Assignment #1 BA 3351

Terrell & Terrell Property Management, Inc
Case 4 in Miller

Instructions

Your first assignment comes from the Miller book, MIS Cases, Decision Making with Application Software.  The Case is number 4, Terrell & Terrell Property Management, Inc and can be found on pages 19 to 24.  You will prepare 5 files.  The first 4 files are the workbooks that you will build from the data presented in Case 4.  The 5th file is to be done in MSWord explaining the results of your analysis by answering the 7 questions found on Page 22.  The due date is specified under Assignments in WebCT.  No printouts are required in this assignment.  You are to work independently on this assignment; it is not a group project.
Preparation

In preparation for your first assignment, you should perform the activities in the sample case found on WebCT and in the Miller book, Case 3 on page 13.  A textbook solution for Case 3 has been placed on the Resources page on WebCT.  Do not turn in the results from this example, it is to help you understand how to approach the problem.  If at any time you find something in the example case that you do not understand, either ask in class or post a message on the bulletin board in WebCT.  Also, let me remind you that there is a link on the Resources page on WebCT that will connect you to an Excel Tutorial.  This tutorial covers many of the introductory Excel concepts 

Save all documents and spreadsheets using your first initial and up to 6 characters of your last name and the number 1 for assignment 1 along with a letter such as “a” for the first file.  For example, Robert Smith and the housing workbook would use the file name rsmith1a.doc, the duplex file use rsmith1b, the commercial file, use rsmith1c, the property management summary, use rsmith1d and the document use rsmith1e.  Also, put your name in the upper left side of each workbook and document you submit.  
Creating the Spreadsheet 
Follow the instructions starting below to prepare your spreadsheet and in the Case starting on page 20.  In addition to the Case book instructions, you must make the following changes to the instructions.
1. Download the “Property Management Template” from Webct under Assignment 1.  This will be used to build your spreadsheets.  

2.  Download the student data from WebCT.  It is also located under Assignment 1.  The file is called Terrell Student Data and contains all of the data needed to produce the spreadsheets required by this assignment.  Notice that there are 9 spread sheets in these 3 workbooks.  Each spreadsheet is by address and then by type of unit, House, Duplex or Commercial.  
3.  Create a cash flow worksheet for each type of rental unit (3 Workbooks) and a summary cash flow worksheet. (Bottom of page 20).
a. You have been given the template so you do not have to create one as is asked for in the next to last paragraph on page 20.  

b. The last paragraph asks for a month’s total expenses, monthly cash flow, overall cash flow, year-to-date total for each expense and year-t-date total income.  Look on the template, each one of these items is already on the sheet.  Total Expense, monthly cash flow and overall cash flow are computed on the bottom of the sheet.  The year-to-date totals are on the right side.  When you plug the numbers in the cells of the template, the totals will automatically be produced.  
c. You will need to produce 4 workbooks, 

1. Commercial Solution

2. Duplex Solution

3. Houses Solution

4. Property Management Summary
The template can be used for all 4 workbooks.

d. Data can get into each worksheet in several ways.  You can print out the student data and key it into the appropriate worksheet.  You can copy and paste it from the student data to the worksheet (preferred way).  Be sure that the student data rows match up with the template rows.  Do not link to the data because it would require you to upload another workbook and that is not necessary for this problem. 

e. Put the name of the property on each tab. For the title, put Terrell & Terrell Property Management, Inc, next line put the address of the property, and the third line put Cash Flow Worksheet.  The titles should be properly centered.  Don’t forget to add your name in the upper left hand cell of the worksheet.  

f. For the Property Management Summary you can use the template.  The first worksheet here is a summary page of all of the other worksheets you have created.  The diagram below is a partial view of the spreadsheet, it is missing houses and totals on the right side.  Notice that there is a summary box in the lower left hand side of the spread sheet.  This is what the case asked for on the bottom of page 21.  IMPORTANT To get the data into this summary spreadsheet, copy the data under the total column on the right side of each spreadsheet.  Do not link the data, it will cause us problems when the files are moved.  In the last paragraph of page 22, Miller asks you to reference external data, do not do this on this assignment, copy the data and Paste Special/value will give you the correct data.  
g. The title for the summary worksheet should be Terrell &Terrell Property Management, Inc. On the next title line put Income/Expense and the third line put Year-to-Date Summary.  Be sure to center the titles over the spreadsheet.  Label the summary tabs as “Year-to-Date”.  The text asks under “Test your design” to create another spreadsheet with new units added.  Do NOT do the 3 steps under test your design.  The Property Management summary workbook will have 3 worksheets.  The first one is Year to Date, the second is a pie chart called “Income Comparisons”, the third is “Overall Expense” pie chart.  Do not do YTD  with new property spread sheet or YTD with new property pie chart. 
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4.  The document should have the following characteristics.

a. Use Word 
b. Answer the seven questions posed by the Terrells asked on page 22. 
5.  Upload the five files to WebCT and Submit all files.  
