
journal 2.000 1. 532 62 2.792 1.129 80 

50 Trial balance 1. 958 1. 488 63 3.438 1. 219 19 
44 Rule and balance accounts 1. 917 1. 4 7 2 64 3.271 1. 267 33 

71 Cash discount 1.917 1. 530 65 3.104 1. 096 46 
5 Combined cash journal 1. 875 1. 329 66 3.417 1. 088 22 

18 Materials and stores ledge r l. 87 5 l. 329 67 2.854 1.111 74 
88 Income statement preparation l. 875 1. 361 68 3.146 l. 288 45 
22 Closing entries 1. 875 1. 569 69 2.896 1.309 70 

123 Operate cash register 1. 833 1. 494 70 3.563 1.147 12 
132 Operate a terminal to a computer 

system 1 . 792 l. 318 71 2.021 l. 211 113 
51 Post closing trial balance 1.792 1. 4 74 72 3.375 1 . 196 25 
66 Interest receivable 1. 792 l. 4 74 73 2.583 1. 088 87 
70 Trade discounts 1.750 l. 4 52 74 2.958 1.071 66 

35 Purchase of materials 1. 708 1. 233 75 3.146 1.111 44 
53 Straight line depreciation 1. 708 l. 334 76 2.583 l. 200 88 
38 Data in ledgers from special 

journal l. 667 1. 239 77 3 . 292 1.166 31 
56 Declining balance depreciation l. 667 1. 239 78 2.396 1.162 103 

115 Balance sheet analysis 1.667 1.239 79 2.438 1. 367 101 
N 
N 
lJ1 



Table 18 continued. 

Task Employees Teachers 
Number Task Description Mean SD Rank Mean SD Rank 

116 Income statement analysis l. 667 l. 239 80 2 .438 1.367 102 
87 Balance sheet preparation l. 667 l. 274 81 3.167 l. 294 42 
67 Interest payable l. 667 1.308 82 2 .688 l. 053 83 
30 Entries for depreciation l. 625 l. 279 83 2 .563 l. 270 93 
31 Entries for bad debts l. 625 l. 279 84 2.521 l. 203 95 

117 Analysis of accounts receivable l. 583 1.213 85 2.458 1.202 100 
47 Work with promissory notes l. 54 2 1.179 86 2 . 542 1.220 94 

9 Purchase returns and allowances 
journal l. 542 l. 285 87 2 . 771 1.153 81 

10 Vouc her register l. 542 l. 285 88 2.958 0 . 967 65 
89 Capital statement preparation 1 .500 l. 022 89 3.00 0 1.185 63 

55 Sum-of-the - years digits 
depreciation l. 500 1.180 90 2.354 l.l 76 105 

92 Cash flow statement preparation l. 500 l. 180 91 2.396 l. 267 104 
125 Operate bookkeeping machine 1.500 1.251 92 3.2 08 1.071 38 

60 Inventory physical count l. 458 0.932 93 2.896 1.171 69 
91 Statement of changes in financial 

position preparation l. 417 0.974 94 2 .500 1 . 321 99 

102 Percentage of increase or decrease l. 417 1.018 95 l. 875 l. 214 119 
128 Operate c o mputer l. 417 1.060 96 l. 8 33 l. 098 121 

25 Entries for issuance of materials l. 417 1.139 97 2 . 813 l. 266 79 
36 Post issuance of materials 1.417 1.139 98 3.063 1.174 52 
37 Opening a set of books l. 417 1.139 99 2.583 l. 4 71 89 

"' "' "' 



Table 18 continued. 

Task Employees Teachers 
Number Task Description Mean SD Rank Mean SD Rank 

90 Retained earnings statement pre-
paration 1 . 375 0.875 100 2 . 688 l. 257 84 

68 Markup l. 375 1.013 101 2.854 l. 052 7 2 
11 Pe tty cash register l. 375 l. 056 102 3.229 l. 036 37 
41 Perpetual inventory l. 375 1.056 103 3.000 1.149 62 
46 Discount notes 1 . 375 1 . 056 104 2 . 646 1.360 86 

54 Units of productio n depreciat i on l. 333 0.917 105 2.333 1.191 106 
59 Inventory amount on hand l. 292 0.690 106 2.813 1.197 78 
23 Entries to adjust inventory ledger 

cards l. 292 0 . 806 107 2.563 l. 270 92 
100 Current r a ti o l. 292 0.908 108 1. 771 l. 134 127 
129 \vrite programs 1.292 0.908 109 1.688 1.114 1 32 

130 Initiate and prepare flow c harts l. 25 0 0.608 110 1.771 l. 057 1 25 
57 Depletion l. 250 0.7 37 111 2.188 1.123 108 

113 Earnings per share of commo n stock 1. 208 0.588 112 l. 833 l. 098 120 
114 Price-earnings ratio l. 208 0 . 588 113 1.792 l. 091 124 

69 Markdm~n l. 208 0.658 114 2.854 l. 052 73 

104 Common size statements 1. 208 0. 721 115 l. 688 1.114 131 
62 FIFO inventory l. 167 0.565 116 2.125 1.104 109 
64 Weighted average inventory 1.167 0. 565 117 2 . 042 1.129 112 
65 Specific inventory 1.167 0.565 118 l. 979 l. 082 115 

103 Trend percentages 1.167 0 . 565 119 1.792 1.166 12 3 

N 
N 
-.J 



Table 18 continued. 

Task 
Number Task Description Mean 

61 Perpetual inventory 1.125 
101 Acid test ratio 1.125 
105 Turnover of accounts rece ivable 1.125 
106 Day's sales uncollected 1.125 
107 Runover of merchandise inventory 1. 125 

108 Capital contributions of owners 
and creditors 1.125 

112 Rate of return on common stock-
ho l ders' equity 1.125 

118 Dividends per sha re 1. 125 
131 Use pegboard system l. 125 

63 LIFO inventory 1. 08 3 

109 Pledged plant assets to long-
term liabilities 1. 042 

110 Times fixed interest charg es 
were earned l. 042 

111 Rate of return on total assets 
employed 1. 04 2 

Employees 
SD Rank Mean 

0 . 448 120 2 . 563 
0 . 448 121 1. 750 
0 . 448 122 2.000 
0.448 123 1.896 
0.448 124 1. 917 

0 . 448 125 1. 979 

0.448 126 1. 771 
0.448 127 2 . 083 
0 . 612 128 2 . 250 
0 . 408 129 2.083 

0 . 204 130 1. 750 

0.204 131 1.813 

0.204 132 1. 729 

Teachers 
SD 

1.090 
1. 120 
1. 203 
1. 171 
1. 164 

1. 229 

1 . 096 
1.182 
l. 280 
l. 069 

l. 082 

1.104 

1. 086 

Rank 

90 
129 
114 
118 
117 

116 

126 
111 
107 
110 

128 

122 

130 

N 
N 
(X) 
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Rank ing of task means of businesses for importance 

Employee responses ranked from the highest ta sk mean 

to the lowest ta sk mean for i mportance are shown in 

Table 19 . Teachers' responses to the same tasks are shown 

in a second set of columns in t he table. Operating tele­

phone equipment , calculators and ten-key adding machine s 

were the three highest task means by employees for 

importance. Figuring bank deposits was the next highest 

rated task. Tasks involving payroll preparation make up 

the remaining tasks in the highest rated 10 tasks. 

Of the 10 lowest rated tasks, 9 were involved with 

financial statement analysis . Using pegboard systems was 

the lowest rated task by employees for importance . 



Table 19. Ranking (based on means of employees) for employees and teachers 
on Importance. 

Task Employees Teachers 
Number Task Description Mean SD Rank Mean SD Rank 

122 Operate telephone equipment 4.542 0 . 932 l 3 . 813 1 . 142 14 
120 Operate ca lculator 4 . 417 1.176 2 4 . 271 0.765 2 
119 Operate ten- key adding machine 4.292 l. 268 3 4 . 333 0.663 1 

28 Bank deposits 3.833 l. 274 4 4.125 0. 937 5 
72 Handle time cards 3.625 l. 498 5 3 . 813 0.938 12 

39 Payroll tax records 3.583 1.316 6 3.7 50 l. 042 20 
15 Payroll ledgers 3.583 l. 44 2 7 4.042 l. 051 6 
29 Withholding tax calculations 3.583 l. 530 8 3 .625 1. 160 34 
73 Figures payroll 3.542 l. 587 9 3.792 0.967 15 
81 FICA taxes 3 . 333 l. 494 10 3.750 l. 062 21 

82 State unemployment taxes 3 . 333 l. 494 ll 3 . 583 1.145 36 
83 Fede ral unemployment taxes 3.333 l. 494 12 3.625 l. 1 23 33 
84 Federal withholding 3.250 l. 567 13 3.708 1 . 051 26 
85 State withholding 3.250 l. 567 14 3.708 l. 051 27 

126 Prepare input for automated 
processing 3.250 l. 700 15 2.708 1.148 94 

13 Accounts receivable ledger 3.208 l. 414 16 4 . 229 0.805 3 
74 Overtime 3.208 l. 693 17 3.8 13 0.960 13 

124 Operate check protector 3 . 208 1.769 18 3.271 1.198 54 
86 Workmen ' s compensation 3.167 l. 633 19 3. 4 38 l. 201 44 

2 Cash receipts journal 3.125 1.513 20 3.958 l. 071 8 

"' w 
0 



Table 19 continued. 

Task Employees Teachers 
Number Task Description Mean SD Rank Hean SD Rank 

16 Accounts or vouchers payable ledger 3.042 l. 574 21 3. 771 0.994 16 
48 Checking account 3.042 l. 628 22 4 . 208 0.898 4 

127 Utilize printed output 3.000 l. 794 23 2.750 l. 280 91 
76 Vacation and holiday pay 2. 958 l. 654 24 3 . 479 1.130 42 
12 General ledger 2.875 1.513 25 3.958 0 . 874 7 

6 Sales journal 2 . 833 l. 494 26 3.667 0.996 28 
3 Cash payments journal 2.792 l. 503 27 3.896 1.134 11 

79 Group life insurance premiums 2.750 l. 595 28 3 . 104 1.189 65 
80 Medical and hospitalization plan 

premiums 2.750 l. 595 29 3.229 1.115 58 
26 Entries for correcting 2.708 l. 601 30 3 . 021 1.139 72 

75 Shift premiums 2. 708 1 .78 1 31 3.375 1.214 46 
77 Bonuses 2.667 l. 633 32 3.313 1.170 49 

1 General journal 2.625 l. 408 33 3 . 625 l. 084 32 
19 Journal entries for original set 

of books 2.625 1.439 34 3.104 l. 356 67 
98 Schedule of accounts receivable 2.625 l. 4 39 35 3 . 563 1.109 37 

20 Data for electronic equipment 2.625 l. 555 36 2.667 l. 24 3 98 
21 Adjusting entries 2.625 l. 583 37 3.000 l. 288 76 
93 Employee withholding reports 2.583 l. 692 38 3.250 1.194 56 
94 FICA reports 2 . 583 l. 692 39 3.271 1.162 53 
99 Schedule of accounts payable 2.500 l. 445 40 3 . 521 l. 130 40 

"' w 
1-' 



Table 19 continued . 

Task Employees Teachers 
Number 'rask Description Mean so Rank Mean SD Rank 

95 Federal unemployment compensation 
report 2.458 l. 693 41 3 . 229 1.134 59 

96 State unemployment compensation 
report 2 . 458 l. 693 42 3 . 188 l. 142 62 

45 Verify balances of control account 
with subsidiary ledger 2 .4 58 1 . 719 43 3.708 0.898 25 

4 Check register 2.417 l. 381 44 3 . 667 l. 24 3 30 
49 Petty cash records 2 . 417 1 . 501 45 3. 917 0.942 10 

121 Operate dictating equipment 2.417 l. 717 46 2.938 1 . 210 80 
40 Sales tax records 2.375 l. 439 47 3.583 1.127 35 
97 State sales and use tax report 2 . 375 l. 610 48 3.250 1.139 55 
43 Add (foot), balance and total 

columns in special journals 2.333 l. 404 49 3 . 708 0.874 24 
32 Entries in ledgers from journals 2.333 l. 4 35 50 3.938 0.885 9 

78 Pension and annuity payments 2.333 l. 4 35 51 3.021 1.296 75 
42 Add (foot) and balancde ledger 

accounts 2.292 1.459 52 3. 750 0.978 19 
24 Entries for purchase of materials 2.292 1 . 51 7 53 3.208 l. 220 60 

7 Sale s returns and allowances 
journa l 2.250 l. 452 54 2.979 l. 08 2 77 

123 Operate cash register 2.250 l. 726 55 3 . 771 l. 077 18 

N 
w 
N 



Table 19 continued. 

Task Employees Teacher s 
Number Task Description Mean so Rank Mea n so Rank 

8 Purchases journal 2.208 l. 351 56 3.729 l. 026 23 
5 Combined ca sh journal 2.167 l. 341 57 3.750 1.101 22 

33 Post a djusting e ntries 2.167 l. 341 58 3.188 1.14 2 61 
27 Expense accounts 2.167 l. 404 59 3.271 1.144 51 
88 Income sta tement prepara tion 2.167 l. 45 3 60 3 .542 l. 220 39 

44 Rule and balance accounts 2 . 167 l. 494 61 3 .396 l. 284 45 
58 Uncollectable accounts 2 . 16 7 l. 523 62 2.708 1.129 93 
14 Notes receivable ledger 2.12 5 l. 292 63 3.104 l. 225 66 
52 Worksheet 2 . 125 1.329 64 3.646 l. 062 31 
34 Post closing entries 2.125 1 .36 1 65 3.271 l. 086 50 

17 Plant (fixed asse ts) ledaer 2.125 1 . 424 66 2.646 1.194 99 
10 Voucher register - 2.083 l. 44 2 67 2 .896 0.973 83 
22 Closing entries 2.083 l. 4 7 2 68 3 .063 l. 34 3 68 
18 Materi a ls and stores l edger 2.000 l. 319 69 2.917 l. 164 82 
87 Balance sheet preparation 2.000 l. 319 70 3.542 l. 220 38 

53 Straight line deprec iation l. 917 l. 283 71 2.854 1 . 203 86 
30 Entries for d e prec iatio n l. 917 l. 316 72 2.750 l. 194 90 
31 Entries for bad debts l. 917 l. 316 73 2.688 1.114 95 
89 Capital statement preparat i o n l. 91 7 l. 316 74 3. 354 1.211 48 

132 Operate a terminal to a compu t er 
system 1 . 917 l. 381 75 2. 188 1.197 111 

"' w 
w 



Table 19 continued. 

Task 
Number Task Description Mean 

115 Balance sheet analysis l. 875 
116 Income statement a nalysi s l. 875 

50 Trial balance l. 875 
90 Retained earnings statement pre -

paration l. 875 
91 Stateme nt of c hange s in fi nancial 

positio n prepara tion l. 833 

92 Cash flow state men t preparation l. 833 
11 Petty cash re g ister l. 833 
23 Entries t o ad just inventory ledger 

cards l. 833 
35 Record purchase of materials l. 833 
38 Data in ledgers from special 

journal l. 833 

117 Analysis of account s receivable l. 833 
25 Entries for issuance of materials l. 833 
60 Inventory physical count l. 833 
51 Post clos ing tri a l balance l. 79 2 

9 Purchase returns a nd a llowa nces 
journal l. 792 

Employees 
SD Rank Mean 

1.191 76 2 .688 
l. 191 77 2 .688 
l. 227 78 3.771 

l. 296 79 3 .042 

l. 167 80 2 .813 

1.167 81 2 .604 
l. 239 82 3.479 

l. 239 83 2. 604 
l. 239 84 3.354 

l. 2 39 85 3 .438 

l. 274 86 2.771 
1.308 87 2.938 
l. 341 88 3 .04 2 
l. 21 5 89 3.667 

l. 250 90 2 .958 

Teachers 
SD 

l. 4 75 
l. 4 75 
l. 05 7 

1.129 

l. 24 9 

1.144 
l. 052 

l. 198 
l. 041 

l. 050 

l. 341 
1.137 
1.031 
l. 059 

l. 091 

Rank 

96 
97 
17 

71 

87 

101 
41 

102 
47 

43 

89 
79 
6 9 
29 

78 

N 
w ..,. 



Table 19 continued. 

Task Employees Teachers 
Number Task Description Mean SD Rank Mean SD Rank 

71 Cash discount 1.792 1.382 91 3.229 l. 096 57 
125 Operate bookkeeping machin e 1.792 l. 532 92 3.167 l. 038 63 

56 Declining balance depreciation l. 750 1.113 93 2.479 1.130 104 
41 Perpetual inventories l. 750 1.189 94 2.917 1.108 Bl 
36 Record issuance of materials l. 750 l. 225 95 3.271 l. 144 52 

67 Interest payable 1.750 l. 260 96 2.875 1.123 84 
55 Sum-of - the-years digits 

depreciation l. 708 l. 197 97 2.458 1.166 105 
66 Interest receivable l. 708 l. 268 98 2.771 l. 134 88 
70 Trade discounts 1.708 l. 268 99 3.103 l. 057 64 
47 Work with promissory notes l. 708 1.301 100 2.563 l. 270 103 

59 Inventory amount on hand l. 625 l. 096 101 3.042 l. 091 70 
37 Opening a set of books l. 625 1.17 3 102 2.875 l. 409 85 
68 Markup 1.583 l. 176 103 3.021 1.139 73 
69 Markdown l. 583 1.176 104 3.021 1.139 74 
54 Units of production depreciation l. 54 2 0.977 105 2.438 1.165 106 

62 FIFO inventory 1.500 l. 063 106 2.188 1.179 110 
64 Weighted average inventory l. 500 l. 063 107 2.104 1.153 113 
65 Specific inventory l. 500 l. 063 108 2 . 063 1.192 114 
61 Perpetual inventory l. 4 58 l. 021 109 2. 729 l. 086 92 
46 Discount notes l. 458 1.062 110 2.625 1.299 100 

"' w 
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Table 19 continued . 

Task Employees Teachers 
Number Task Description Mean SD Rank ~lean SD Rank 

102 Percentage of increase or decrease l. 417 0.776 111 l. 854 l. 091 123 
57 Depletion l. 417 0.929 112 2.208 l. 031 109 
63 LIFO inventory l. 417 l. 018 113 2 .104 1.134 112 

128 Operate computer l. 417 l. 060 114 2.000 1.092 115 
130 Initiate and prepare flowcharts l. 375 0.770 115 l. 917 l. 088 120 

118 Dividends per share l. 333 0.761 116 2.271 l. 144 107 
129 Write programs l. 333 0.816 117 l. 917 1 .108 121 
103 Trend percentages l. 292 0.608 1'18 l. 792 1.010 126 
100 Current ratio 1.292 0.624 119 l. 792 l. 010 125 
107 Turnover of merchandise inventory 1.292 0.690 120 2.000 1.111 116 

108 Capital contributions of owners 
and creditors l. 292 0.690 121 l. 958 1 .166 118 

105 Turnover of accounts receivable l. 250 0.608 122 l. 979 l. 082 117 
113 Earnings per share of common stock l. 208 0.588 123 l. 875 l. 044 122 
114 Price- earnings ratio l. 208 0 . 588 124 1.750 0. 911 130 
101 Acid test ratio 1. 167 0.482 125 l. 771 0.994 129 
104 Commo n size statements l. 167 0.482 126 l. 729 0.962 132 

106 Day's sales uncollected l. 167 0.482 127 l. 917 1.069 119 
109 Pledged plant assets to long-

term liabilities l. 125 0.448 128 1.750 0.957 131 
110 Times fixed interest charges 

were earned 1.125 0.448 129 l. 771 0.951 127 

tv 
w 
0"\ 



Table 19 continued. 

Task 
Number Task Description Mean 

lll Rate of return on total assets 
employed 1.125 

112 Rate of return on common stock-
holder's equity 1.125 

131 Use pegboard system 1.125 

Employees 
SD Rank Hean 

0.448 130 l. 771 

0.448 131 1.813 
0.448 132 2.229 

Teachers 
SD 

0.973 

0.960 
l. 134 

Rank 

128 

124 
108 

"' w 
-J 



Tasks ranked from the highest mean to the lowest 

mean for teachers are shown in Table 20 for frequency, 

Table 21 for performance and Table 22 for importance. 

The means for responses of all businesses are matched 

with the appropriate tasks. 

Ranking of task means of teachers for frequency 

238 

Teachers' responses ranked from the highest task mean 

to the lowest task mean for frequency are shown in Table 20. 

Employees responses for all businesses combined are shown 

in a second set of columns in the table. Operating ten-key 

adding machines, calculators, telephone equipment and 

cash registers were all rated in the highest 10 rated tasks 

by teachers for frequency. Tasks relating to checking 

accounts were in the highest 10. Work ing with cash payments 

and cash receipts journals, accounts receivable ledgers 

and petty cash records completed the highest 10 tasks. 

All of the 10 lowest rated tasks were involved with 

financial statement analysis. 



Table 20. Ranking (based on means o f teac hers) for t e achers and e mployees 
on Frequency . 

Task Teachers Employees 
Number Task Description Mean SD Rank He an SD Rank 

119 Operate ten-key adding machine 4.896 0.425 1 4.375 l. 4 39 3 
120 Operate ca l culator 4. 813 0.641 2 4.667 l. 129 2 

48 Checking account 4.438 l. 009 3 3.125 1.702 10 
28 Bank deposits 4.354 0. 911 4 4.167 l. 341 4 

122 Operate telephone equipment 4.354 l. 34 5 5 4.833 0.816 l 

3 Cash payments journal 4. 292 1.148 6 2. 792 1.769 20 
2 Cash receipts journal 4.292 1.184 7 3.417 l. 886 7 

13 Accounts receivable ledger 4.271 0.792 8 3. 417 l. 640 8 
123 Operate cash register 4.271 l. 44 0 9 l. 8 33 l. 659 56 

49 Petty cash records 4.188 l. 045 10 2.458 l. 744 30 

32 Entries in ledgers from journals 4.167 0.834 11 2.333 l. 551 37 
6 Sales journals 4.083 l. 088 12 2.708 l. 829 21 
5 Combined cash journal 4.063 l. 327 13 l. 917 l. 442 51 

12 General ledger 3.958 0.824 14 2.583 1.530 25 
16 Accounts or vouchers payable 

ledger 3.938 0.976 15 2 .66 7 l. 633 22 
8 Purchases journal 3.938 l.l5f. 16 l. 917 l. 442 52 

l Gene ral journal 3.854 1. 072 17 2.542 l. 587 28 
4 Check register 3 . 813 l. 4 39 18 2.625 l. 765 23 

11 Petty cash register 3.750 l. 229 19 l. 417 1.176 8 1 
72 Handle time cards 3.729 0.939 20 3 .500 l. 44 5 5 

"' w 
<D 



Table 20 continued. 

•rask Teachers Employees 
Number Task Description Mean so Rank Mean SD Rank 

125 Operate bookkeeping machine 3. 729 l. 440 21 l. 333 1.129 89 
124 Operate check protector 3.604 l. 64 7 22 3.125 l. 895 11 

74 Overtime 3.521 0.875 23 2.917 l. 666 16 
71 Cash discount 3.500 l. 384 24 l. 750 l. 359 63 
10 Voucher register 3.479 l. 337 25 l. 583 l. 381 72 

73 Figures payroll 3 .45 8 0.824 26 3. 292 l. 517 9 
27 Expense accounts 3.458 l. 148 27 l. 792 l. 285 57 
35 Record purchase of materials 3.438 l. 128 28 l. 625 l. 279 68 
15 Payroll ledger 3.417 l. 028 29 3.458 l. 4 74 6 
70 Trade discounts 3.417 l. 442 30 l. 625 l. 279 69 

121 Operate dictating equipment 3.396 l. 498 31 l. 958 l. 706 50 
24 Entries for purchase of materials 3. 313 l. 24 0 32 2.375 l. 74 0 34 
36 Record issuance of materials 3.313 l. 401 33 l. 167 0.482 102 
81 FICA taxes 3.271 0.917 34 2.917 1.381 15 
84 Federal withhold ing taxes 3.271 0.939 35 2.833 l. 435 17 

42 Add (foot) and balance ledger 
accounts 3.271 l. 04 7 36 2.167 l. 579 43 

38 Data in ledgers from special 
journa l 3.271 1. 180 37 l. 54 2 l. 103 73 

41 Perpetual inventories 3. 271 1.317 38 2 .108 0. 721 101 
7 Sales returns and allowances 

journal 3.271 l. 380 29 l. 875 l. 393 53 
75 Shift premiums 3.250 l. 042 40 2.167 1. 659 44 
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Table 20 continued . 

Task 
Number 

9 

85 
25 
68 
45 

43 

39 
29 
69 
20 

Task Description 

Purchase returns and allowances 
journal 

State withholding taxes 
Entries for issuance of materials 
Markup 
Verify balances of control account 

with subsidiary ledger 

Add (foot) , balance and total 
columns in special journals 

Payroll tax records 
Withholding tax calculations 
Markdown 
Data for electronic equipment 

126 Prepare input for automated 

76 
50 
82 
83 

40 
1 4 

127 

processing 
Vacation and holiday pay 
Trial balance 
State unemployment taxes 
Federal unemployment taxes 

Sales tax records 
Notes receivable ledgers 
Utilize printed output 

Teachers 
Mean SO Rank 

3.250 
3.229 
3.188 
3.167 

3.146 

3.146 
3 . 125 
3.125 
3 . 125 
3.125 

3.063 
3 . 021 
3.000 
3.000 
3.000 

3.000 
3.000 
3.000 

1. 361 
0.951 
1. 468 
1.310 

0.652 

0.772 
0.866 
1. 024 
1. 315 
1. 619 

1. 656 
1. 082 
0 . 799 
1.011 
1.011 

1. 031 
1. 203 
1. 663 

41 
42 
43 
44 

45 

46 
47 
48 
49 
50 

51 
52 
53 
54 
55 

56 
57 
58 

Employees 
~ean SO Rank 

1. 37 5 
2.833 
1. 208 
1. 250 

2.167 

2.208 
3.000 
3.042 
1.167 
2 . 458 

3.083 
2.583 
1. 58 3 
2.583 
2.458 

2.042 
2.000 
2.917 

1. 056 
1. 404 
0. 721 
0.737 

1. 404 

1. 560 
1. 38 3 
1. 429 
0.637 
1. 841 

1. 840 
1. 613 
1. 060 
1. 283 
1. 351 

1. 4 29 
1. 319 
1. 840 

86 
18 

100 
98 

42 

41 
14 
13 

106 
31 

12 
26 
70 
24 
29 

46 
48 
17 
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Table 20 continued. 

Task Teachers Employees 
Number '!'ask Description Mean SD Rank Mean SD Rank 

98 Schedule of accounts receivable 2.917 0. 613 59 2.417 1.472 32 
99 Schedule of accounts payable 2.917 0. 613 60 2.333 l. 4 35 35 
18 Materials and stores ledger 2.917 l. 252 61 l. 58 3 l. 213 71 
44 Rule and balance accounts 2.896 0.994 62 l. 750 l. 250 62 
80 Medical and hospitalization plan 

premiums 2.875 l. 064 63 2.542 l. 560 27 

77 Bonuses 2.854 l. 052 64 2 . 042 l. 439 47 
26 Entries for correcting 2. 854 1.130 65 2 . 333 l. 494 36 
52 Worksheet 2.833 0.834 66 l. 667 l. 090 67 
86 Workmen's compensation 2.833 l. 078 67 2.208 l. 215 40 
51 Post closing trial balance 2. 813 0.762 68 l. 333 0.702 87 

79 Group life insurance premiums 2.813 l. 104 69 2.292 1.398 38 
78 Pension and annuity payments 2. 771 1.115 70 l. 958 l. 459 49 
61 Perpetual inventory 2.688 l. 223 71 l. 125 0.448 110 
88 Income statement preparation 2.646 0.812 72 l. 4 58 0. 721 75 
87 Balance sheet preparation 2.646 0.838 73 l. 375 0. 711 84 

33 Record adjusting entries 2.604 0 . 792 74 2.042 l. 301 45 
34 Record closing entries 2.604 0.818 75 1.792 l. 318 58 
89 Capital statement preparation 2.583 0.710 76 l. 292 0.751 94 
46 Discount notes 2.563 l. 270 77 l. 083 0.408 117 
22 Closing entries 2.542 0.988 78 1.500 0.978 74 
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Table 20 continued. 

Task Teachers Employees 
Number Task description Mean SD Rank Mean SD Rank 

59 Inventory amount on hand 2.542 l. 010 79 l. 292 0.690 93 
19 Journal entries for original set 

of books 2.542 l. 543 80 2.417 l. 530 33 
67 Interest payable 2.521 0.945 81 l. 417 0.776 77 

131 Use pegboard systems 2 . 521 l. 624 82 l. 167 0.816 107 
21 Adjusting entries 2.500 0.945 83 2.250 l. 726 39 

90 Retained earnings statemen t pre-
paration 2.479 0.714 84 l. 208 0.588 99 

58 Uncollectable accounts 2.479 0.967 85 l. 708 l. 301 65 
47 Work with promissory notes 2.479 1.130 86 l. 292 0 . 690 92 
66 Interest receivable 2.458 0.898 87 l. 4 58 0.833 76 

132 Operate a terminal to a computer 
system 2 . 438 l. 583 88 l. 708 l. 4 29 66 

93 Employee withholding repor t 2. 417 0.7 39 89 l. 833 0.868 54 
94 FICA report 2 . 396 0.676 90 l. 83 3 0.868 55 
60 Inventory physical count 2.333 0.834 91 l. 292 0 . 624 91 
17 Plant (fixed assets) ledge r 2. 313 0 .9 49 92 1.708 1.12 2 64 
23 Entries to adjust inventory ledger 

cards 2 . 292 0 . 824 93 l. 167 0.565 104 

31 Entries for bad debts 2.292 0.849 94 l. 417 0.974 80 
95 Federal unemployment compensation 

report 2 . 271 0.676 95 l. 750 0.794 59 
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w 



Table 20 continued. 

Task Teachers Employees 
Number Task Description Mean SD Rank Mean so Rank 

96 State unemployment compensation 
report 2.271 0.676 96 1. 750 0 . 794 60 

97 State sales and use tax report 2. 271 0.736 97 1. 750 0.794 61 
92 Cash flow statement preparation 2 . 208 0.898 98 l. 292 0.751 95 

128 Operate computer 2.208 1. 570 99 1. 333 l. 007 88 
91 Statement of changes in financial 

position report 2.188 0.842 100 1.167 0 . 482 103 

30 Entries for depreciat ion 2.167 0.808 101 1.375 0. 711 82 
117 Analysis of accounts receivable 2.167 0.953 102 l. 375 0. 711 85 

53 Straight line depreciation 2.104 0.881 102 l. 37 5 0 . 711 83 
115 Balance sheet analysis 2 . 063 0.998 104 l. 417 0 . 776 78 
116 Income statement analysis 2.063 0.998 105 1. 417 0.776 79 

106 Day's sales uncollected 2.000 l. 353 106 1. 04 2 0.204 125 
105 Turnover of accounts receivable l. 917 1.007 107 l. 042 0.204 124 

56 Declining balance depreciation l. 896 0 . 831 108 1.292 0.624 90 
62 FIFO inventory l. 875 0.815 109 l. 083 0 . 408 118 
63 LIFO inventory 1. 833 0.753 110 l. 000 0 . 000 128 

57 Depletion l. 833 0.781 111 l. 042 0.204 123 
54 Units of production depreciation l. 833 0.834 112 l. 042 0.204 122 
64 Weighted average inventory l. 813 0.762 113 l. 083 0.408 119 
65 Specific inventory 1.813 0.790 114 1. 083 0.282 114 

107 Turnover of merchandise inventory l. 813 0.816 115 1.167 0.565 105 
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Table 20 continued. 

Task Teachers Employees 
Number Task Description Mean SD Rank Mean SD Rank 

-

55 Sum-of-the-years digits 
depreciation 1. 792 0.798 116 1. 083 0.282 113 

118 Dividends per share 1. 771 0.805 117 1. 083 0 .408 121 
129 l~r i te programs 1. 771 1.207 118 1. 292 0.999 96 
108 Capita l contributions of owners 

and creditors 1. 729 0.818 119 1. 042 0.204 126 
102 Percentage of increase or decrease 1. 708 0. 922 120 1. 250 0.608 97 

37 Opening a set of books 1. 708 1. 051 121 1. 1 25 0.338 108 
130 Initiate and prepare flowcharts 1. 708 1. 051 122 1. 125 0.3 38 109 
113 Earnings per share of common stock l. 667 0. 724 123 l. 083 0.282 115 
114 Price earnings ratio 1. 64 6 0.668 124 1. 083 0.282 116 

100 Current ratio 1. 625 0.815 125 1.125 0.448 111 
103 Trend percentages 1. 583 0.767 126 1. 125 0.448 112 
112 Rate of return on common stock-

holder ' s equity 1. 563 0.649 127 l. 042 0.204 127 
104 Common size statements l. 542 0.651 128 1. 083 0.408 120 
110 Times fixed interest charges were 

earned 1. 542 0.743 129 1. 000 0.000 131 

101 Acid test ratio 1. 521 0.652 130 1. 000 0.000 129 
109 Pledged plant assets to long-

term liabilities 1. 521 0.714 131 1. 000 0.000 130 
111 Rate of return on total assets 

employed 1. 4 79 0.618 132 1. 000 0.000 132 "' ,;,. 
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Ranking of task means of teachers for performance 

Teachers' responses ranked from the highest task mean 

to the lowest task mean for performance are shown in 

Table 21. Employees responses for all businesses combined 

are shown in a second set of columns in the table. 

Operating adding machines, calculators and telephone equip­

ment were among the highest 10 rated tasks of teachers for 

performance. TasYs i nvolv ing checking accounts were also 

in the highest 10 rated tasks. Tasks involving working 

with ledgers made up 4 of the top 10 rated tasks. Working 

with petty cash records was also in the highest rated 10 

tasks for performance. 

Of the 10 lowest rated tasks, 8 were involved with 

financial statement analysis. The other 2 lowest rated 

tasks were preparing flow charts and vJriting programs. 



Table 21. Ranking (based on means of teachers) for teachers and employees 
on Performance. 

Task Te achers Employees 
Number Task Description Mean SD Rank ~lean SD Rank 

119 Operate ten- key adding machine 4 . 125 0.761 l 4.042 l. 301 3 
120 Operate calculator 4.042 0.824 2 4.208 1.141 2 

48 Checking account 3 . 896 0.973 3 2 . 958 l. 546 20 
32 Entries in ledgers from journals 3 . 875 0.981 4 2.250 l. 359 48 
13 Accounts receivable ledger 3 . 854 0.989 5 3.333 l. 523 8 

49 Petty cash records 3.667 0.975 6 2.500 l. 64 2 40 
122 Operate telephone equipment 3.646 1.158 7 4.417 0.881 1 

28 Bank deposits 3.625 l. 084 8 3.792 l. 250 4 
12 General ledger 3.604 l. 026 9 2.833 1. 551 24 
15 Payroll ledger 3.604 1.162 10 3 . 458 l. 474 6 

2 Cash receipts journal 3.563 1. 029 11 3.208 1. 693 16 
123 Operate cash register 3.563 1. 14 7 12 1. 833 1. 494 70 

72 Handle time cards 3.479 0.922 13 3.500 1. 4 74 5 
42 Add (foot) and balance ledger 

accounts 3.479 l. 031 14 2.333 1.711 46 
3 Cash payments journal 3.479 1. 05 2 15 2 . 792 1. 641 26 

43 Add (foot), balance and total 
columns in special journals 3 . 438 1. 050 16 2.417 l. 666 43 

45 Verify balances of control account 
with subsidiary ledger 3. 4 38 1. 050 17 2.375 l. 637 44 

16 Accounts or vouchers payable 
ledger 3.438 1. 070 18 2 . 917 l. 640 23 
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Table 21 continued. 

·rask Teachers Emp l oyees 
Number Task Description Mean SD Ran k He an SD Rank 

5 0 Trial balance 3.438 l. 219 19 l. 958 l. 488 63 
74 Overtime 3.417 0.942 20 3.000 l. 694 19 
73 Figures payroll 3.417 0 . 986 21 3.417 l. 558 7 

5 Combined cash journal 3.417 l. 088 22 l. 875 1. 329 66 
39 Payroll tax records 3. 396 l. 026 23 3.292 1.197 9 

40 Sales tax records 3.375 l. 064 24 2.208 l. 414 49 
51 Post closing trial balance 3.375 l. 196 25 l. 792 l. 474 72 

6 Sales journal 3.354 1.021 26 2.583 1.613 33 
98 Schedule of accounts receivable 3.333 0.975 27 2.708 l. 574 28 
99 Sc hedule of accounts payable 3. 333 0.975 28 2.500 1.504 37 

8 Purchases journal 3. 313 l. 014 29 2.042 l. 459 57 
29 Withholding tax calculations 3. 313 1.170 30 3.25 0 l. 482 12 
38 Data in ledgers from special 

journal 3.292 1.166 31 l. 667 l. 239 77 
52 Worksheet 3.292 l. 237 32 2.125 l. 541 54 
44 Rule and balance accounts 3. 271 l. 267 33 l. 917 l. 472 64 

1 General journal 3.250 1.000 34 2 .750 1. 539 27 
84 Federal withholding tax 3.229 0.994 35 3.208 1. 560 14 
85 State withholding tax 3.229 0.994 36 3 .208 1. 560 15 
ll Petty cash register 3.229 1. 036 37 l. 375 l. 056 10 2 

125 Operate bookkeeping machine 3.208 1. 071 38 1. 500 l. 251 92 
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Table 21 continued. 

Task Teachers Employees 
Number Task Oeser iption He an so Rank Mean SD Rank 

27 Expense accounts 3.2 08 1. 129 39 2.000 1. 383 60 
4 Check register 3.208 1 . 184 40 2.583 1. 586 31 

76 Vacation and holiday pay 3 .1 67 1. 078 41 2 . 833 1. 685 25 
87 Balance sheet preparation 3.167 1. 29 4 42 1. 667 1. 274 81 
81 FICA Taxes 3.146 1. 052 43 3 .29 2 1. 4 88 10 

35 Record purchase of materials 3.146 1.111 44 1. 708 1. 233 75 
88 Income statement preparation 3.146 l. 288 45 1 . 875 1. 361 68 
71 Cash discount 3.104 1. 096 46 1. 917 1. 530 65 
34 Record closing entries 3.104 1. 225 47 2.000 1. 383 61 
33 Record adjusting entries 3.083 1. 217 48 2.167 1. 37 3 50 

94 FICA reports 3 .08 3 1. 235 49 2.625 1. 555 30 
93 Employee withholding reports 3.083 1. 269 50 2 .625 1. 555 29 

1 24 Operate check protector 3.083 1. 269 51 2.958 1. 756 22 
36 Record issuance of material 3.063 1.174 52 1. 417 1.139 98 
75 Shift premiums 3.063 1. 174 53 2.167 1. 633 52 

95 Federal unemployment compensation 3 .0 63 1.192 54 2.500 1. 560 38 
97 State sales and use tax report 3 . 063 1. 210 55 2.458 1. 532 42 

121 Operate dictating equipment 3.063 1. 210 56 2.125 1 . 650 55 
82 State unemployment taxes 3.042 1. 091 57 3.292 1. 4 88 11 
83 Federal unemployment taxes 3.042 1. 091 58 3.208 1. 560 l3 
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Table 21 continued . 

Task Teachers Employees 
Number Task Description Mean SD Rank He an SD Rank 

14 Notes receivable ledgers 3.021 1.194 59 2.125 1.424 53 
96 State unemployment compensation 3.021 l. 229 60 2.50 0 l. 560 39 
80 Medical and hospitalization plan 

premium 3.000 l. 072 61 2.583 l. 586 32 
41 Perpetual inventories 3.000 1.149 62 1. 375 l. 056 103 
89 Capital statement preparation 3.000 1.185 63 l. 500 l. 02 2 89 

77 Bonuses 2 .9 79 1.139 64 2 . 292 l. 628 47 
10 Voucher register 2.958 0.967 65 l. 542 l. 285 88 
70 Trade discounts 2.958 l. 071 66 l. 7 50 l. 4 52 74 
24 F.ntries for purchase of materials 2.958 l. 271 67 2 . 167 l. 4 94 51 
79 Group life insurance premiums 2.896 1.115 68 2 .458 l. 56 0 41 

60 Inventory physical count 2 . 896 1.171 69 l. 458 0.932 93 
22 Cl osing entries 2.896 l. 309 70 l. 875 l. 569 69 
21 Adjusting entries 2 . 875 l. 265 71 2.333 l. 659 45 
68 Markup 2.854 l. 052 72 l. 375 1.013 101 
69 Markdown 2.854 1. 05 2 73 l. 208 0.658 114 

18 Materials and stores l edgers 2.854 1.111 74 l. 875 l. 329 67 
19 Journal entries f or origina l set 

of books 2.854 l. 353 75 l. 500 l. 445 36 
26 Entries for correct i ng 2.833 l. 277 76 2 . 583 l. 64 0 34 
86 Workmen's compensation report 2.813 1.104 77 2.958 l. 628 21 
59 Inventory amount on hand 2.813 1.197 78 l. 292 0.690 106 
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Table 21 continued. 

Task 'l'eachers Employees 
Number Task Description Mean SD Rank Mean so Rank 

25 Entries for issuance of materials 2.813 l. 266 79 l. 417 1.139 97 
7 Sales returns and allowances 

journal 2 .79 2 1.129 80 2.000 1.532 62 
9 Purc hase returns and allowances 

journal 2.771 1.153 81 l. 5 4 2 l. 285 87 
78 Pension and annuity payments 2.750 l. 194 82 2 .083 l. 501 56 
67 Interest payable 2.688 l. 095 83 l. 667 l. 308 82 

90 Retained earnings statement pre-
paration 2.688 l. 257 84 l. 375 0.875 100 

17 Plant (fixed assets) ledger 2 .6 46 1.158 85 2 .042 l. 4 59 58 
46 Discount notes 2.646 l. 360 86 l. 375 l. 0 56 104 
66 Interest receivable 2.583 l. 088 87 l. 792 l. 4 74 73 
53 Straight line depreciation 2.583 l. 200 88 l. 708 l. 334 76 

37 Opening a set of books 2.583 l. 4 71 89 l. 417 1.139 99 
61 Perpetual inventory 2.563 l. 090 90 l. 125 0.448 120 
58 Uncollectable accounts 2.563 l. 128 91 2 .04 2 l. 574 59 
23 Entries to adjust inventory ledger 

cards 2.563 l. 270 92 l. 292 0.806 107 
30 Entries for depreciation 2.563 l. 270 93 l. 625 l. 279 83 

47 l•lork with promissory notes 2.542 l. 220 94 1 .542 1.179 86 
31 Entries for bad debts 2.521 l. 203 95 l. 625 l. 279 84 
20 Data for electronic equipment 2 .5 21 l. 288 96 2 .583 l. 692 35 
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Table 21 continued. 

Task Teachers Employees 
Number Task Description He an SD Rank He an SD Rank 

126 Prepare input for automated 
processing 2.521 l. 288 97 3.125 l. 650 17 

127 Utilize printed output 2.500 l. 255 98 3 . 042 l. 681 18 
91 Statement of changes in financial 

position preparation 2.500 l. 321 99 l. 417 0.974 94 
117 Analysis of accounts receivable 2.458 l. 202 100 l. 58 3 1.213 85 
115 Balance sheet analysis 2.438 l. 367 101 l. 667 l. 239 79 

116 Income statement analysis 2.438 l. 367 102 l. 667 l. 239 80 
56 Declining balance depreciation 2.396 1.162 103 l. 667 l. 239 78 
92 Cash flow statement preparation 2.396 l. 267 104 1.500 1.180 91 
55 Sum-of-the-years digits 

depreciation 2.354 l. 176 105 1.500 1.180 90 
54 Units of production depreciation 2.333 1 . 191 106 l. 333 0.917 105 

131 Use pegboard system 2.250 l. 280 107 1.125 0.612 128 
57 Depletion 2.188 1.123 108 l. 250 0.737 111 
62 FIFO inventory 2.125 1.104 109 l. 167 0.565 116 
63 LIFO inventory 2.083 l. 069 110 l. 083 0.408 129 

118 Dividends per share 2.083 l. 182 111 l. 125 0.448 127 

64 Weighted average inventory 2 . 042 1.129 112 l. 167 0.565 117 
132 Operate a terminal to a computer 

system 2.021 1.211 113 l. 792 1.318 71 
105 Turnover of accounts receivable 2 . 000 l. 203 114 1.125 0.448 122 

65 Specific inventory l. 979 l. 082 115 l. 167 0 . 565 118 

N 
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Table 21 continued. 

Task Teachers Employees 
Number Task Description Mean SD Rank Mean SD Rank 

108 Capital contributions of owners 
and creditors 1. 979 1. 229 116 1. 125 0.448 125 

107 Turnover of merchandise inventory 1. 917 1. 164 117 1.125 0.448 124 
106 Day's sales uncollected 1. 896 1. 171 118 1.125 0.448 123 
102 Percentage of increase or decrease 1. 875 1. 214 119 1. 417 1. 018 95 
113 Earnings per share of common stock 1. 833 1. 098 120 1. 208 0 . 588 112 

128 Operate computer 1. 833 1. 098 121 1. 417 1. 060 96 
110 Times fixed interest charges 

were earned 1. 813 1.104 122 1. 042 0.204 131 
103 Trend percentages 1. 792 1.166 123 1. 167 0.565 119 
114 Price earnings ratio 1. 792 1. 091 124 1. 208 0.585 113 
130 Initiate and prepa r e flow charts 1. 771 1. 057 125 1. 250 0.608 110 

112 Rate of return on common stock-
holder 's equity 1. 771 1.096 126 1. 125 0.448 1 26 

100 Current ratio 1. 771 1.134 127 1. 292 0.908 108 
109 Pledged plant assets to l ong-

term liabilities 1. 750 1. 082 128 1. 042 0.204 130 
101 Acid test ratio 1. 750 1. 120 129 1. 125 0.448 121 
111 Rate of return on total assets 

employed 1. 729 1. 086 130 1. 042 0.204 132 

104 Common size statements 1. 688 1.114 131 1. 208 0.721 115 
129 Write programs 1. 688 1.114 132 1. 292 0.908 109 
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Ranking of task means of teachers for importance 

Teachers' responses ranked from the highest task 

mean to the lowest task mean for importance are shown in 

Table 22. Emp loyees responses for all businesses combined 

are shown in a second set of columns in the table. 

Operating ten-key adding machines and calculators are 

the highest rated tasks by teachers for importance. 

Working with ledgers make up 4 of the highest rated 10 

tasks. Tasks involving checking accounts were also in 

the highest 10 rated tasks. Working with cash receipts 

journal s and petty cash records were also in the highest 

10 rated tasks. 

All of the 10 lowest rated tasks were involved with 

financial statement analysis. 



Table 22. Ranking (based on means of teachers) for teachers and employees 
on Importance. 

Task Teachers Employees 
Numbe r Task Descriptio n Mean SD Rank Mean SD Rank 

119 Operate ten- key adding machine 4 . 333 0 . 663 l 4 . 292 l. 268 3 
120 Operate calculator 4.271 0.765 2 4.417 l. 176 2 
l3 Accounts receivable ledger 4.229 0.805 3 3 . 208 l. 414 16 
48 Checking account 4 .208 0.898 4 3 . 042 l. 628 22 
28 Bank deposits 4. 1 25 0 . 937 5 3 . 833 l. 274 4 

15 Payroll ledger 4.042 l. 051 6 3 . 583 l. 442 7 
12 General ledger 3.958 0.874 7 2.875 l. 513 25 

2 Cash receipts journal 3 . 958 1.071 8 3.125 l. 513 20 
3 2 Entries in l edgers from j o urnals 3.938 0.885 9 2.333 l. 4 35 50 
49 Petty cash records 3 . 917 0.94 2 10 2.4 1 7 l. 501 45 

3 Cash payments journal 3.896 1.134 ll 2.792 l. 503 27 
72 Handle time cards 3.813 0.938 12 3.625 l. 498 5 
74 Overtime 3. 813 0 . 960 l3 3 . 208 l. 693 17 

122 Operate telephone equipment 3.813 1.142 14 4.542 0 . 932 l 
73 Figures payroll 3.792 0.967 15 3.542 l. 587 9 

16 Accounts or vouchers payable 
ledger 3 . 771 0 . 994 16 3 . 042 l. 574 21 

50 Trial balance 3 . 771 1 . 057 17 1 . 875 l. 227 78 
123 Operate cash register 3 . 771 l. 077 18 2.250 l. 726 55 

42 Add (foot) and balance ledger 
a cco unts 3.750 0.978 19 2.292 l. 459 52 
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Ul 
Ul 



Table 22 continued. 

Task Teachers Employees 
Number Task Description Mean SD Ran Jr. Mean SD Rank 

39 Payroll tax records 3.750 1. 042 20 3.583 1.316 6 
81 FICA taxes 3.750 1. 062 21 3.333 1. 494 10 

5 Combined cash journal 3.750 1.101 22 2.167 1. 341 57 
8 Purchases journal 3. 729 1. 026 23 2.208 1. 351 56 

43 Add (foot), balance and total 
columns in special journals 3.708 0.874 24 2.333 1. 404 49 

45 Verify balances of control account 
with subsidiary ledger 3.708 0 . 898 25 2 . 458 1. 719 43 

84 Federal withholding tax 3.708 1. 051 26 3.250 1. 567 13 
85 State withholding tax 3.708 1. 051 27 3.250 1. 567 14 

6 Sales journal 3.667 0.996 28 2.833 1. 494 26 
51 Post closing trial balance 3.667 1. 059 29 1 . 792 1. 215 89 

4 Check register 3.667 1. 243 30 2.417 1. 381 44 
52 Worksheet 3.646 1. 062 31 2. 125 1. 329 64 

1 General journal 3.625 1. 084 32 2.625 1. 408 33 
83 Federal unemployment 3.625 1.123 33 3.333 1. 494 12 
29 Withholding tax calculation 3.625 1.160 34 3.583 1. 530 8 

40 Sales tax records 3.583 1. 127 35 2.375 1. 439 47 
82 State unemployment 3 . 583 1.14 5 36 3.333 1. 494 11 
98 Schedule of accounts receivable 3.563 1. 109 37 2.625 1.439 35 
87 Balance sheet preparation 3.542 1. 220 38 2.000 1. 319 70 
88 Income statement preparation 3.542 1. 220 39 2.167 1. 4 35 60 
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Table 22 continued. 

Task Teachers Employees 
Number Task Description Mean SD Rank Mean SD Rank 

99 Schedule of accounts payabl e 3 . 521 1.130 40 2 .500 l. 445 40 
11 Petty cash register 3.479 l. 05 2 41 l. 833 l. 239 82 
76 Vacation and holiday pay 3.479 1.130 42 2 . 958 l. 654 24 
38 Data in l e dgers from specia l 

journal 3.438 l. 050 43 l. 833 l. 239 85 
86 V'lorkmen ' s compensation 3.438 l. 201 44 3.167 l. 63 3 19 

44 Rul e and balance accounts 3 . 396 1.284 45 2 .167 l. 4 94 61 
75 Shift premiums 3.375 l. 214 46 2.708 l. 781 31 
35 Record purchase of materia ls 3.354 l. 041 47 l. 833 l. 239 84 
89 Capital statement preparat ion 3 . 354 1.211 48 l. 917 l. 316 74 
77 Bonuses 3.313 1.170 49 2 . 667 l. 633 32 

34 Record c l o sing e ntries 3. 271 l. 086 50 2 .125 1.361 65 
27 Expens e accounts 3.271 l. 144 51 2 . 167 l. 404 59 
36 Record issuance of mate rials 3 . 271 l. 144 52 l. 750 l. 225 95 
94 FICA r eports 3.271 1.162 53 2.583 l. 692 39 

1 24 Operate c heck protec t or 3.271 1.19 8 54 3.208 l. 769 18 

97 State sales and use tax report 3.250 1.139 55 2.375 l. 610 48 
93 Employee withholding report 3.250 1.194 56 2. 583 l. 692 38 
71 Cash discount 3.229 l. 096 57 l. 792 l. 382 91 
80 Medica l and hospitalizat i on pla n 

premiums 3 . 229 1.11 5 58 2. 750 l. 595 29 
95 Federal Unemplo yment compensation 3 . 22 9 l ' 134 59 2. 4 58 l. 693 41 

N 
(Jl 

-..J 



Table 22 continued. 

TasY: 
Number '!'ask Description Mean SD Rank Mean SD Rank 

24 Entries for purchase of materials 3.208 l. 220 60 2.292 l. 517 53 
33 Record adjust i ng en t ries 3.188 1.142 61 2.167 l. 341 58 
96 State unemployment compensation 3.188 1.142 62 2.458 l. 693 42 

125 Operate bookkeeping machine 3 . 167 l. 038 63 l. 792 l. 532 92 
70 Trade discounts 3.104 l. 057 64 l. 708 l. 268 99 

79 Group life insurance premiums 3.104 1.189 65 2.750 l. 595 28 
14 Notes receivable ledger 3 . 104 l. 225 66 2 . 125 l. 296 63 
1 9 Journal entries for original set 

of books 3.104 l. 356 67 2.625 l. 439 34 
22 Closing entries 3 . 063 l. 34 3 68 2 . 083 1.472 68 
60 Inventory physical count 3.042 l. 031 69 l. 833 l. 341 88 

59 Inventory amount on hand 3.042 l. 091 70 l. 625 1.096 101 
90 Retained earnings statement pre-

paration 3.042 1.129 71 l. 875 l. 296 79 
26 Entries for correcting 3.021 1.139 72 2 . 708 l. 601 30 
68 Markup 3 . 021 1.139 73 l. 58 3 1.176 103 
69 Markdown 3.021 1.139 74 l. 583 l. 176 104 

78 Pension and annuity payments 3.021 l. 296 75 2.333 l. 4 35 51 
21 Adjusting entries 3 . 000 l. 288 76 2 . 625 l. 583 37 

7 Sales returns and allowances 
journal 2.979 l. 082 77 2.250 l. 452 54 

9 Purchase returns and allowances 
journal 2.958 l. 091 78 l. 792 l. 250 90 

N 
l1l 
00 



Table 22 continued. 

Task Teachers F.mployees 
Number Task Description Mean SD Rank Mean SD Rank 

25 Entries for issuance of materials 2.938 1.137 79 1. 833 1.308 87 
121 Operate dictating equipment 2 . 938 1. 210 80 2. 417 1. 717 46 

41 Perpetual inventories 2.917 1.108 81 1. 750 1.189 94 
18 Materials and stores ledger 2 . 917 1.164 82 2.000 1 . 319 69 
10 Voucher register 2 . 896 0.973 83 2.083 1. 44 2 67 

67 Interest payable 2.875 1. 123 84 1. 750 1. 260 96 
37 Opening a set of books 2 . 875 1. 409 85 1. 625 1.173 102 
53 Straight line depreciation 2.854 1. 203 86 1. 917 1. 28 3 71 
91 Statement of changes in financial 

position preparation 2.813 1. 249 87 1. 833 1. 167 80 
66 Interest receivable 2.771 1. 134 88 1. 708 1. 268 98 

ll.7 Analysis of accounts receivable 2 . 771 1. 341 89 1. 8 33 1. 274 86 
30 Entries for depreciation 2.750 1. 194 90 1. 917 1. 316 72 

127 Utilize printed output 2.750 1. 280 91 3.000 1. 794 23 
61 Perpetual inventory 2.729 l. 086 92 l. 4 58 1. 021 109 
58 Uncol1ectable accounts 2.708 1.129 93 2.167 l. 523 62 

126 Prepare input for automated 
processing 2.708 l. 148 94 3.250 l. 700 15 

31 Entries for bad debts 2.688 1.114 95 l. 917 1 . 316 73 
115 Balance sheet analysis 2.688 1. 4 75 96 1. 875 1.191 76 
116 Income statement analysis 2.688 1. 4 75 97 l. 875 1.191 77 

20 Data for electronic equipment 2.667 l. 24 3 98 2.625 1.555 36 

"' lJ1 

"' 



Table 22 continued. 

Task Teachers Employees 
Number Task Description Mean so Rank !·lean so Rank 

17 Plant (fixed assets) ledger 2 . 646 1.194 99 2 . 125 l. 424 66 
46 Discount notes 2.625 l. 299 100 l. 458 l. 062 110 
92 Cash flow statement preparation 2.604 l. 14 4 101 l. 833 l. 167 81 
23 Entries to adjust inventory ledger 

cards 2.604 1.198 83 l. 833 l. 239 102 
47 Work with promissory notes 2.563 l. 270 103 l. 708 1 . 301 100 

56 Declining balance depreciation 2.479 1.130 104 l. 750 1.11 3 93 
55 Sum- of - the- years digits 

depreciation 2 . 458 1 . 166 105 l. 708 l. 197 97 
54 Units of production depreciation 2.438 l. 165 106 l. 54 2 0.977 105 

118 Dividends per share 2. 271 1.144 107 l. 333 0.761 116 
131 Use pegboard system 2.229 1.134 108 1.125 0.448 132 

57 Depletion 2. 208· l. 031 109 l. 417 0. 929 112 

62 FIFO inventory 2.188 l. 179 110 l. 500 l. 06 3 106 
132 Operate a termina l to a computer 

system 2.188 1.197 111 l. 917 l. 381 75 
63 LIFO inventory 2.104 1.134 112 l. 417 l. 018 113 
64 Weigh ted average inventory 2.104 1.153 113 l. 500 l. 063 107 
65 Specific inventory 2 . 063 1.192 114 1.500 l. 06 3 108 

128 Operate computer 2.000 l. 092 115 l. 417 l. 060 114 
107 Turnover of merchandise inve ntory 2.000 1.111 116 l. 292 0 . 690 120 
105 Turnover of accounts receivable l. 979 l. 082 117 l. 250 0.608 122 

"' "' 0 



Table 22 continued. 

Task 
Number Task Description Mean 

108 Capital contributions of owners 
and creditors l. 958 

106 Day's sales uncollected l. 917 
130 Initiate and prepare flowcharts l. 917 
129 Write programs l. 917 
113 Earnings per share of common stock l. 875 

102 Percentage of increase or decrease l. 854 
112 Rate of return on common stock-

holder's equity l. 813 
100 Current ratio l. 792 
103 Trend percentages l. 792 
110 Times f i xed interest charges 

were earned l. 771 

111 Rate of return on total assets 
employed l. 771 

101 Acid test ratio l. 771 
114 Price earnings ratio l. 750 
109 Pledged plant assets to long-

term liabilities l. 750 
104 Common size statements l. 729 

Teachers 
SD Rank 11ean 

.1. 166 118 l. 292 
l. 069 119 l. 167 
l. 088 120 . l. 37 5 
1,108 121 l. 333 
l. 044 122 1.208 

l. 091 123 l. 417 

0.960 124 1.125 
1.010 125 l. 292 
l. 010 126 l. 250 

0.951 127 l. 125 

0.973 128 1.125 
0.994 129 l. 16 7 
0. 911 130 l. 208 

0.957 131 1.125 
0.962 132 l. 167 

Employees 
SD 

0.690 
0.482 
0.770 
0.816 
0.588 

0. 776 

0.448 
0.624 
0.608 

0.448 

0.448 
0.482 
0. 588 

0.448 
0.482 

Rank 

121 
127 
115 
117 
123 

111 

131 
119 
118 

129 

130 
125 
124 

1 28 
126 

"' "' .... 



Tasks ranked from the highest mean to the lowest 

mean for teachers are shown in Table 23 for frequency, 

Table 24 for performance and Table 25 for importance . 

The mean s of responses for small, medium and large 

businesses are shown in additional columns and matched 

with the appropriate tasks. 

Ranking of task means of teachers for frequency with 
small, med1um and large bus1ness means 

Teachers' responses ranked from the highest task 

262 

means to the lowest task means for frequency are shown in 

Table 23. Employee responses for small, medium and large 

businesses are shown in additional columns in the table. 

Small business employees ranked preparing bank deposits 

and operating telephone equipment higher than teachers. 

Medium business employees ranked operating telephone 

equipment higher than teachers. Large business employees 

ranked operating calculators, making bank deposits and 

operating telephone equipment higher than teachers. 

Teachers rated the 10 lowest tasks higher than small, 

medium and large business. Al l 10 tasks were involved with 

financial statement analysis. 



Table 23 . Ranking {based on means of teachers) for t eachers, small businesses, medium 
businesses and large bus i nes s es on Frequency . 

Task Teachers Small Medium Large 
Number Task Description Mean so tAean SD Mea n so He an so 

119 Operate ten-key adding 
machine 4.896 0.425 4.000 1. 852 4.625 1. 061 4.500 1. 414 

120 Operate calculator 4.813 0.641 4.500 1. 414 4.500 1. 414 5.000 0.000 
48 Checking account 4.438 1. 009 2.750 1. 581 3.250 1. 982 3 . 375 1. 685 
28 Bank deposits 4 . 354 0 . 911 4.625 0 . 518 3.500 2.070 4.375 0 . 744 

122 Operate telephone equip-
ment 4. 354 1. 34 5 5.000 0 . 000 4.500 1. 414 5.000 0.000 

3 Cash payment j o urnal 4.292 1. 148 2.750 1. 581 3.000 1. 927 2.625 1. 996 
2 Cash receipts journal 4.292 1. 184 3 . 250 1. 753 3.500 2.070 3.500 2.070 

13 Accounts receivable ledger 4 . 271 0.792 4.250 0.886 2.125 1. 642 3 . 875 1. 553 
123 Operate cash register 4 . 271 1. 44 0 2 . 000 1. 8 52 2 . 000 1. 852 1. 500 1. 414 

49 Petty cash records 4 . 188 1. 04 5 1. 875 1. 642 2 . 750 1 . 982 2.750 1. 669 

32 Entries in ledgers from 
journals 4.167 0 .83 4 2.000 1. 195 2.500 1. 77 3 2.500 1. 773 

6 Sales journals 4.08 3 1. 088 2.750 1. 909 2.375 1. 923 3 . 000 1. 8 52 
5 Combined cash journal 4.063 1. 327 1. 625 1. 188 2 . 750 1. 909 1. 375 0.744 

12 General ledger 3.958 0.824 3 . 125 1. 458 2.000 1.195 2.625 1. 84 7 
16 Accounts or vouchers 

payable ledger 3 . 938 0.976 2.875 1. 727 2 . 250 1. 581 2.875 1. 727 

8 Purchases journal 3.938 1. 156 1. 875 1. 356 1. 625 1.188 2.250 1. 832 
1 General journal 3 . 854 1.072 3 . 125 1. 4 58 2 . 250 1. 488 2 . 250 1. 8 32 

N 
C) 

w 



Table 23 continued. 

Task Teachers Small Medium Large 
Number Task Description Mean SD Mean SD Mean SD Mean SD 

4 Chec k register 3 . 813 l. 439 2.750 l. 581 3.375 l. 996 l. 750 l. 488 
ll Petty cash register 3 . 750 l. 229 l. 000 0.000 2.000 l. 852 l. 250 0.707 
72 Handle time cards 3.729 0.939 2.875 l. 64 2 3.875 l. 246 3.750 1.389 

125 Operate bookkeeping 
machine 3 .729 l. 440 l. 500 l. 414 1.500 l. 414 l. 000 0.000 

124 Operate c heck protector 3.604 l. 64 7 3.750 l. 753 3.000 2 . 138 2.625 l. 84 7 

74 Overtime 3. 521 0.875 2.625 l. 768 2 .500 l. 690 3.625 l. 506 
71 Cash discount 3 .500 l. 384 2.000 l. 414 l. 750 l. 389 l. 500 l. 414 
10 Voucher register 3 . 479 l. 337 1.500 l. 414 2.000 l. 8 52 l. 250 0.707 
73 Figures payroll 3 . 458 0.824 3 . 625 l. 303 2.500 l. 690 3.750 l. 389 
27 Expense accounts 3.458 1.148 l. 625 0.916 2.500 l. 773 l. 250 0.707 

35 Record purchase of 
materials 3 .4 38 l. 128 l. 500 l. 069 l. 375 0.744 2. 000 l. 852 

15 Payroll ledger 3.417 l. 028 3.500 l. 309 3.000 l. 773 3.875 l. 356 
70 Trade discounts 3. 417 l. 442 l. 625 l. 188 l. 750 l. 389 1 . 500 l. 414 

121 Operate dictating equip-
ment 3 . 396 l. 498 l. 875 l. 642 3.000 2 . 138 1.000 0.000 

24 Entries for purchase of 
materials 3. 313 l. 240 2 . 250 1. 753 2.625 l. 84 7 2.250 l. 832 

36 Record :issuance of 
materials 3 . 313 l. 40 1 1.125 0.354 1. 375 0.744 1.000 0.000 

8 1 FICA taxes 3 .271 0.917 3 . 125 l. 458 2.375 1. 685 3 .250 0.886 

N 

"' ... 



Table 23 continued 

Task 
Number Task Description 

Teachers 
Mean SD 

Sma ll Medium Large 
Mean SD Mean SD Mean SD 

8 4 Federa l withho lding taxes 3.27 1 0 . 939 3.125 1 . 458 2.375 1.685 3 . 000 1 . 195 
42 Add (foot ) and bala nce 

ledger accounts 3.271 1.047 2.625 1.685 1.7 50 1 . 488 2 .1 25 1 . 642 
38 Data in ledgers from 

spec ial journals 3 . 271 1.180 1.6 25 1 . 061 1.2 50 0 . 707 1.750 1.488 
41 Perpetua l inventories 3.27 1 1.317 1.000 0.000 1.625 1 . 878 1.000 0.000 

7 Sales returns and 
allowances jour nal 3.27 1 1.380 2 . 000 1 .6 04 1.625 1.878 2.00 0 1.512 

75 Shift premiums 3.250 1.042 1.6 25 1 . 18 8 2.000 1.604 2.8 7 5 2. 0 31 
9 Purchase returns and 

a llowa nces journa l 3.250 1.361 1 . 000 0.000 1.875 1.642 1. 25 0 0.707 
85 State wi t hholding t axes 3 .229 0.951 3 .125 1.458 2.375 1.685 3 . 000 1 . 069 
25 Entries for issuance of 

materia ls 3.188 1 . 468 1.000 0 . 000 1.625 1 . 188 1.000 0.000 
68 Markup 3. 167 1.310 1. 375 1 . 061 1. 375 0.744 1. 000 0.000 

15 Verify ba lances of control 
account with subsidiary 
l edger 3.1 46 0 . 652 2 .000 1 . 069 2 . 375 1.598 2. 1 25 1.642 

4 3 Add (foot ), balance a nd 
total co lumns in special 
journals 3.146 0.772 2.625 1.685 1 .75 0 1 . 488 2.25 0 1 .581 

39 Payroll tax records 3.125 0.866 3.125 0.835 2.875 1.642 3. 000 1.690 
29 Withholding tax calcula-

tions 3 .1 25 1.024 3.250 1.282 2.5 00 1 . 414 3.375 1.59 8 

"' "' lJl 



Table 23 continued . 

Task Teachers Small Medium Large 
Number Task Description Hean SD ~lean SD Mean SD Mean SD 

69 Markdown 3 .1 25 l. 315 l. 375 l. 061 l. 125 0.354 l. 000 0.000 
20 Data for electronic 

equipment 3 .1 25 l. 619 l. 375 l. 061 3.000 2.138 3 .000 l. 852 
126 Prepare input for auto-

mated processing 3 .063 l. 656 l. 875 l. 4 58 3.875 l. 808 3.500 l. 773 
76 Vacation and holiday pay 1 . 021 l. 082 2 . 500 l. 512 l. 875 l. 356 3.375 l. 768 
50 Trial balance 3 .000 0.799 l. 500 0.756 l. 250 0.707 2.000 1 . 512 

82 State unemployment taxes 3 . 000 1.011 2.615 l. 408 2.250 l. 581 2.875 0.835 
83 Federal unemployment taxes 3.000 1.011 2.625 l. 408 2.125 l. 642 2.625 l. 061 
40 Sales tax records 3 .000 l. 031 l. 625 0.916 l. 875 l. 356 2.625 l. 84 7 
14 Notes receivable l edgers 3 .000 l. 203 2.000 l. 604 l. 875 l. 246 2.125 l. 246 

127 Utilize printed output 3.000 l. 663 l. 875 l. 458 3 .375 l. 996 3.500 l. 773 

98 Schedule of accounts 
receivable 2.917 0 . 613 2.625 l. 685 2.125 l. 356 2.500 1.512 

99 Schedule of accounts 
payable 2.917 0.613 2.500 l. 512 2.125 l. 356 2.375 l. 598 

18 Materials and stores 
ledgers 2.917 l. 252 l. 87 5 l. 64 2 l. 625 1.188 l. 250 0.707 

44 Rule and balance accounts 2.896 0.994 l. 250 0.707 2.000 l. 512 2.000 l. 414 
80 Medical and hospitaliza-

tion plan premiums 2.875 1.064 2.500 l. 690 2.375 l. 598 2.750 l. 581 

77 Bonuses 2.854 l. 052 2.000 l. 309 2. 000 l. 604 2 .1 25 l. 642 
26 Entries for correcting 2.854 1.130 2 . 000 l. 414 2 . 375 l. 598 2.625 l. 598 

N 
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Table 23 continued. 

'T'ask Teachers Small t1edium Large 
Number Task Description 11ean SD 11ean SD !1ean SD Mean SD 

52 Worksheet 2.833 0. 834 2 . 250 l. 389 l. 250 0.707 l. 500 0.926 
86 Workmen 's compensation 2.833 l. 078 2.125 1.126 2.250 l. 581 2.250 l. 035 
51 Post c l osing trial balance 2.813 0.762 l. 500 0.756 l. 250 0.707 l. 250 0.707 
79 Group life insurance 

premiums 2.813 1.104 2.250 l. 389 2 . 375 l. 598 2.250 l. 389 
78 Pension and annuity pay-

ments 2 . 771 1.115 2 . 500 l. 690 l. 750 l. 488 l. 625 1.188 

61 Perpetual inventory 2.688 l. 223 l. 000 0.000 l. 250 0.707 1.125 0.354 
88 Income statement prepara-

tion 2.646 0.812 l. 625 0.744 l. 375 0.744 l. 375 0.744 
87 Balance sheet preparation 2.646 0.838 l. 375 0.744 1.375 0.744 l. 375 0.744 
33 Record adjusting entries 2.6 04 0.792 2 .0 00 l. 069 l. 875 l. 458 2 . 250 l. 488 
34 Record closing entries 2.604 0.818 2.375 1.506 l. 750 l. 488 l. 250 0.707 

89 Capita l statement pre -
paration 2.583 0 . 710 1.500 l. 069 l. 125 0.354 l. 250 0.707 

46 Discount notes 2.563 l. 270 1.000 0.000 1.250 0.707 1.000 0.000 
22 Closing entries 2.542 0.988 l. 375 0.518 l. 37 5 0.744 l. 750 l. 4 88 
59 Inventory amount on hand 2 . 542 l. 010 l. 000 0.000 1.250 0.707 l. 625 0.916 
19 Journal entries for orig-

inal set of books 2.542 l. 54 3 2.125 l. 356 2.000 l. 604 3.125 l. 553 

67 Interest payable 2.521 0.945 l. 375 0. 74 4 l. 500 0.926 l. 375 0.744 
131 Use pegboard system 2.521 l. 624 l. 000 0.000 1.500 l. 414 l. 000 0 . 000 

21 Adjusting entries 2.500 0.945 l. 7 50 1.389 2.250 l. 832 2.750 l. 982 

N 
0\ 
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Table 23 con tinued. 

Task Teachers Small Medium Large 
Number Task Description Mean SD Mean SD Mean so Mean so 

90 Reta ined earnings state-
ment preparation 2 .4 79 0.714 l. 375 0 . 744 l. 000 0.000 l. 250 0.707 

58 Uncollectable accounts 2.479 0.967 l. 375 0.744 l. 875 l. 4 58 l. 875 l. 642 
47 Wdrk with promissory notes 2.479 l. 130 l. 250 0.707 1,375 0.744 l. 250 0.707 
66 Interest receivab l e 2.458 0.898 l. 375 0.744 l. 750 l. 035 l. 250 0.707 

132 Operate a terminal to a 
computer system 2. 4 38 l. 583 l. 375 l. 061 l. 87 5 l. 642 l. 875 l. 642 

93 Employee withholding 
report 2 . 417 0 . 739 2 . 000 0.756 l. 875 0.835 l. 625 l. 061 

94 FICA report 2.396 0 . 676 2 . 000 0.756 l. 875 0.835 l. 625 l. 061 
60 Inventory physical count 2.333 0.834 1.125 0.354 l. 375 0.744 l. 375 0 .744 
17 Plant (fixed assets} 

ledger 2. 313 0.!349 2.125 l. 356 l. 7 50 1.165 l. 250 0.707 
23 Entries to adjust inven-

tory ledger cards 2.292 0.824 l. 250 0.707 1.000 0.000 l. 250 0.707 

31 Entries for bad debts 2 . 292 0 . 849 1 .500 0.756 l. 25 0 0.707 1.500 l. 414 
95 Federal unemployment 

compensation report 2.271 0.676 2.000 0.756 l. 875 0 . 835 l. 375 0.744 
96 State unemployment 

compensation report 2 . 271 0.676 2 . 000 0.756 l. 875 0.835 l. 375 0.744 
97 State sales and use tax 

report 2.271 0.736 l. 625 0 . 744 l. 87 5 0.8 35 l. 750 0.886 
92 Cash flow statement 

preparation 2.2 08 0 . 898 l. 250 0.423 l. 375 1.061 l. 250 0.707 
N 

"" 00 



Table 23 continued. 

Task Teachers Small Medium Large 
Number Task Description Mean SD Mean SD Mean SD Mean SD 

128 Operate computer 2.208 l. 570 l. 37 5 l. 061 1.125 0.354 l. 414 0.500 
91 Statement of changes in 

financial position 2.188 0.842 l. 250 0.463 l. 000 0.000 l. 250 0.707 
30 Entries for depreciation 2 .167 0.808 1.500 0.756 l. 375 0.744 l. 250 0 . 707 

117 Analysis of accounts 
receivable 2.167 0 . 952 l. 375 0.744 1.500 0.926 l. 250 0 . 463 

53 Straight line deprecia-
tion 2 . 104 0.881 l. 375 0.744 l. 250 0.463 l. 500 0.926 

115 Balance sheet analysis 2 .0 63 0.998 l. 250 0.463 l. 500 0.926 1.500 0.926 
116 Income statement analysis 2.063 0.998 l. 250 0.463 l. 500 0.926 l. 500 0.926 
10 6 Day's sales uncollected 2.000 l. 353 1.000 0.000 l. 1 25 0 .354 l. 000 0.000 
105 Turnover of accounts 

receivable l. 917 1.007 l. 000 0.000 1.125 0.354 l. 000 0 . 000 
56 Declining balance deprec-

iation l. 896 0.831 l. 375 0.744 l. 1 25 0.354 l. 375 0.744 

62 FIFO inventory l. 875 0.815 1.000 0.000 l. 000 0.000 l. 250 0. 707 
63 LIFO inventory l. 833 0.753 l. 000 0.000 l. 000 0.000 1.000 0.000 
57 Depletion l. 8 33 0.781 l. 000 0.000 1.125 0.354 l. 000 0.000 
54 Units of production 

depreciation 1.833 0.834 l. 000 0.000 l. 12 5 0. 354 l. 000 0.000 
64 Weighted average inventory 1.813 0.762 l. 000 0.000 1.000 0.000 l. 250 0 . 707 
65 Specif i c inventory l. 813 0.790 l. 000 0.000 1.125 0.354 1.125 0.354 

N 
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Table 2 3 continued. 

Task Te achers Small Medium La rge 
Number Task Description Mean SD Mean SD Mean SD Mean SD 

107 Turnover of merchandise 
inventory l. 813 0.816 l. 000 0.000 l. 250 0.707 l. 250 0.707 

55 Sum-of-the-years digits 
depreciation l. 792 0.798 l. 125 0 . 354 l. 125 0 . 354 l. 000 0.000 

118 Dividends per share l. 771 0.805 l. 000 0.000 l. 250 0.707 l. 000 0.000 
129 Write programs l. 771 l. 207 l. 375 l. 061 l. 000 0 . 000 l. 500 l. 414 
lOB Capital contributions of 

owners and creditors l. 7 29 0.818 l. 125 0 . 354 l. 000 0.000 l. 000 0 . 000 

102 Percentage of increase 
or decrease l. 708 0 . 922 1.125 0.354 l. 375 0.744 l. 250 0.707 

37 Opening a set of books l. 708 l. 051 l. 250 0.463 1.125 0.354 1 . 000 0.000 
130 Initiate and prepare 

flowcharts l. 708 1 . 051 l. 000 0.000 l. 125 0.354 l. 250 0.46 3 
11 3 Earnings per share of 

c ommon stock l. 667 0.724 l. 125 0.354 l. 125 0.354 l. 000 0.000 
114 Pric e earnings ratio l. 64 6 0.668 l. 125 0.354 l. 125 0. 354 1.000 0.000 

100 Current ratio l. 625 0 . 815 l. 000 0.000 l. 125 0.354 l. 250 0.707 
103 Trend percentages l. 583 0.767 l. 125 0 . 354 l. 250 0 . 707 l. 000 0.000 
112 Rate of return on common 

stockholder ' s equity l. 563 0.649 l. 000 0.000 l. 125 0. 354 l. 000 0 . 000 
104 Common size statements l. 542 0.651 l. 000 0.000 l. 250 0.707 l. 000 0.000 
110 Times fixed interest 

charges were earned l. 54 2 0.743 l. 000 0.000 1.000 0.000 l. 000 0.000 

N _, 
0 



Ta bl e 23 con t inued. 

Tas J< Teac he rs 
Number Ta sk De s c riptio n Mean SD 

101 Acid test r a tio 1. 52 1 0 . 65 2 
109 P l e dged pla nt asse ts t o 

l o ng - term li abilities 1. 52 1 0.714 
111 Rate o f r e turn on t otal 

a s sets employed 1. 4 7 9 0.618 

Sma ll Medium 
He an SD He an SD 

1. 000 0 . 000 1. 000 0.000 

1. 000 0 . 000 1. 000 0 . 000 

1.000 0.000 1. 000 0.000 

Large 
Mean SD 

1. 000 0 . 000 

1. 000 0 . 000 

1.000 0.000 

"' __, 
,__. 



Ranking of task rreans of teachers for performance with 
--small, ~edium and large business means 
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Teachers' responses ranked from the highest task mean 

to the lowest task mean for performance are shown in 

Table 24. Employee responses for small, medium and 

large businesses are shown in additional columns in the 

table. Small business employees ranked operating ten-key 

adding machines, operating calculators, working vii th 

accounts receivable ledgers, operating telephone equipment, 

preparing bank deposits, working with general and payroll 

ledgers higher than teachers . Med ium business employees 

ranked operating ten - key adding machines and telephone 

equipment higher than teachers. Large business employees 

ranked operating ten-key adding machines, calculators 

and telephone e~uipment higher than teachers. Making 

bank depo sits was also rated higher by large business 

employees. 

Teachers rated the 10 lowest tasks higher than small, 

medium and large businesses. Most of the tasks were in-

vo lved with financial statement analysis. Initiating and 

preparing flowcharts and writing programs were rated low 

by teachers and employees of all size businesses. 



Table 24. Ranking (based on means of teachers) for teachers, small businesses , medium 
businesses and l arge businesses on Performance. 

Task 
Number 

119 

120 
48 
32 

13 
49 

1 22 

28 
12 
15 

2 
123 

72 
42 

3 

43 

Task Description 

Operate ten-key adding 
machine 

Operate calculator 
Checking account 
Entries in ledgers from 

journals 
Accounts receivable ledger 
Petty cash records 
Operate telephone equip-

ment 
Bank deposits 
General ledger 
Payroll ledger 

Cash receipts journal 
Operate cash register 
Handle time cards 
Add (foot) and balance 

ledger accounts 
Cash payments journal 

Add (foot), balance and 
total columns in 
specia l journals 

Teachers 
Mean SD 

4 . 125 
4.042 
3.896 

3.875 
3.854 
3 . 667 

3 . 646 
3.625 
3.604 
3.604 

3.563 
3. 563 
3.479 

3.479 
3.479 

0.761 
0 . 824 
0 . 973 

0.981 
0.989 
0 . 975 

l. 148 
l. 084 
l. 025 
1.162 

l. 029 
l. 14 7 
0. 922 

l. 031 
l. 052 

Sma ll ~1ediurn 

Mean SD Mean SD 

4 . 250 
4.250 
3.250 

2 .2 50 
4 . 250 
2.250 

4 . 625 
4.125 
3.7 50 
4.000 

3. 37 5 
2.875 
3.000 

2 . 750 
3.125 

l. 488 
l. 488 
l. 907 

l. 338 
0 . 707 
l. 389 

0 . 74 4 
0 . 641 
l. 282 
l. 414 

4 . 250 
3 . 750 
3.125 

2.5 00 
2. 25 0 
2.750 

4.000 
3 . 125 
2.500 
2.875 

1.598 · 3.125 
1.885 2.250 
1.773 3.750 

1.581 2.000 
1.808 2.875 

0.707 
l. 282 
l. 808 

l. 690 
l. 753 
l. 909 

l. 309 
0.639 
l. 690 
l. 64 2 

l. 808 
l. 753 
l. 282 

l. 852 
l. 642 

Large 
Mean SD 

4.250 
4.875 
2.750 

2.000 
3 . 500 
2.625 

4.875 
4.000 
2.250 
3.500 

3.125 
l. 500 
3.750 

l. 875 
2.375 

l. 389 
0.354 
1.165 

l. 069 
l. 309 
1 . 506 

0.354 
0 . 756 
l. 389 
2 . 309 

l. 885 
l. 414 
l. 389 

1 . 246 
l. 598 

3.438 1 . 050 2.625 1.506 2.000 1.852 2.250 1.389 

"' _, 
w 



Table 24 continued. 

Task Teachers Small Medium Large 
Number Task Description Me an SD Mean SD Mean SD Mean so 

45 Verify balances of control 
account with subsidiary 
ledger 3.438 l. 050 2.750 l. 909 2.625 l. 84 7 l. 875 l. 246 

16 Accounts or vouchers 
payable ledger 3. 4 38 l. 070 3.500 1 . 690 2.625 l. 84 7 2 . 625 l. 408 

50 Trial balance 3.438 l. 219 2.125 l. 356 l. 875 l. 642 l. 750 l. 035 
74 Overtime 3 . 417 0 . 942 3 . 000 l. 773 2.750 l. 909 3.625 l. 303 
73 Figures payroll 3.417 0.986 3.875 l. 356 2.750 l. 909 3 . 625 l. 303 

5 Combined cash journal 3 . 417 l. 088 1 . 500 0.926 2.625 1.768 l. 500 0.926 
39 Payroll tax records 3.396 l. 026 3.875 0.835 3.000 1.414 3.000 1.309 
40 Sales tax records 3. 375 1.064 l. 875 l. 24 6 2 . 375 l. 598 2.250 l. 389 
51 Post closing trial balance 3.375 l. 196 2.125 l. 356 l. 875 l. 642 l. 250 0.707 

6 Sales journal 3.354 l. 021 2.875 l. 727 2.250 l. 753 2.625 l. 506 

98 Schedule of accounts 
receivable 3.333 0.975 3.000 l. 512 2.625 l. 768 2 . 500 1 . 309 

99 Schedule of accounts 
payable 3.333 0.975 3 . 000 l. 512 2.625 l. 769 2.125 l. 246 

8 Purchases journal 3.313 l. 014 2 . 500 l. 690 l. 750 l. 488 l. 875 l. 246 
29 Withholding tax calcula-

tions 3. 313 1.170 3 . 750 l. 282 2.750 l. 669 3 . 250 l. 488 
38 Data in ledgers from 

special journal 3.292 l. 166 l. 625 1.188 1.500 l. 414 1.500 0 . 926 

IV 
-.J ... 



Table 24 continued. 

Task Teac hers Small Medium Large 
Number Task Description Mean SD t1ean SD t1ean so Mean so 

52 Worksheet 3.292 l. 2 37 2.875 l. 356 l. 87 5 l. 642 l. 625 1.188 
44 Rule and balance accounts 3 . 271 l. 267 l. 750 1.165 2.250 l. 832 2 .000 1.195 

l General journal 3. 250 1.000 3.750 l. 282 2.500 l. 690 2. 000 l. 195 
84 Federal withholding tax 3.229 0.994 3.125 l. 458 2 . 625 l. 768 3.5 00 l. 195 
85 State withholding tax 3 . 229 0.994 3.125 l. 458 2.625 l. 768 3.500 l. 195 

ll Petty cash register 3.229 l. 036 l. 000 0.000 l. 875 l. 64 2 l. 250 0.707 
125 Operate bookkeeping 

machine 3.2 08 l. 071 l. 852 0.655 l. 625 1.408 1. 000 0.000 
27 Expense accounts 3 . 208 l. 129 2.125 l. 356 2. 375 l. 598 l. 250 0.707 4 Check register 3 .208 l. 184 2.750 l. 581 3.125 l. BOB l. 875 l. 246 76 Vacation and holiday pay 3 .167 l. 078 3.125 l. 4 58 2.375 l. 923 3.125 l. 4 58 87 Balance sheet preparation 3. 167 l. 294 2 . 25 0 l. 581 l. 876 l. 64 2 l. 375 0 . 744 Bl FICA taxes 3.146 l. 052 3.125 l. 4 58 2.625 l. 768 3 . 750 0.707 

35 Record purc hase of 
materials 3. 146 l.lll l. 875 l. 246 l. 625 l. 408 l. 500 0 . 926 BB Income statement prepara-
tion 3.146 l. 288 2.750 l. 7 53 l. 875 1. 64 2 l. 375 0.744 71 Cash discount 3. 104 l. 096 2.000 l. 195 2 . 375 l. 923 l. 500 l. 414 34 Record closing entries 3. 104 l. 225 2.625 l. 4 08 2.125 l. 642 l. 250 0.707 33 Record adjusting entries 3 .083 l. 217 2.250 l. 389 2.125 l. 642 2 .125 l. 246 

94 FICA reports 3.083 l. 234 2.875 l. 4 58 2.625 l. 7613 2.125 l. 553 93 Employee withholding 
reports 3.083 l. 269 2 . 875 l. 458 2 . 625 l. 768 2.125 l. 553 

"' _, 
U1 



Table 24 continued. 

Task Teac her s Small Medium Large 
Number Task Description Mean so Mean so Mean so Mean so 

124 Operate check protector 3.083 1.269 3.500 1. 604 2 . 750 1.909 2.625 1. 84 7 
36 Record issuance of 

material 3 . 06 3 1.174 2.875 1. 246 1. 500 1.414 1. 000 0 . 000 
75 Shift pre miums 3.063 1. 174 2.750 1. 909 2. 3 75 1. 923 2 . 3 75 1.598 

95 Federal unemployment 
compensation 3.063 1. 192 2.875 1. 4 58 2.625 1. 768 1. 750 1. 389 

97 State sales and use tax 
report 3.063 1. 210 2.000 1. 195 2 .6 25 1. 768 2.375 1. 506 

121 Operate d ictating equip-
ment 3.063 1. 21 0 2.625 1. 84 7 3 . 125 1. 808 1. 000 0.000 

82 State une mployment taxes 3.042 1. 091 3.125 1. 4 58 2.625 1 . 768 3 . 750 0.707 
83 Federal unemployment taxes 3.042 1. 091 3 . 125 1. 4 58 2.625 1.768 3 .500 1.195 
14 Notes receivable l edgers 3.021 1. 194 2.125 1. 553 2.125 1. 642 2.125 1. 246 
96 State unemployment comp-

ensation 3.021 1. 229 2.875 1. 4 58 2.625 1.768 1. 750 1. 389 

80 Medical a nd hospita li za -
tion plan premium 3.000 1. 072 2.625 1. 84 7 2.500 1. 690 2.625 1. 408 

41 Perpetual inventories 3.000 1.149 1. 750 1. 035 1. 750 1. 488 1. 000 0.000 
89 Capital statement pre-

para tion 3.000 1. 185 2.750 1. 753 1. 625 1. 188 1. 25 0 0.707 
77 Bonuse s 2.979 1.139 2.875 1. 642 2 . 375 1. 923 2.000 1. 414 
10 Voucher register 2.958 0.967 1.500 1. 414 1. 875 1. 64 2 1. 250 0.707 

"' --J 

"' 



Table 24 continued. 

Task 
Number 

70 
24 

79 

60 
22 

21 
68 
69 
18 

19 

26 
86 

59 
25 

7 

Task Description 

Trade discounts 
Entries for purchase 

of materials 
Group life insurance 

premiums 
Inventory physical count 
Closing entries 

Adjusting entries 
Markup 
Markdown 
Materials and stores 

ledgers 
Journal entries for 

original set of books 
Entries for correcting 
Workmen ' s compensation 

report 

Inventory amount on hand 
Entries for issuance of 

materials 
Sales returns and 

allowances iournal 

Teachers 
Mean SD 

2.958 

2 . 958 

2 . 896 
2.896 
2.896 

2.875 
2 . 854 
2.854 

2.854 

2.854 
2.833 

2 . 813 

2. 813 

2.813 

2.792 

1. 071 

1. 271 

1.115 
1. 171 
1.309 

1. 265 
1. 052 
1. 052 

1.111 

1. 353 
1.277 

1. 104 

1. 197 

1. 266 

1. 129 

Small 
Mean SD 

2.125 

2.375 

2.500 
1. 875 
2 . 125 

2.000 
1. 750 
1. 750 

2.500 

2.625 
2.250 

2.875 

1.500 

1. 875 

2.250 

1. 356 

1.598 

1. 690 
1. 356 
1 . 356 

1. 414 
1. 165 
1.165 

1. 690 

1.598 
1. 389 

1. 642 

1. 069 

1. 246 

1. 8 32 

Medium 
Mean SD 

2.125 

2.250 

2.500 
1. 500 
1.500 

2.375 
1. 7 50 
1. 250 

1. 875 

2.125 
2.625 

2 . 625 

1. 250 

1. 875 

1. 875 

1. 808 

1. 753 

l. 690 
0.926 
1. 414 

1. 923 
l. 389 
0.463 

1. 24 6 

1. 642 
l. 848 

l. 768 

0.707 

1. 642 

1. 642 

Large 
Mean SD 

1.500 

1.750 

2. 37 5 
l. 500 
l. 875 

2 . 625 
l. 000 
1 . 000 

l. 250 

2.750 
2.875 

3.250 

l. 625 

1. 000 

l. 875 

1.414 

1. 035 

1. 506 
0.926 
1. 64 2 

l. 768 
0.000 
0.000 

0.707 

1. 165 
1. 808 

l. 489 

0 . 916 

0 . 000 

l. 24 6 

"' " " 



Table 24 continued. 

Task Teachers Small Medium Large 
Number Task Description ~1ean SD ~1ean SD Mean so Mean SD 

9 Purchases returns and 
allowances journal 2 . 771 1.153 1.500 l. 414 l. 750 l. 488 l. 37 5 l. 061 

78 Pension and annuity pay-
ments 2.750 l. 194 2.750 l. 581 l. 875 l. 246 l. 750 l. 389 

67 Interest payable 2.688 l. 095 l. 875 l. 356 l. 750 l. 488 l. 375 0.744 
90 Retained earnings state-

ment preparation 2.688 l. 257 2.625 l. 768 l. 250 0.707 l. 250 0.707 
17 Plant (fixed assets) 

ledger 2.646 1.158 3.000 l. 77 3 l. 875 l. 24 6 l. 250 0.707 
46 Discount notes 2.646 l. 360 l. 375 l. 061 l. 750 l. 488 l. 000 0.000 
66 Interest receivable 2.583 l. 088 l. 875 l. 356 2.250 l. 832 l. 250 0.707 

53 Straight line depreciation 2 . 583 l. 200 2 .1 25 1.356 l. 750 l. 4 88 l. 500 0.926 
37 Opening a set of books 2 .583 l. 4 71 l. 500 l. 069 l. 500 l. 414 l. 000 0.000 
61 Perpetual inventory 2.563 l. 090 l. 500 l. 069 l. 250 0.707 1.125 0.354 
58 Uncollectable accounts 2.563 l. 128 2.125 l. 356 2.250 l. 832 l. 875 l. 642 
23 Entries to adjust inven-

tory ledger cards 2.563 l. 270 2.000 l. 195 l. 000 0.000 l. 250 0.707 

30 Entries for depreciation 2.563 l. 270 2. 250 l. 389 1.500 l. 414 l. 250 0.707 
47 Work with promissory notes 2.542 l. 220 l. 87 5 l. 642 l. 625 l. 4 08 l. 250 0.707 
31 Entries for bad debts 2.521 l. 203 2.250 l. 389 1.500 l. 414 l. 250 0.707 
20 Data for electronic 

equipment 2.521 l. 288 l. 750 l. 488 3 .1 25 l. 808 2.875 l. 642 
126 Prepare input for auto-

mated processing 2.521 l. 288 2.500 l. 604 3.750 l. 282 3.375 l. 685 
N _, 
00 



Table 24 continued. 

Task Teachers Small Medium Large 
Number Task Description Me an SD Me an SD Mean SD Mean SD 

127 Utilize printed output 2.500 l. 255 2.125 l. 553 3 . 500 l. 604 3. 375 l. 598 
91 Statement of changes in 

financial position 
preparation 2.500 l. 321 2.250 l. 581 l. 250 0 . 707 l. 250 0.707 

117 Analysis of accounts 
receivable 2 . 458 l. 202 2.000 1.309 l. 750 l. 488 l. 250 0. 707 

115 Balance sheet analysis 2.438 l. 367 2.000 1.309 l. 750 l. 488 1.500 0 . 926 
116 Income statement analysis 2.438 l. 367 2.000 l. 309 l. 750 l. 488 l. 500 0.926 

56 Declining balance deprec-
iation 2.396 l. 162 2.1 2 5 l. 356 l. 625 l. 878 l. 500 0. 926 

92 Cash flow statement 
preparation 2.396 l. 267 2.250 l. 581 l. 500 l. 414 l. 250 0.707 55 Sum-of-the-years digits 
depreciation 2.354 1.176 2.250 l. 581 l. 625 l. 188 l. 000 0.000 54 Units of production 
depreciation 2. 333 1.191 l. 7 50 l. 165 l. 625 1.188 l. 000 0.000 131 Use pegboard system 2. 250 l. 280 l. 125 0.354 l. 375 l. 061 l. 000 0.000 57 Depletion 2.188 l. 123 l. 500 l. 069 1.375 0.744 l. 000 0.000 

62 FIFO inventory 2.125 l. 104 1.500 l. 069 l. 250 0.707 l. 250 0 . 707 63 LIFO inventory 2.083 l. 069 l. 500 l. 069 l. 250 0.707 1.000 0.000 118 Divide nds per share 2.083 1.182 l. 250 0.463 l. 375 0.744 l. 000 0.000 64 Weighted average inventory 2.042 1.129 l. 500 l. 069 l. 250 0.707 l. 250 0.707 132 Operate a terminal to a 
computer system 2.0 21 1.211 l. 625 l. 061 2.375 1. 598 1. 750 1. 38 9 "' _, 

'"' 



Table 24 continued. 

Task Teachers Small Medium Large 
Number Task Description Mean SD Mean SD Mean SD /-1ean SD 

105 Turnover of accounts 
receivable 2 . 000 l. 203 1.125 0.354 1. 375 0.744 1 . 000 0.000 

65 Specific inventory l. 979 l. 082 l. 500 l. 069 l. 250 0.707 l. 250 0.707 
108 Capital contributions of 

owners and creditors l. 979 l. 229 l. 37 5 
107 Turnover of merchandise 

l. 069 1. 250 0 . 707 1. 125 0 . 354 

inventory 1. 917 l. 164 1.125 0.354 1. 125 0.354 l. 250 0.707 
106 Days sales uncollected 1. 896 l. 171 l. 125 0.354 1. 375 0.744 1.000 0.000 

102 Percentage of increase 
or decrease 1. 875 l. 214 l. 375 

113 Earnings per share of 
0 . 744 l. 750 l. 488 l. 250 0.707 

common stock l. 833 1.098 1. 375 0.744 1. 375 0.744 1.000 0.000 128 Operate computer 1. 833 1 . 098 1. 500 1. 069 l. 375 0.744 l. 375 l. 061 110 Time fixed interest 
charges were earned l. 813 1.104 l. 125 0 . 354 1.125 0.354 l. 000 0.000 103 Trend percentages l. 792 1.166 l. 375 0.744 l. 250 0.707 1.000 0.000 

114 Price earnings ratio 1. 792 l. 091 
130 Initiate and prepare 

1. 375 0.744 1. 375 0.744 1. 000 0.000 

flow charts 1. 771 l. 057 1. 125 0.354 1. 250 0.463 1. 500 0.926 112 Rate of return on common 
stockholder's equity 1. 771 l. 096 1. 125 0.354 l. 375 0.744 l. 000 0.000 100 Current ratio l. 771 l. 134 1.125 0.354 1. 625 l. 408 1. 250 0.707 109 Pledged plant assets to 
long-term liabilities l. 750 l. 082 1.125 0.354 1.125 0. 354 1.000 0 . 000 "' 00 

0 



Table 24 continued. 

•rask 
Number 

101 
111 

104 
129 

Task Description 

Acid test ratio 
Rate of return o n total 

assets employed 
Common size statements 
Write programs 

Teachers 
Hean SD 

l. 750 l. 120 

l. 729 l. 086 
l. 688 1 . 114 
l. 688 1 . 114 

Small Medium 
Mean SD Mean SD 

1.1 25 0.354 l. 375 0.744 

1.1 25 0. 354 1.125 0.354 
1.125 0. 354 l. 625 1.188 
l. 500 l. 069 l. 125 0. 354 

Large 
Mean SD 

1.000 0.000 

l. 000 0.000 
l. 000 0.000 
l. 250 0.707 

N 
00 .... 



Ranking of task means o f teachers for importance with 
small, medium and large business means 

282 

Teachers' responses ranked from the highest task mean 

to the lowest task mean for importance are shown in 

Table 25. Employee responses for small, medium and large 

businesses are shown in additional columns in the table. 

Small business employees rated making bank deposits higher 

than teachers . Medium business employees rated all of the 

lo --highest rated tasks lower than teachers. Large business 

employees rated operating ten - key adding machines and 

calculators higher than teachers . 

Teachers rated the 10 lowest tasks higher than small, 

medium and large businesses . All tasks were involved with 

financial statement analysis . 



Table 25 . Ranking (based on means of teachers) for teachers, small businesses, medium 
businesses and large businesses on Importance. 

Task Teachers Small Medium Large 
Number Task Description Mean SD Mean SD Mean SD Mean SD 

---

119 Operate ten-key adding 
machine 4.333 0.663 3.625 l. 685 4.125 0.991 4.500 l. 414 

120 Operate calculator 4.271 0.765 4.000 l. 309 4.000 l. 309 5.000 0.000 
l3 Accounts receivable 

ledger 4.229 0.805 4 . 000 0 . 926 2.375 l. 685 3.250 1.165 
48 Checking account 4.208 0.898 3.000 l. 77 3 3.125 l. 808 2.750 1. 282 
28 Bank deposits 4.125 0.937 4 . 250 0.707 3.250 1. 909 4.125 0.835 

15 Payroll ledger 4.042 1.051 4.000 1. 414 3.000 1.512 3 . 750 1.389 
12 General ledger 3.958 0.874 3 . 625 1. 408 2.750 1. 753 2.250 1. 165 

2 Cash receipts journal 3.958 1. 071 3.250 1. 282 3.250 1. 669 2.875 1. 727 
32 Entries in ledgers from 

journals 3.938 0.885 2.250 1. 389 2 . 750 1. 753 1. 875 0.991 
49 Petty cash records 3 . 917 0.942 2.125 1. 642 2.500 1. 852 2.500 1. 414 

3 Cash payments journal 3.896 1. 134 3.000 1. 309 3.250 1.669 2 . 125 1. 458 
72 Handle time cards 3. 813 0.938 3.500 1. 690 3.500 1. 414 3.875 1. 553 
74 Overtime 3. 813 0.960 2.625 1. 84 7 2 . 875 l. 808 3 . 750 1. 581 

122 Operate telephone equip-
ment 3. 813 l. 142 4.375 0.518 4.125 l. 356 4.875 0.354 

73 Figures payroll 3.792 0 . 967 3.875 l. 356 2.875 1. 808 3.875 l. 553 

16 Accounts or vouchers 
payable ledger 3 . 771 0.994 3.500 l. 309 3.000 l. 927 2 . 625 1.506 

50 Trial balance 3. 771 l. 057 2.250 l. 832 1. 750 1.389 l. 750 l. 035 

N 
00 
w 



Table 25 continued. 

'!'ask Teachers Small Me dium Large 
Numbe r Task Description Mean SD Mean SD Mean SD Mean SD 

-
123 Operate cash register 3 . 771 1. 077 1. 750 1. 389 2.125 1. 808 1. 750 1. 488 

42 Add {foot) and balance 
ledger accounts 3.750 0.978 3.125 1. 885 2.375 1. 685 1. 750 1. 035 

39 Payroll taxes 3 . 750 1. 042 3.875 0.641 3.375 1. 408 3 . 500 1. 690 
81 FICA taxes 3 . 750 1. 062 3.500 1. 690 2.750 1. 669 4.125 1.126 

5 Combined cash journal 3 . 750 1. 101 2 . 125 1. 246 2.750 1.669 1. 625 0.916 

8 Purchases journal 3 . 729 1. 026 2.500 1. 309 2.250 1. 581 1. 875 1. 246 
4 3 Add {foot), balanc e and 

total columns in spe cial 
journals 3 .708 0.874 3.000 1. 77 3 2.250 1. 581 2.125 1. 246 

45 Verify balances of contro l 
account with subsidiary 
ledger 3. 708 0.898 2.625 1. 84 7 2.875 2.031 1. 750 1. 035 

84 Federal withholding tax 3.708 1. 051 3.500 1. 690 2 .750 1. 669 3.875 1. 55 3 
85 State withholding tax 3 .708 1. 051 3.500 1. 690 2.750 1.669 3.875 1. 553 

6 Sales journal 3 .667 0.996 3.125 1. 458 2.750 1. 669 2 . 625 1. 506 
51 Post closing trial bala n c e 3 .667 1. 059 2 . 250 1. 8 3 2 1. 750 1. 389 1. 500 0.926 

4 Check register 3.667 1. 243 2.625 1. 4 08 3.000 1.512 1. 625 0.916 
52 Worksheet 3.646 1. 062 2.875 1. 642 1. 750 1. 389 1. 750 1. 035 

1 General journal 3.625 1.084 3 . 375 1. 188 2.750 1. 669 1. 750 0.886 

8 3 Federal unemployment 3 .6 2 5 1. 123 3.500 1.690 2.750 1. 669 4.125 1. 126 
29 Withholding tax calcula 

tio n 3 .625 1. 160 3.750 1. 28 2 3.375 1. 768 3.625 1. 68 5 

"' 00 ... 



Table 25 continued. 

Task Teachers Small Hedium Large 
Number Task Description He an SD Mean SD Mean SD Mean SD 

40 Sales tax records 3 .583 l. 127 2 .000 l. 414 2.625 l. 598 2.625 1.506 
82 State unemployment 3 .58 3 1.145 3.500 l. 690 2.750 l. 669 4.125 l. 126 
98 Schedule of accounts 

r eceivable 3.563 1.109 3.000 l. 773 2.250 l. 488 2.625 l. 408 
87 Balance sheet preparation 3.542 l. 220 l. 750 l. 389 2.000 l. 414 l. 750 l. 035 
88 Income statement prepara 

tion 3 .542 l. 220 2.375 l. 506 2.000 l. 414 l. 750 l. 035 
99 Schedule of accounts 

payable 3 .5 21 1.130 2.750 l. 581 2.250 l. 488 2.250 l. 389 

11 Petty cash register 3 .479 l. 052 l. 625 0.916 2.375 l. 685 .1. 500 0.926 
76 Vacation and holiday pay 3 .479 1.130 3.000 l. 77 3 2.500 l. 852 3.250 l. 753 
38 Data in ledgers from 

special journal 3.438 l. 050 2.000 l. 414 2.125 l. 553 l. 750 l. 035 
86 Workmen's compensation 3.438 l. 201 3.000 l. 77 3 2.750 1. 669 3.875 l. 553 
44 Rule and balance accounts 3.396 l. 284 l. 500 l. 414 2.625 l. 996 2.125 l. 246 

75 Shift premiums 3.375 l. 214 l. 750 l. 488 2.500 l. 852 2.875 1. 808 
35 Record purchase of 

materials 3.354 l. 041 2.000 l. 414 2.125 l. 553 l. 500 0.926 
89 Capital statement pre-

paration 3 . 354 1.211 l. 625 1.188 l. 500 0.756 l. 500 0.926 
77 Bonuses 3. 313 l. 170 2.500 l. 690 2.500 l. 852 2.625 l. 599 
34 Record closing entries 3.271 l. 086 2.625 l. 408 2.250 1. 581 1. 500 0.926 

N 
00 
lJl 



Table 25 continued. 

Task Teachers Small Medium Large 
Number Task Description Mean so He an so Mean so Mean so 

27 Expense accounts 3.271 1.144 2 . 375 1. 506 2.B75 1. 64 2 1. 500 0.926 
36 Record issuance of 

materials 3 . 271 1.14 4 1. 750 1. 389 2 .1 25 1. 553 1. 250 0.707 
94 FICA reports 3.271 1.162 3 . 125 1. 356 2.500 1. B52 2 . 375 1. 923 

124 Operate check protector 1.271 1.198 3.750 1. 753 3.000 1. 927 2.B75 1. 727 
97 State sales and use tax 

report 3.250 1.139 2.275 1. 506 2.500 1. B52 2.625 1. B47 

93 Employee withholding 
report 3.250 1.194 3.125 1. 356 2 .500 1. B52 2.375 1. 923 

71 Cash discount 3.229 1. 096 1. B75 1. 24 6 2 .000 1. B52 1 . 375 1. 062 
BO Medical and hospitali za -

tion plan premiums 3.229 1.115 2 . 750 l. 5Bl 2.625 l. 59B 2 . B75 l. BOB 
95 Federal unemployment 

compensation 3.229 1.134 3.125 1. 35 6 2.500 1. B52 2.000 1. B52 
24 Entries for purchase of 

materials 3.2 0B 1. 220 2 . 500 1. 690 2.625 l. 76B l. B75 1. 24 6 

33 Record adjusting entries 3.1BB 1.142 2.250 1. 3B9 2.250 l. 5Bl 2. 000 1.195 
96 State unemployment compen-

sation 3.1BB 1. 142 3 . 125 1. 356 2.500 l. B52 2.000 1. B52 
125 Operate b ookkeeping 

machine 3 . 167 1. 03B 1. B75 1. 64 2 2.125 l. B08 1. 250 0.707 
70 Trade discounts 3.104 1. 057 1. 625 1. lBB l. 625 1. 40B 1. 375 l. 061 
79 Group life insurance 

premiums 3.104 l.lB9 2.B75 l. 642 2 .6 25 1. 598 2.750 l. 753 
N 
00 

"' 



Table 2 5 continued. 

Task Teachers Small Medium Large 
Number Task Description Mean SD Hean SD Mean SD Mean SD 

- --

l4 Notes receivable ledger 3 .104 l. 225 2.250 l. 38 9 2 .2 50 l. 581 l. 875 0.991 
19 Journal entries for 

original set of books 3.104 1.356 2.500 l. 414 2.500 l. 604 :' . 875 l. 4 58 
22 Closing entries 3.063 l. 34 3 2.250 l. 753 2 .000 1.604 2.125 l. 642 
60 Inventory physical count 3.042 l. 031 l. 375 l. 061 l. 500 l. 069 2.125 l. 64 2 
59 Inventory amount on hand 3.042 l. 091 l. 000 0.000 l. 375 l. 061 2.000 1.195 

90 Retained earnings state -
ment preparation 3.042 l. 129 l. 625 1.188 l. 500 0.756 1.500 0.9 26 

26 Entries for correcting 3 .0 21 1.139 2.125 l. 356 3 .250 l. 669 2. 750 l. 753 
68 Markup 3 .0 21 1.139 l. 375 l. 061 l. 625 l. 408 l. 375 l. 061 
69 Markdown 3. 021 1.139 l. 375 1.061 l. 625 l. 408 l. 375 1.061 
78 Pension and annuity pay-

ments 3.021 l. 296 2.625 l. 84 7 2.000 1.195 2.250 l. 581 

21 Adjusting entries 3.000 l. 288 2 .1 25 1.356 2. 875 l. 808 2.875 l. 642 
7 Sales returns and 

allowances journal 2 . 979 l. 082 2.750 l. 581 2 . 375 l. 685 l. 625 0.916 
9 Purchase returns and 

allowances journal 2.958 l. 091 l. fl75 l. 24 6 2.250 l. 581 l. 250 0.707 
25 Entries for issuance of 

materials 2 . 938 l. 137 l. 37 5 l. 061 2. 375 l. 685 l. 250 0.707 
121 Operate dicta ting equip-

ment 2.938 l. 210 2.250 l. 753 3.375 l. 768 1.250 0.707 

N 
eX) 

" 



Table 25 continued. 

Task Teachers Small Medium Large 
Number Task Description Mean so Mean so Hean so Mean so 

41 Perpetual inventories 2.917 1 . 108 l. 375 l. 061 2.250 l. 581 l. 250 0.707 
18 Materials and stores 

ledger 2.917 1.164 2.250 l. 389 2.250 l. 581 1.500 0.926 
10 Voucher register 2.896 0.973 2.375 1.598 2.375 l. 685 l. 500 0.926 
67 Interest payable 2.875 l. 123 l. 87 5 l. 64 2 l. 625 l. 408 l. 7 50 1.165 
37 Opening a set of books 2.875 1. 409 l. 750 l. 389 2 . 125 l. 553 1. 250 0.707 

53 Straight line deprecia-
tion 2.854 1. 203 1. 875 l. 642 2.000 l. 604 l. 625 0.916 

91 Statement of changes in 
financial positio n 
preparation 2.813 1. 249 1. 750 1. 389 l. 7 5 0 0.886 1. 500 0.926 

66 Interest receivabl e 2 . 771 1. 134 1. 875 l. 642 1. 625 l. 408 1. 625 1.188 
117 Analysis of accounts 

receivable 2. 771 1. 341 1. 750 1. 389 2.000 1.604 1.500 0.926 
30 Entries for depreciation 2 . 750 1.194 2.125 1. 553 2.000 1 . 604 1. 500 0.926 

127 Utilize printed output 2.750 l. 280 2.250 1. 753 3.250 1.909 3.625 l. 768 
61 Perpetual inventory 2.729 1. 086 1. 000 0.000 1. 37 5 l. 061 l. 500 1. 069 
58 Uncollectable accounts 2.708 l. 129 2.000 l. 414 2.500 l. 690 1. 87 5 l. 64 2 

126 Prepare input for auto-
mated processing 2.708 l. 148 2 . 250 l. 753 3.750 l. 753 3.500 1. 690 

31 Entries for bad debts 2.688 l. 114 2.125 1. 553 2.000 l. 604 l. 500 0 . 926 

115 Balance sheet analysis 2 . 688 l. 4 75 1. 750 l. 389 l. 875 l. 356 1. 750 l. 035 
116 Income statement analysis 2.688 1. 4 75 1. 750 1.389 l. 875 1. 356 1. 750 1. 035 

N 
00 
00 



Tabl e 25 continued. 

Task Teachers Small Medium Large 
Number Task Description Mea n SD He an SD Hean SD Mean SD 

20 Data for e lectronic equip-
ment 2 . 667 l. 243 2 . 125 l. 246 3.125 l. 808 2 . 625 1.598 

17 P l ant ( fixed assets) 
ledger 2.646 1.194 2.750 l. 581 2 . 125 l. 553 1 . 500 0.926 

46 Discount notes 2 . 625 l. 299 l. 375 l. 06 1 l. 750 l. 389 l. 250 0.707 
9 2 Cash flow statement 

preparation 2.604 l. 144 l. 750 l. 389 l. 750 0 . 886 l. 500 0.9 26 
23 Entrie s to adjust invento ry 

ledger cards 2.604 l. 198 l. 6 25 l. 188 2 . 000 l. 604 l. 500 0.9 26 

47 Work with promissory 
notes 2 . 563 l. 270 l. 750 l. 38 9 l. 750 l. 389 1.500 0.926 

56 Declining ba lance deprec -
iation 2 . 479 1.130 l. 875 l. 642 l. 500 l. 069 l. 625 0 . 916 

55 Sum- of - the- years digits 
deprec i ation 2.458 l. 166 l. 875 l. 642 1.500 l. 069 l. 375 0.744 

54 Units of producti o n 
d e preciation 2.438 l. 165 l. 37 5 1 . 06 1 l. 500 l. 069 l. 375 0.744 

118 Dividends per share 2. 271 1.144 l. 000 0.000 l. 500 l. 069 1 . 250 0.707 

131 Use pegboard syste m 2.229 1.134 l. 000 0 . 000 l. 250 0.707 l. 000 0 . 000 
57 Deple tion 2.208 l. 0 31 l. 375 l. 061 l. 500 l. 069 l. 250 0 . 707 
6 2 FIFO inventory 2.188 1.179 l. 000 0 . 000 l. 375 l. 061 l. 625 1.188 

132 Operate a terminal to a 
computer system 2 .188 1.197 l. 250 0. 707 2.375 l. 598 l. 750 l. 488 

6 3 LIFO inventory 2.104 1.134 l. 000 0.000 1 . 375 l. 06 1 l. 375 l. 061 
N 
(X) 

1.0 



Table 25 continued. 

Task Tea c hers Small Hedium Large 
Number Task Descriptio n ~1ean SD Mea n SD Hean SD Mean SD 

64 Weighted average inventory 2 .104 1. 153 1. 000 0.000 1. 375 1. 061 1. 625 1. 188 
65 Specific inventory 2.063 1. 192 1. 000 0.000 1. 375 1. 061 1. 625 1.188 

128 Operate computer 2 .000 1. 092 1. 5 00 1. 414 1. 250 0.707 1. 500 1. 414 
107 Turnover o f merchandise 

inventory 2 . 000 1.111 1.000 0.000 1.500 0.926 1. 250 0.707 
105 Turnover of accounts 

receivable 1. 979 1. 082 1. 000 0.000 1. 625 0.916 1. 000 0.000 

108 Capital contributions of 
owners and creditors 1. 958 1.166 1. 250 0.70 7 1.500 0.926 1.000 0.000 

106 Day's s ales uncollec ted 1. 917 1. 069 1. 000 0.000 1. 375 0.744 1. 000 0.000 
130 Initiate a nd prepare 

flowcharts 1. 917 1. 088 1. 000 0.000 1. 500 0.926 1.500 0.9 2 6 
129 Write prog r a ms 1. 917 1. 108 1. 500 1. 414 1. 250 0.707 1. 2 50 0.707 
113 Earnings per share of 

common stock 1. 875 l. 044 1. 250 0.707 1. 250 0.707 1. 000 0.000 

102 Percentage of increase 
or decrease 1. 854 1. 091 1. 250 0.707 1. 625 0.916 1. 250 0.707 

112 Rate of return on common 
stockholder ' s equity 1. 813 0.960 1. 000 0.000 1. 25 0 0.707 1. 000 0.000 

100 Current ratio 1. 792 1. 010 1. 000 0.000 1. 500 0.756 1. 250 0.707 
103 Trend perc entages 1. 79 2 1. 010 1. 250 0.707 1. 375 0.744 1 .000 0.000 
110 Times fi xed interest 

c harges were earned 1. 771 0.951 1. 000 0.000 2 .500 0 . 707 1. 000 0.000 

N 

"' 0 



Table 25 continued. 

'!'ask 
Number 

111 

101 
114 
109 

104 

Task Description 

Rate of return on total 
assets employed 

Acid test ratio 
Price earnings ratio 
Pledged plant assets to 

long-term liabilities 
Common size statements 

Teachers 
Mean SD 

l. 771 0.973 
l. 771 0.994 
l. 750 0. 911 

l. 750 0.957 
l. 729 0.962 

Small Medium 
llean SD Mean SD 

l. 000 0.000 l. 250 0.707 
l. 000 0.000 l. 375 0.744 
l. 250 0.707 l. 250 0.707 

l. 000 0.000 l. 250 0.707 
1.000 0.000 l. 375 0.744 

Large 
Mean SD 

l. 000 0.000 
l. 000 0.000 
l. 000 0.000 

l. 000 0.000 
1.000 0.000 

N 

"' .... 
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Higher mean tables 

A comparison of the number of tasks where businesses 

had a higher mean than teachers and tasks where teachers 

had higher means than businesses for frequency, performance 

and importance a r e shown in Tables 26, 27 and 28. Each 

table shows the breakdo~m for sizes of business as we l l 

as responses fo r all businesses combined. Asterisks (*) 

indicate those tasks that showed significant differences 

at the . 05 level . 

Host tasks in all three tables show teachers with 

higher task means than employees of businesses. There are 

very few tasks that were significantly different where 

businesses have higher means than employees of businesses . 



Table 26. Number of tasks where mea n is higher for Frequency--S i gnificant tasks 
indicated by * 

All Businesses 
Employees Teachers 

0* 106* 

3 22 

Small Businesses 
Employees Teachers 

0* 84* 

5 4 3 

Medium Businesses 
Employees Teachers 

0* 83* 

4 45 

Large Businesses 
Employees Teachers 

0* 81 * 

1 3 38 

Table 27 . Number of tasks where mean is higher for Performance--Significant tasks 
indicated by * 

All Businesses 
Employees Teachers 

1* 88* 

9 34 

Small Businesses 
Employees Teachers 

0* 42* 

22 68 

Medium Bus inesses 
Employees Teachers 

2* 39* 

6 85 

Large Businesses 
Employees Teachers 

2* 78* 

16 36 

"' \0 
w 



Table 28· Number of tasks where mean is higher for Importance--Significant tasks 
indicated by * 

All Businesses 
Employees Teachers 

l* 97* 

3 31 

Small Businesses 
Employees Teachers 

l* 42* 

6 83 

Medium Businesses 
Employees Teachers 

2* 50* 

6 74 

Large Businesses 
Employees Teachers 

2* 85* 

11 34 

IV 
lD 

"'" 
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The results of this study were reported in this 

chapter as two major divisions: the analysis of variance 

and the descriptive quest i on analysis. 

A two-way analysis of variance was performed for each 

of the 132 tasks listed on the questionnaire using business­

teachers by frequency, performance and importance. On those 

tasks v1here a significant difference 1o1as found in the main 

effects and/ or the interactions further analysis of variance 

tests were completed. One -way analysis of variance tests 

were performed on 121 task s using business-teachers and 

frequency; business -teachers and performance; and business­

teachers and importance. 

A two-way analysis of variance was performed for 

each of the 132 tasks listed on the questionnaire using 

teachers -size of business by frequency, performance and 

importance. On those tasks where a significant difference 

was found in the main effects and/or the interactions 

further analysis of variance tests were completed. One -

way analysis of variance tests were performed on 126 tasks 

using small business-teachers and frequency; small business­

teac~ers and performance; small business-teachers and 

importance; medium business-teachers and frequency; medium 

business-teachers and performance; medium business-teachers 

and importance; large business-teachers and frequency, large 



business-teachers and performance; and large business ­

teachers and importance. 

A descriptive question analysis was completed for 
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all questions. The mean and standard deviation were 

calculated for teachers, all businesses, small businesses, 

medium businesses and large businesses. Tables were 

created ranking the tasks from high to low using business 

means for frequency, performance and importance with 

matching teacher means in separate columns. Tables were 

also created ranking the tasks from high to low using 

teacher means for frequency, performance and importance 

with matching business means in separate columns. Tables 

were created ranking the tasks from high to low using 

teacher means for frequency, performance and importance 

with matching small, medium and large business means in 

separate columns. Tables were created showing the number 

of means for frequency, performance and importance that 

were higher by category of all business and teachers; 

small businesses and teachers; medium businesses and 

teachers; and large businesses and teachers. 

Teachers and entry-level employees did not agree 

on a great number of tasks in all categories for frequency, 

performance and importance. In most cases, teachers rated 

tasks higher than entry-level employees for frequency, 

performance and importance. 



Chapter V will summarize and review the findings in 

this chapter . Conclusions, recommendations and implica­

tions will also be given in Chapter V. 

297 
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CP.APTER V 

SU~ffiRY, CONCLUSIONS AND RECO~~ffiNDATIONS 

Introduction 

The purpose of this study was to compare the book ­

keeping and/ or accounting tasks being performed by entry­

level workers with tasks being taught in Utah secondary 

schools. Questionnaires listing bookkeeping and / or 

accounting tasks were distributed to entry- level book ­

keeping and/ or accounting workers in 24 randomly selected 

businesses across three size categories. Similar ques ­

tionnaires were mailed to bookkeeping and/ or accounting 

teachers in Utah secondary schools. This chapter is divided 

into three main sections: Summary of data collected, 

conclusions and recommendations. 

Summary 

The problem 

Industry requirements for entry-level bookkeeping 

and/or accounting workers in the State of Utah are not 

available. The content of the bookkeeping and / or accounting 

classes in secondary schools has not kept pace with the 

changing needs of industry. To develop and revise educa ­

tional programs for entry- level bookkeeping and/ or accounting 



jobs without the knowledge of job requirements leaves 

the educational community open for criticism from the 

taxpayer and from the participants of these programs. 

This study was conducted to compare perceptions of 

bookkeeping and/or accounting teachers concerning tasks 

being taught in Utah secondary schools with tasks being 

performed by entry-level bookkeeping and/or accounting 

workers in selected businesses in Utah. 

The respondents 
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Reports generated by the Utah Vocational Information 

System were used in creating a list of all bookkeeping 

and/or accounting teachers in the public secondary schools 

of Utah. The State Specialist for Business and Office 

Occupations provided additional information to verify the 

accuracy of the list. A list of teacher's names was 

compiled representing approximately 87 public high schools 

in the State of Utah. Questionnaires were sent to every 

teacher on the list. 

Questionnaires were also distributed to entry-level 

bookkeeping and/or accounting workers in selected Utah 

businesses. A stratified random sample was taken of Utah 

businesses. A sample of 24 businesses in the Wasatch 

front area of the State of Utah was taken. The businesses 

were stratified by Standard Industrial Classification and 

three size categories according to number of employees. 

The size categories were l-19, 20-99 and over 100 employees. 
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Size was considered an important factor in comparing vli th 

teacher's responses. The Standard Industrial Classification 

was used to provide diversity in the types of businesses 

in the survey but was not used in statistical comparisons . 

The sample was randomly selected by the Department of 

Employment Security, State of Utah and included a business 

in each Standard Industrial Classification and each size 

grouping. Alternates were also selected in each category 

in case a business chose not to participate in the study 

or other complications arose . Three alternates were used 

because three of the firms chose not to participate 

because of time problems. 

The questionnaires 

A ~uestionnaire listing bookkeeping and/ or accounting 

tasks was used in the collection of data from both 

teachers and businesses. A list of bookkeeping and/ or 

accounting tasks was created from current textbooks and 

lists of tasks developed in current research efforts. 

A six member panel of experts consisting of teachers and 

practicing accountants was chosen to revise the list o f 

tasks for completeness. Additional tasks were added if 

recommended by anyone on the panel. This list of tasks 

was used to create the questionnaire that was distributed 

to teachers and businesses. 

The questionnaire required three responses for each 

task listed. The three responses were frequency, per­

formance and importance. When the teachers responded to 
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frequency and performance they ~1ere asked to do so using 

their best judgment as to entry- level employment. 

Frequency related to how often the task was performed 

while performance involved the degree of supervision 

required of a person completing those tasks. Entry-level 

bookkeeping and/or accounting employees were asked to 

respond to frequency and performance using facts relating 

to their position . When teachers and workers responded 

to importance they were basing their answers on how 

important each task wa s to the securing and maintaining 

of an entry-level bookkeeping and/or accounting position. 

Before the final copy of the questionnaire was adopted, 

a pilot study was undertaken. Teachers and entry- level 

workers were asked to complete the questionnaire and to 

offer criticism and suggestions on the structure of the 

questionnaire. Their suggestions and criticisms were 

considered in the final design of the questionnaire. 

Data collection 

Que stionnaires and cover letters were mailed to the 

100 teachers in early January. Each teacher was requested 

to complete the questionnaire if they were teaching book­

keeping and/or accounting classes in that school year. 

The teachers who were not teaching bookkeeping and/ or 

accounting that year were requested to give the questionnaire 

to the teacher who was or, to return the questionnaire. 
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Follow-up letters were mailed in February. Additional 

telephone contacts were made to determine reasons for 

questionnaires not be i ng returned. Of the 100 question­

naires mailed, 77 were returned. Of these 48 were usable, 

7 were partially completed and 22 indicated they were 

not teaching bookkeeping and/or accounting. No responses 

were received from 23 teachers . Attempts to contact them 

by telephone were unsuccessful in receiving completed 

questionnaires from them . The most common comment was 

that they just d id not have the time to com?lete the 

questionnaire. 

Bookkeeping and/or accounting supervisors were 

contacted and interviewed in each of the selected 

businesses. Entry-level employees performing bookkeeping 

and/or accounting tasks were identified and questionnaires 

were distributed to them. The researcher was available 

for questions as the employees completed the questionnaire. 

In firms where more than one emp l oyee was performing 

entry-level bookkeeping and/ or accounting functions , a 

summary questionnaire wa s created from data supplied by 

the separate questionnaires to show a profile of the 

business as a whole. All 24 businesses were contacted 

and usable questionnaires were secured .from all businesses. 

Analysis of data 

A two- way analysis of variance was performed on each 

task utilizing the Statistical Package for the Social 
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Sciences. A one-way analysis of variance was also used 

when further treatment was necessary on indiv idual tasks. 

Means and standard deviations were calculated for teachers, 

all businesses, small businesses, medium businesses and 

large businesses. Tasks were ranked by mean from high 

to low for all businesses and matched with means of 

teachers responses. Tasks were also ranked by mean from 

high to low for teachers and matched with means from 

employees of small, medium and large businesses. 

Hypotheses 

For each task listed on the questionnaire, the 

following null hypotheses were tested: 

1. There will be no significant difference between 

op i nions of teachers and entry-level employees on each 

individual task when considering frequency, performance 

anc importance. 

2. There will be no significant difference between 

opinions of teachers and entry-level employees on each 

individual task when considering frequency, performance 

and importance by size of business. 

Findings for all businesses 

The researcher failed to reject the null hypothesis 

"there will be no significant difference between opinions 

pi teachers and entry-level employees on each individual 
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task when considering frequency, performance and importance" 

for most of the tasks in the following categories: payroll 

activities; data processing activities and tasks involved 

with initiation and preparation of data for further pro­

cessing. The researcher failed to reject the null hypothesis 

for 9 tasks. 

On all tasks where the null hypothesis of no signifi­

cant difference was rejected, further analysis of variance 

tests were performed. A one-way analysis of variance was 

performed to test the following three null hypotheses: 

l. There will be no significant difference between 

opinions of teachers and entry-level employees on each 

individual task when considering frequency. 

2. There will be no significant difference between 

opinions of teachers and entry-level employees on each 

individual task when considering performance. 

3. There will be no significant difference between 

opinions of teachers and entry-level employees on each 

individual task when considering importance. 

Teachers-employees and frequency 

There were significant differences between the 

opinions of teachers and entry-level employees when 

considering frequency for journals maintained; ledgers 

maintained; initiate and prepare: record(post); maintain, 

analyze or do; working papers used; depreciation; inven­

tories; business mathematical calculations; payroll; 



statements; financial statement analysis; operate equip­

ment and perform data processing activities. 

Teachers-employees and performance 

There were significant differences between the 

opinions of teachers and entry-level employees when 

considering performance for record(post ) ; maintain, 

analyze or do; working papers used; depreciation; inven­

tories; busines s mathematical calculations; statements; 

financial statement analysis and operate equipment. 

Teachers and employees did not disagree on most payroll 

activities and data processing activities. 

Teachers-emplovees and importance 
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There were significant differences between the 

opinions of teachers and entry- level employees when 

considering importance for journals maintained; ledgers 

maintained; record(post); maintain, analyze or do; working 

papers used; depreciation; inventories; business mathe­

matics calculations; statements; tax reports; financial 

statement analysis and perform data processing activities . 

Teachers and employees did not disagree when considering 

most payroll tasks and tasks involving operation of 

equipment. 

Findings for businesses by sizes 

The researcher failed to reject the null hypothesis 

" there will be no significant difference between opinions 
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of teachers and entry-level employees on each individual 

task when considering frequency, performance and importance 

by size of business" for most of the tasks involved with 

initiating and preparing entries in an original set of 

books, initiating or preparing data for r.correcting, three 

payroll activities and operating a check protector. 

On all tasks where the null hypothesis of no signifi­

cant difference was rejected, further analysis of variance 

tests were performed. 

Teachers-employees and frequency for small business 

There were significant differences between the opinions 

of teachers and entry-level employees in the categories of 

journals maintained; ledgers maintained; initiate and prepare; 

maintain, analyze or do; working papers used; depreciation; 

inventories; business mathematics calcul-tions; statements; 

financial statement analysis and operate equipment. Teachers 

and entry-level employees did not disagree on the categories 

of record(post ) , payroll and perform data processing 

activities. 

Teachers-employees and frequency by medium business 

There were significant differences between the opinions 

of teachers and entry-level employees in the categories 

of journals maintained; ledgers maintained; record(post); 

working papers used; depreciation; inventories; business 

mathematics calculations; payroll and statements. Teachers 
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and entry- level employee s did not disagree on the preparation 

of payroll tax reports , operating equipment and data pro­

cessing activities . They did not disagree on basic analys is 

tools for financial statement analysis but disagreement 

on the more comp l ex analytical tools was evident . 

Teachers - employees and frequency by large business 

There were s i gnificant differences between the opinions 

of teachers and entry- level employees in the categories of 

journals maintained; working papers used; maintain, analyze 

or do; depreciation; inventories; business mathematics 

calculations; statements; tax reports and financial state­

ment analysis. Teachers and entry-level employees did not 

disag~ee on most of the tasks relating to payroll prepara­

tion and the performing of data processing activities. 

Teachers-employees and performance by small business 

There were significant differences between the opinions 

of teachers and entry- level employees in the categories 

of working papers used; inventories; business mathematical 

calculations and preparing statements . Teachers and entry­

level employees did not disagree on the categories of 

journals maintained; ledgers maintained; initiate or prepare; 

record (post); maintain, analyze or do; payroll calculations; 

financial statement analysis; op e rate equipment and per ­

form data processing activities . 
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Teachers -employees and performance by medium business 

There appeared to be little difference between the 

opinions of teachers and entry-level employees when 

considering performance in medium businesses in all 

categories. There were some individual tasks where 

significant differences were found in the areas of journals, 

working papers, inventory calculations, business mathematical 

calculations and the preparation of statements. 

Teachers-employees and pe rformance by large business 

There were significant differences between the opinions 

of teachers and entry-level employees in the categories 

of journals maintained; record(post); maintain, analyze or 

do; working papers used; depreciation; inventories; 

business mathematical calculations; statements prepared 

and operating equipment. Teachers and entry-level employees 

did not disagree on most tasks concerning payroll, financial 

statement analysis and performing data processing activities. 

Teachers - employees and importance by small business 

There were significant differences between the opinions 

of teachers and entry-level employees in the categories 

of journals maintained; record (post); maintain, analyze 

or do; working papers used; and business mathematical 

calculations. Teachers and entry-level employees did not 

d isagree on the categories of ledgers maintained; initiate 

or prepare; depreciation; payroll; statements ; financial 



statement analysis; operate equipment and perform data 

processing activities. 

Teachers - employees and importance by medium business 
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There were significant differences between the opinions 

of teachers and entry-level employees in the categories 

of record(post); working papers used; depreciation; 

business mathematical calculations and statements pre-

pared. Teachers and entry- level employees did no t disagree 

on mos t tasks in the categories of journals maintained; 

ledgers maintained; initiate or prepare; maintain, analyze 

or do; inventory; payroll; financial statement analysis; 

operate equipment; and perform da ta processing activities. 

Teachers-employees and importance by large business 

There were significant differences between the opinions 

of teachers and entry-level employees in the categories 

of journals maintained; ledgers maintained; initiate or 

prepare; record(post) ; maintain, analyze or do; working 

papers used; depreciation; business mathematical calcu­

lations; statements; financial statement analysis and 

operate equipment. Teachers and entry-level employees 

did not disagree on most tasks in the categories of 

inv entory; payroll and perform data processing activities . 

Descriptive question analysis 

This section will summarize the tables ranking the 

means of teachers responses and employee responses as a 
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whole and employees in the different sizes of businesses. 

The ten highest rated tasks and the ten lowest rated tasks 

were considered. 

Rankinqs of task means of businesses for frequency 

Operating telephone equipment, calculators and ten-

key adding machines were the highest rated task means for 

employees. Other tasks rated in the highest 10 were 

checking account maintainance, payroll preparation, working 

with cash receipts journals and accounts receivable ledgers. 

The lowest rated ta s ks were involved with financial 

statement analysis, depletion and LIFO inventory calculations. 

Ranking of task means of businesses for performance 

Operating telephone equipment, calculators and ten­

key adding machines were the highest rated task means for 

employees. Other tasks rated in the highest 10 were 

figuring bank deposits, tasks involving payroll preparation 

and maintaining an accounts receivable ledger. 

The lowest rated tasks were involved with financial 

statement analysis, using pegboard systems and calculating 

LIFO inventories. 

Ranking of task means of businesses for importance 

O~erating telephone equipment, calculators and 

ten-key adding machines were the highest rated tasks. 

Other tasks in the highest 10 •1ere fic;ruring bank deposits , 

and tasks involving payroll preparation. 



The lowest rated tasks were involved with financial 

statement analysis and using pegboard systems . 

Ranking of task means of teachers for frequency 

Operating ten - key adding machines, calculators, 

telephone equipment and cash registers were rated in 
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the highest 10 tasks. Other tasks were maintaining checking 

accounts, working with cash payments and cash receipts 

journals, accounts receivable ledgers and petty cash 

records. 

All of the 10 lowest rated tasks were involved with 

financial statement analysis. 

Ranking of task means of teachers for performance 

Operating adding machines, calculators and telephone 

equipment were among the highest 10 rated tasks. Other tasks 

involved checking accounts, working with ledgers and working 

with petty cash records. 

Most of the 10 lowest rated tasks were involved with 

financial statement analysis. Preparing flowcharts and 

writing programs were also rated low . 

Ranking of task means of teachers for importance 

Operating ten- key adding machines and calculators were 

the highest rated tasks. Other tasks rated high were in­

volved with ~!or king with ledgers, checking accounts , cash 

receipts journals and petty cash records. 



All of the 10 lowest rated tasks were involved with 

financial statement analysis. 

Ranking of task means of teachers for frequency with 
small, med~um and large bus~ness means 

Most tasks were rated higher by teachers than for 

312 

each category of business. Small business employees ranked 

preparing bank deposi ts and operating telephone equipment 

higher than teachers. Medium business employees ranked 

operating telephone equipment higher than teachers. Large 

business employees ranked operating calculators, making bank 

deposits and operati~g telephone equipment higher than 

teachers. 

All of the 10 tasks rated lowest were involved with 

financial statement analysis for all teachers and sizes 

of businesses. 

Rankina of task means of teachers for performance with 
small, medium and large bus~ness means 

Most tasks were rated higher by teachers than for 

each category of business. Small business employees ranked 

operating ten-key adding machines, operating calculators, 

working with accounts receivable ledgers , operating tele-

phone equipment, preparing bank deposits, working with 

general and rayroll ledgers higher than teachers. Medium 

business employees ranked operating ten-key adding machines 

and telephone equipment higher than teachers. Large business 

employees ranked operating ten-key adding machines, calcu-

lators and telephone equipment higher than teachers. 
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Making bank deposits was also rated higher by large business 

employees. 

Most of the tasks rated low by all groups were 

involved with financial statement analysis. Preparing 

flmvcharts and writing programs were a lso rated lo~1. 

Ranking of task mean s of teachers for importance with 
small, medlum and large business means 

Most tasks were rated higher by teachers than for 

each category of business. Small business employees 

rated making bank deposits higher than teachers. Medium 

business employees rated all of the 10 highest rated tasks 

lower than teachers . Large business employees rated 

operating ten-key adding machines and calculators higher 

than teachers. 

All tasks rated as the 10 lowest were involved with 

the analysis of financial statements. 

Higher mean tables 

Most tasks in all three tables s how teachers with 

higher task means than tmployees of businesses. There 

were very few tasks that were significantly different 

where businesses had higher means than employees of 

businesses. 

Conclusions 

The following conclusions were drawn from the analysis 

of variance section of the study: 



Freauency 

1. Teachers and entry-level employees do not agree 

on many categories of tasks when considering frequency. 
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In most cases, teachers rate the tasks higher than do entry­

level employees. The task categories they do not agree on 

are: journals maintained; ledgers maintained; initiate 

and prepare; record(post); maintain, analyze or do; working 

papers used; depreciation; inventory; business mathematics 

calculations; payroll; statements; financial statement 

analysis; operate equipment and perform data processing 

activities. Entry-level business employees rated the 

use of the telephone higher than teachers. 

2 . Teachers and entry- level employees of small 

businesses do not agree on many categories of tasks when 

considering frequency. Teachers rate tasks higher than 

do entry-level employees . The task categories they do not 

agree on are: journals maintained; ledgers maintained; 

initiate and prepare; maintain, analyze or do; working 

papers; depreciation; inventories; business mathematical 

calculations; statements; financial statement analysis 

and operate equipment. Teachers and entry- level employees 

did not disagree on the categories of record(post), payroll 

and perform data processing activities. 

3. Teachers and entry- level employees of medium 

businesses do not agree on many categories of tasks when 

considering frequency. Teachers rate tasks hig her than 



do entry- level employees. The task categories they do 

not agree on are: journals maintained; ledgers main­

tained; record(post); working papers; depreciation; 

inventories; business mathematical calculations; payroll 

and statements. Teachers and entry- level employees 

did not disagree on the categories of preparation of pay­

roll tax reports , operating equipment and data processing 

activities. 

4 . Teachers and entry- level employees of large 

busines ses do not agree on many categories of tasks when 

considering frequency. Teachers rate tasks highe~ than 

do entry- level employees. The task categories they do 

not agree on are: journals maintained; working papers; 

maintain, analyze or do; depreciation; inventories; 

business mathematical calculations; statements; tax 

reports and financial statement analysis. Teachers and 

entry- level employees did not disagree on most of the 

tasks relating to payroll preparation and the performing 

of data processing activities. 

Performance 

1. Teachers and entry- level employees do not agree 

on many categories of tasks when considering performance. 
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In most cases, teachers rate the tasks higher than do entry-

level employees . The task categories they do not agree on 

are: record(post); maintain, analyze or do; working papers 



used; depreciation; inventories; business mathematical 

calculations; statements; financial statement analys is 
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and operate equipment. Teachers and entry- level employees 

did not disagree on most payroll activities and data 

processing activities . 

2 . Teachers and entry-level employees of sma l l 

businesses disagreed on the categories of working papers; 

inventories; business mathematical calculations and pre-

paring statements. They did not disagree on the categories 

of journals maintained; ledgers maintained; initiate or 

prepare; record(post); maintain, analyze cr do; payroll 

calculations; financial statement analysis; operate equip-

ment and perform data processing activities . In most 

cases, teachers rated tasks higher than entry- level 

employees . 

3 . Teachers and entry-level employees of medium 

businesses did not disagree on most :categories of tasks when 

considering performance. There were some differences 

involving some journals, working papers, i nventory cal ­

culations, business mathematical calculations and the pre-

paration of statements . In most cases, teachers rated 

tasks higher than entry- level employees. 

4. Teachers and entry-level employees of large 

businesses disagreed on the categories of journals 

maintainec; record (post ); maintain, analyze or do ; working 

papers used; depreciation; inventories; business mathematical 
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calculations; statements prepared and operating equipment. 

Teachers and entry-level employees did not disagree on most 

tasks involving payroll, financial statement analysis and 

performing data processing activities. In most cases, 

teachers rated tasks higher than entry-level employees. 

Importance 

1. Teachers and entry-level employees do not agree 

on many categories of tasks when considering importance. 

The task categories they do not agree on are: journals 

maintained; ledgers maintained; record(post); maintain, 

analyze or do; working papers; depreciation; inventories; 

business mathematical calculations; statements; tax 

reports; financial statement analysis and perform data 

processing activities. They do not disagree when con­

sidering most payroll tasks and tasks involving operation 

of equipment. 

2. Teachers and entry-level employees of small 

businesses disagreed on the categories of journals main­

tained; record(post); maintain, analyze or do; working 

papers used; and business mathematical calculations. 

They did not di sagree in the categories of ledgers main ­

tained; initiate or prepare; depreciation; payroll; state ­

ments; financial statement analysis; operate equipment and 

perform data processing activities on most tasks. In most 

cases, teachers rated tasks higher than entry- level employees. 



318 

3. Teachers and entry-level employees of medium 

businesses disagreed on the categories of record (post); 

~10rking papers used; depreciation; business mathematical 

calculations and statements prepared. They did not disagree 

on the categories of journals maintained; ledgers maintained; 

initiate or prepare; maintain, analyze or do; inventories; 

payroll; financial statement analysis; operate equipment; 

and perform data processing activities. In most cases, 

teachers rated tasks higher than entry-level employees. 

4. Teachers and entry-level employees of large 

businesses disagreed on the categories of journals main­

t ained; ledgers maintained; initiate or prepare; record (post ); 

maintain, analyze or do; working papers used; depreciation; 

business mathematical calculations; statements; financial 

statement analysis and operate equipment . They did not 

disagree on the categories of inventory; payroll and per-

form data processing activities. In most cases, teachers 

rated tasks higher than entry-level employees. 

The following conclusions were drawn from the ranking 

of task means : 

Frequency 

l. Teachers and entry-level employees ranked 

operating telephone equipment, calculators and ten-key 

adding machines high in frequency. They also agreed 

on working with checking accounts and payroll preparation 

tasks. Cash receipts journals and accounts receivable 



ledgers were listed high by both groups. Working petty 

cash records was rated high by teachers but businesses 

rated this task much lower . 

2. Both groups rated tasks involved with financial 

statement analysis low. Calculating depletion and LIFO 

inventories were rated low by businesses but were not in 

the lowest 10 for teachers. 
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3. There did not seem to be many differences between 

the tasks being performed by small, medium and large 

businesses. 

Performance 

1. Teachers and entry-level employees ranked 

operating telephone equipment, calculators and ten-key 

adding machines high on performance . Other tasks rated 

high by both group s were those involving checking accounts 

and some ledgers. Businesses ra ted payroll calculation 

tasks higher while teachers rated working with various 

ledgers as more important. Teachers also rated petty cash 

in the highest 10 tasks and entry-level employees ranked 

this much lower. 

2. Both groups rated tasks involved with financial 

statement analysis low. Businesses rated using pegboard 

systems and calculating LIFO inventories very low while 

teachers rated preparing flowcharts and writing programs 

low . 
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3. There did not seem to be many differences between 

the tasks being performed by small, medium and large 

businesses. 

Importance 

1. Teachers and entry-level employees ranked 

operating ten-key adding machines and calculators high 

in importance. Entry-level employees ranked the operation 

of the telephone very high while teachers placed a lower 

ranking on this task. Both groups ranked working with 

checking accounts high. Businesses rated tasks involving 

payroll preparation higher than did teachers. Teachers 

rated cash receipts journals and petty cash records higher 

than did entry-level employees. 

2. Both groups rated tasks involved with financial 

statement analysis low. Businesses also rated using peg­

board systems as low in importance. 

3. There did not seem to be many differences between 

the tasks being performed by small, medium and large 

businesses. 

Recommendations 

For curriculum 

The prirrary purposes for the bookkeeping and/or 

accounting class in the secondary school are vocational 

?reparation as a bookkeeping and/or accounting worker or 

to use the skill attained as supportive to another vocational 
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business occupation. Course content must be current and 

up-to-date to be effective. Teachers and curriculum 

specialists must be aware of current practices in the 

business environment to be ab le to train students effectively 

for today's market place. Utilizing the data gathered in 

this study and other appropriate information, teachers and 

curriculum specialists should do some or all of the following 

concerning the bookkeeping and/ or accounting program: 

l. Review objective s of their bookkeeping and/ or 

accounting programs in v iew of the tasks analyzed in this 

study. Where appropriate, make changes to the existing 

curriculum to take into consideration tasks being performed 

by entry-level employees. Entry-level employees are 

doing a great deal of the clerical functions in their 

jobs rather than the analytical functions . Working with 

checking accounts, payroll calculations and journalizing 

are some of the more important functions and tasks. 

Entry-level employees are not involved with the financial 

statement analysis function. 

2 . Since this study wa s concerned with only tasks 

being performed by entry-level employees, one should not 

assume that because a task is not being performed by 

entry-level e!".ployees it is not being performed in 

the businesses at all. No attempt was made to see if tasks 

were being performed by some other employee of the business. 



3. In high school bookkeeping and/or accounting 

programs, the following general areas should be taught: 

Operation of office equipment--especially ten-key 
adding machines, calculators and telephones. 

Handling cash, checking accounts and deposits . 

Analyzing, journalizing and posting transactions 
in various types of journals and ledgers. 

All phases of payroll calculations and reporting. 

Preparation of input for automated processing 
utilizing terminals and other appropriate 
methods . Utilization of printed output is 
important. 

4. In high school bookkeeping and/or accounting 

programs, emphasis should not be placed on the following: 

Financial statement analysis. 

Ratios and percentages. 

Calculation of inventories. 

Calculation of depreciation. 
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5. Curriculum content should be reviewed periodically 

in light of rapidly changing business activities especially 

in the area of automated data processing. 

6. Curriculum should be coordinated and articulated 

with bookkeeping and/or accounting programs in post-

secondary institutions. Many of the analysis activities 

now being taught in secondary programs might well be 

taught in post-secondary programs instead. 

7. Follow-up studies of graduates of secondary 

programs training people in bookkeeping and/or accounting 

activities should be undertaken yearly to see what tasks 

are currently being performed by these workers. 
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8. Teachers and curriculum specialists should 

become aware of the business community and the require­

ments they have for entry-level bookkeepin9 and/ or 

accounting workers and adjust training programs accordingly. 

For additional research 

Using data which are presently available or which 

might be obtained in the future , additional research could 

be performed in the following areas: 

1 . This study was limited to entry-level positions 

where bookkeeping and/ or accounting tasks were being 

performed . Additional research might be conducted to 

determine bookkeeping and/or accounting tasks being per­

formed and attempt to determine what level of training is 

nece s sary for an individual to secure a position where 

these tasks are being performed . 

2 . This study was limited to entry-level employees 

in the Wasatch front area of the State of Utah . Other 

research might be undertaken in areas across the country 

to broaden the scope of the implications o f this type 

of research. 

3. Standard Industrial Classifications were not 

utilized in statistical comparisons in this study . Other 

research might compare bookkeeping and/or accounting 

tasks bein~ performed in various St andard Industrial 

Classifications to see if there are any d ifferences in the 

activities being performed. 



4. The results of this study should be co~pared 

with the findings of other research studies in the areas 

of task analysis of bookkeeping and/or accounting 

occupations. 
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5. Further research should be undertaken to determi ne 

the effects of the size of business on the bookkeeping 

and/or accounting activities being performed . 
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Teacher's Name--------------------------------------------

School 

Address 

City, State & Zip 

Telephone Number------------------------------------------

Instruct ions for completing questionnaire: 

P 'lease rate each task 1 i s ted below by three categories. \.Jhen rating frequency 
and performance please do so using your best judgment as to entry-level employment 
opportunit i es. When rating importance please do so on the basis of entry- leve l 
employment opportunities for high school graduates. Please insert checkmarks in 
the appropriate spaces corresponding to the tasks 1 is ted. Please rate accordin g 
to the f ollowing numerical scales. 

Freguency : 

1 • Never 
2. < Monthly 
3. Monthly 
4 . Weekl y 
5. Da i ly 

Pe rformanc e : 

I . Very Low 
2 . Low 
3. Ave rage 
4. High 
5 . Very High 

Importance: 

1. S I i ght 
2. Some 
3. Important 
4. Very 
5. C r it i ca 1 

Not performed 
Performed less than monthly (bi-monthly, quarterly, etc.) 
Performed monthly 
Per f ormed weekl y 
Performed da i 1 y 

Mere ly assists others i n performing the task 
Performs task with constant super v is i on and some ass i stance 
Performs task wi th li mited supervision and assistance 
Performs task without supervision and assistance 
Can supervi se others in perform i ng the task 

This task i s only s I ightly important for entry 
This task i s of some importance for entry- l evel employment 
Th is task i s important for entry- level employment 
This task is very important for entry-level emp 1 oymen t 
This task is critical for entry-level emp 1 oyment 



Never 1 Very Low 1 s 1 i ght 
2 (Monthly 2 Low 2 Some 
3 Monthly 3 Ave rage 3 Imp ort ant 
~Weekly ~ High ~ Very 
5 Daily 5 Ve ry High 5 Crit i ca l 

2 3 ~ 5 1 2 3 II 5 I 2 3 ~ 5 

IIIII 
1-1- ·-r-

I 
I 

T A s K 

Journals Mai nt ai ned· 
Genera 1 
Cash Receip t s 
Cash Payments 
Chec k Register 
Combi ned Cas h 
Sa l es 
Sa l es Returns and Allowances 
Purchas es 
Pu rchase Returns and Allowances 
Voucher Reg i s t er 
Pe tty Cash Registe r 

Ledge r s Maintained · 
Genera 1 
Accounts Receivable 
Notes Rece i vab 1 e 
Payroll 
Accounts o r Vouc hers Payable 
Pl ant (Fi xed Assets ) 
Mate ria 1 s and S t()res h~d_g.,r ____ 

lni tiate or Prepare· 
Jou rna 1 En tr ies for Ori g inal Set of Books 
Data for Electronic Equipment 
Adjust ing Entri es 
Closing Entri es 
Entr ies to Adjust Invento ry Ledger Card s 
Entr ies for Purchase of Materials 
Entries for Issuance o f Material s 
Entries for Correc ting 
Expense Accounts 
Bank Def>os it s 
Withholding Tax Calculations 
Entries for De_l)_rec ia t i on 
Entrie s for Bad Debts 

- - ------------

w 
w 

"' 



Never 1 Very Low 1 s 1 i ght 
2 (Monthly 2 Low 2 Some 
3 Monthly 3 Ave rage 3 Important 
4 Weekly 4 High 4 Very 
5 Daily 5 Very High 5 Critical 

Ill 

§3H rn±§ E§±E 

••• 

T A S K S 

--- . - --, 

Entries in Ledgers from Journals 
Adjustinq Entries 
Closing Entries 
Purchase of Materials 
Issuance of Materials 
Opening a set of Books 
Data in Ledgers from Special Journal 

M • . ·- . .. ~- ' .. ONO- ' -- -· ~-· 

Payroll Tax Records 
Sales Tax Records 
Perpetua 1 Inventories 
Add ' (Foot) and balance ledger accounts 
Add ' (Foot) balance and total columns in 

special journals 
Rule and Balance Accounts 
Verify balances of control account with 

subsidiary ledger 
0 i scoun t Not es 
Work with promissory notes 
Checkin9 account 
Petty cash records 

Post Closinq Trial Balance 
\lorksheet 

Prepare Computations for: 
Dep recia tion · 

Straight 1 i ne 
Units of Production 

,Sum-of-the-Years Digits 
Dec lining Balan ce 

Dep 1 e t ion 
Uncoll ec table accounts 

----- - - ----

w 
w _, 



Never 1 Very Low 1 s 1 i ght 
2 <Monthly 2 Low 2 Some 
3 Month ly 3 Ave rage 3 Impo r tant 
l1 Week 1 y 4 High 4 Ve ry 
5 Daily 5 Ve ry High 5 Critica l 

1 . 2 . 3 4 5 1 2 3 4 5 I 2 3 4 5 

I 
I ' 
I I 

II I I I 

••• 
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Prep are Comp ut a tion s for: (continued) 
In vento ri es: 

Amount on hand 
Phys i ca 1 count 
Perpetual 
Fl FO 
LIFO 
We i ghted Ave rage 
Spec ifi c 

Int erest Receivable 
In terest Payable 
Mark - up 
Mark-down 
Trade discount s 
Cash discount 
Pay ro 11 Wages: 

Handle Time cards 
Figures Payro ll 
Overt ime 
Sh i f t Premiums 
Vacat ion and Ho liday Pay 
Bonuses 
Pe ns ion and Annuity payments 
Group life in s ur ance premiums 
Medical an d hos~ita li z ati on Elan Eremiums 
Pay roll Taxes 

FICA 
· Un emp 1 oymen t 

State 
Federa l 

Fe de ra 1 \~ i thho 1 d ing 
State vii thholdinq 

Workmen's Compensat ion w 
w 
00 



Never l Very Low l slight 
2 (Monthly 2 Low 2 Some 
3 Monthly 3 Average 3 Impor tant 
4 Weekly 4 High 4 Very 
5 Daily 5 Very High 5 Critical 

l . 2 3 4 5 1 . 2 . 3 4 5 1 2 3 4 5 

IJIJIJ 
••• Il-l I II I I I I I i 11 · I I II 

T A S K S 

Financial Reports and Schedules Prepa red 
Statements· 

Ba ance Sheet 
Income Statement 
Capital Statement 
Retained Earnings Statement 
Statement of Changes in Financial Positi on 
Cash Flow Stateme nt 

Tax Reports: 
Emelolee Withho lding 
FICA 
Fe de ra 1 Unemployment Compensation 
Stat e Unemp 1 oymen t Compensation 
State Sales and Use Tax 

Schedule of: I ------------ 1 Account s Receivable 
Accounts Payable 

Finan c ial Statement Analysis 
Ratios and Percentages· 

Current Ratio 
Ac id Tes t Ratio 
Percentage of Increa se or Decrease 
Trend Percentages 
Co~mon Size Statements 
Turnover o f Accounts Receivable 
Day's sales un co ll ected 
Turnove r of merchandise inven tory 
Capital contributions of owners and creditors 
Pledged plant assets to l o~-t e rm liabilities 
Times fi xed int e res t charges were earned 
Rate of retu rn on total assets emp loyed 
Rate of ret urn on conmon stockholders' eq uity 
Ea rnin gs per share of common s tock 
Pr i ce-ea rning? r at i o 

w 
w 

"' 



I Never I Very Low I S I i ght 
2 (Monthly 2 Low 2 Some 
3 Monthly 3 Ave rage 3 Imp ortant 
4 Weekly 4 High 4 Ve ry 
5 Daily 5 Very High 5 Critical 

2 3 4 5 I 2 3 It 5 I 2 3 4 5 

mmmm 
Ill 
Ill 

T A S K S 

Finan~ial Statement Analysis (continued) 
Comoarative Anal -.-. 

Balance Sheet 
I In come Statement 

Analysis of Account s Receivable 
Divider.d s per share 

0 - - . -· ~-. 
Ten-key adding machine 
Calculator 
Dictating Equipment 
Tel ephone Equipment 
Cash register 
Check Protector 
Bookkeep i ng machin e 

Pe r fo~m Data Processing Activities· 
Prepare Input for Automated processing 
Utilize printed output 
Operate comp uter 
Writ e prog rams 
lni ti ate and prep a re f low charts 
Us e pegboard systems 
Ope rate a terminal to a computer system 

Pleas~ use the space below to list any accounting tasks 
not covered above which you feel are important and 
should be included: 

w ... 
0 
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UTAH STATE BOARD OF EDUCATION 
UTAH STATE BOARD FOR VOCATIONAL EDUCATION 

250 East F; fth South Street, Salt lake C;ty, Utah 84 111 

WALT ER D. TALBOT, STATE SUPERINTENDENT OF PUBLIC INSTRUCTION 

Mr. Robert Jenkins . in cooperation wi th the Uta~ State Boa rd of 
Educ ation and the Bus iness Education Department at Utah State 
Univers ity , is cond~ct i ng a st2te1·Jide curriculm study of :e·:c~Hi ''. l"j 
leve l bookkeep i ng and accounting instruction i~ Utah. The purp~~a 
of t~is sbdy i s to compare ertry-lP.vel cookf.eeoinQ and acr:ounti::? 
tasks being performed in Vtah b~sinesses wi t h the ta :ks b e i~q 
ta ught by Utah secondary teachers. 

As a bookkeeping and /or accountina instructcr , your in~ut i s nee~~d 
to compiete this very important st~dy. 

Enclosed i s a survey i nstrurcent ~!hich was develoced util izinq s •~c~ 
resources as cu rrent textbooks, CPA' s, publ ic a c~ oun ta nts, t~ac~!rs 
a~d bookkeep ing wo:-kers . I wo uld greatl y aoprec iate yo~ r ccfl';;ist;,"i 
this questic, ~naire and re t urning it prc:mptiy. All in fc:- .~acion 
gathered w ~ll be kept in confidence and onl y group s ta ~ i stics wil l 
be reoorted. A stamped self-addressed enve looe is enc losed fo r 
your convenience. 

Sin.c;e~el y 7 ' 
!6~ "1 n 

(VI. 'I ~n ..../,I· ~. ':;./' 
/;,.l':. ' ' '~jt'- '\. 

--'GARY 1·1-... LL OYD , 'state Specialist 
Bus iness and Office Occupati on s 

VAUGHN L. HALL, Associcre Supenntendent 
Office of Adult, Vocotioncl, and Rehobilitotron Servrces 

WA LTER E. UlRICH, Admmrstroror 
Divisron of Vocotronol and Techn rcol Educotron 

Telephone {80 1) 533·537 1 
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Firm Name 

Address 

City, State & Zip --------------------------------------

Telephone Number 

Respondents Name 

Job Ti tle 

Instruct i ons for completing questionnaire: 

Please rate each task 1 isted on the following pages by three catagories. When 
rating frequency and performance please do so on the basis of work actually 
~eing performed by entry-level employees. When rating importance please use your 
best judgment concerning what is necessary for entry-level employment in your 
firm. Please insert checkmark ' s in the appropriate spaces corresponding to the 
tasks 1 isted. Please rate according to the following numerical scales: 

F reguency: 

1. Never 
2. < Month 1 y 
3. Monthly 
4. Weekly 
5. Oa i 1 y 

Performance: 

1. Very Low 
2. Low 
3. Ave rage 
4. High 
5. Ve ry High 

Importance: 

1. Slight 

2. Some 

3. Important 
4. Ve ry 
5. C r it i =a 1 

Not per fo rmed 
Pe r formed less than monthly (bi-monthly, quarterly, etc.) 
Performed monthly 
Performed weekly 
Pe r formed daily 

Me rel y assists others in performing the task. 
Performs task with constant supervision and assistance. 
Performs task with limited supervision and assistance 
Performs task without supervision and assistance 
Can supervise others in performing the task 

This task i s only slightly impo rtant for entry-level 
emp 1 oymen t 
This task is of some importance for entry-level 
emp 1 oyment 
This task is important for entry-level employment 
This task is very important fo r entry-l evel employment 
This task is critical for entry-level employment 



.. -., --.-- , ----- ------
Neve r l Very Low l sl ight 

2 (Mon t h ly 2 Low 2 Some 
3 Month l y 3 Ave rage 3 Importan t 
4 Week l y 4 High !1 Very 
5 Da il y 5 Very High 5 Critical 

2 3 4 5 l 2 3 4 5 l 2 3 4 'i 

••• 
r--r--r-· t--

I 

I 
I 

I l 
I 

T A s K 

Journa l s Mai n tai ned· 
Gene ra l 
Cas h Rece i pts 
Cas h Payments 
Check Reg ister 
Combi ned Cas h 
Sa l es 
Sa les Re t u rn s and Al lowances 
Purchases 
Purc hase Returns and All owances 
Voucher Reg i s ter 
Petty Cash Register 

Ledge r s Ma i nta i ned· 
Ge nera l 
Accounts Rece i va bl e 
Notes ~ece i vab l e 

Pay ro ll 
Accoun ts o r Vouc he r s Payab l e 
Pl ant (F ixed Assets ) 
Mater ia l s and Stores Le dger 

Init i ate or Prepare· 
Journa l Entr ies fo r Ori g ina l Se t of Books 
Data fo r Elect roni c Eq u ipmen t 
Adj usti ng En t r ies 
Clos ing Entr ies 
En tr ies to Adjust In ventory Ledge r Ca r ds 
En tr ies fo r Purchase o f Ma t e ri a l s 
Ent r i es fo r Iss uance o f Ma teria l s 
En t ri es fo r Correct ing 
Expense Accounts 
Bank Depos i ts 
Wi t hho l d ing Tax Ca l cu l ations 
Entr i es for Deprec i a ti on 
En tr ies for Bad Debts 

w ... ... 



r1~ I c;-o lVI 1111 . .01 1 .._..._ ~---.-....-- ·~-

Never l Very Low l slight 
2 (Mont hly 2 Low 2 Some 
3 Monthly 3 Ave rage 3 Important 
4 Week l y 4 Hi gh 4 Very 
5 Daily 5 Ve ry Hi gh 5 Critical 

Ill 

I 

E±£EB m m 

••• 

T A S K S 

Record (post)· 
Entries in Ledgers fr om Journals 
Ad just i ng En tr i es 
Cl os ing Entries 
Purchase of Materia l s 
Iss uance of Material s 
Oj>_en i n_g_ a set of Books 
Data in Led ge r s fr om S~ecial Journal 

··-· .... ~ ... , . , .. _, -- ....... . ~ ...... 
Payroll Tax Records 
Sa l es Tax Records 
Pe rpe tua l In ventori es 
Add (Foo t} and ba l ance l edger accounts 
Add (Foot ) ba l ance and total co lumn s in 

specia l journal s 
Rule and Ba l ance Account s 
Ve rify ba l ances of contro l account wi th 

subsidiary ledger 
Di scount Notes 
Work with prom i ssory notes 
Checkinq account 
Petty cas h record s 

Working Papers Used: 
Tri al Balan ce 
Post Cl os in q Tri a l Balance 
\Jo rks heet 

Prepare Computat ions fo r: 
Deprec iat i on· 

Stra i ght line 
Units of Product i on 
Sum-of-t he -Yea r s Di g i ts 
Dec lini ng Bal ance 

Depletion 
Uncoll ec tabl e accounts 

J 

: 
~ 

I 

J 

w ..,. 
lJl 
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l Never l Very Low l slight 
2 (Monthly 2 Low 2 Some 
3 Monthl y 3 Average 3 Important 
4 Week ly 4 High 4 Ve ry 
5 Daily 5 Ve ry Hi gh 5 Critical 

l . 2 . 3 4 5 l 2 3 4 5 l 2 3 4 5 

I 
; I 

I 

Dtll 
I 

T A S K S 

Prepare Computations for: (conti nu ed) 
Inventor i es· 

Amount on hand 
Phy s i ca 1 co un t 
Pe rpetua l 
FIFO 
Ll FO 
We i ht ed Average 
Spec ifi c 

Interest Rece i vab le 
In terest P a~ab l e 
Mark-up 
Ma rk-down 
Trade d i scounts 
Cash discount 
Payro ll Wages Payro ll Wages: 

Handle Time cards 
Fi c;u re s Pay ro ll 
Ove rtime 
Shif t P remi urns 
Vacat i on and Ho i ida y Pay 
Bonuses 
Pe ns ion and Annu ity payme nts 
Group life in s uran ce premiums 
Medica l and hose it a li za ti on elan eremi ums 
Pay roll Taxes 

FI CA 
Un emp l oyme nt 

State 
Fede r a l 

Fe de ra l Wi thho ldin9 
State Hi thholding 

Wockmen' s Compensation 
w .., 
0'\ 
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1 Never 1 Ve ry Low 1 s 1 i ght 
2 (Mon thly 2 Low 2 Some 
3 Month ly 3 Average 3 Important 
4 Wee kly 4 Hi ~h 4 Very 
5 Daily 5 Ve ry Hi gh 5 C r i t i ca 1 

2 3 4 5 1 . 2 3 4 5 1 2 3 4 5 

••• 
••• ITTTJJ I rnll r-1 rTm-J 

I 
I I I 

T A S K 

Financial Report s and Schedu l es Prepared 
Stateme nt s · 

Ba ance S eet 
In come Statement 
Capital Statement 
Retained Ear ni nqs Statement 
Statement o f Change s in Fin anc i a l Pos i tion 
Cash Fl ow Statement 

Tax Re po rt s: 
Emp loyee Wi thho ldinq 
Fl CA 
Fe de ra 1 Unemployment Compensation 
State Un emp l oyment Compensa ti on 
State Sal es and Use Tax 

Schedule o f: ,--- ----~~=:~:~~e---- --- -, 
Fin anc ial Sta t ement Analysis 

Ratios and Percentages· 
Current Rat io 
Ac i d Test Rati o 
Percentage of In c rea se or Decrease 
Trend P ercent a~es 

Common Size Statement s 
Turnove r o f Accounts Receivable 
Day's sales un co ll ec t ed 
Tu rnover o f merchandise inven t o ry 
Capital con tribution s o f owne rs and creditors 
Pledqed plant asse t s to lonq-term liabiliti es 
Ti mes fi xed interest charges were ea rned 
Rate of return on total assets em~ loyed 
Rate o f ret urn on common stoc kho lders ' equit y 
Ea rn ings pe r s ha re of common stock 
Price-earnings ratio 

w 

"" ..., 



I Neve r I Ve ry Low I S I i ght 
2 (Mon t hl y 2 Low 2 Some 
3 Monthly 3 Ave rage 3 Important 
4 Weekly lt High 4 Very 
5 Dail y 5 Ve ry Hi gh 5 C r it i ca I 

2 3 lt 5 I 2 3 4 5 I 2 3 4 5 

mmm 
111111 
111111 
r -~---;--1- 1 I I 

··-··---T 
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Finan c ial Statement Ana ly s i s ( continue d) 
Comoarative Ana l - . - -

Ba l ance Sh eet 
I nconJe Statement 

Ana lysis of Accounts Rece ivabl e 
Dividend s pe r s hare 

0 - -· ·~~ ~· 

Ten-key adding machine 
Ca lculato r 
Dictating_ Equipment 
Te l ephone Equipment 
Cash reg i ste r 
Check Prot ec t or 
Bookk eep ing mach ine 

Perfo rm Data Process ing Activities· 
Prepare Input fo r Automa t ed process ing 
Utili ze printed output 
Ope rat e comput e r 
Wri te prog rams 
Initi ate and prepare fl ow charts 
Use pegboard systems 
Ope rate a term in a l to il__c_()fll_puter system 

Pl ease use the space below to li st any accounting tasks 
not cove red above which you fee l a re important and 
s hould be included: 

----- -- --------- -------
------------ I 

w ... 
co 
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