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FNSACC313 – PERFORM FINANCIAL CALCULATIONS 
 

 

This resource is based on an organisation which sells works of Indigenous writers and artists.  

It uses product lists and other resources based on such financial transactions to provide a 

realistic simulation of financial calculations required in an Indigenous publishing organisation. 

In accordance with the national training system in Australia, this learning resource will enable 

you to meet the requirements of the above unit of competence.  You will use a range of 

routine calculation methods and techniques when performing routine financial calculations 

and checking calculation outcomes.  You will apply this to perform routine computational 

tasks as part of an operational job role.  Your job role in completing these tasks is Office 

Assistant. 

The learning resource uses a project-based approach to learning and practicing.  The 

resource is based on an Indigenous publishing organisation, Bagabala.  The tasks you learn 

from, and those which you complete, will be based on activities which occur in this 

organisation.   

If you would like to know more detail about this unit of competency, please refer to the 

mapping matrix at the end of this learning resource or http://www.training.gov.au .  

  

http://www.training.gov.au/
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OVERVIEW OF FINANCIAL CALCULATIONS 

 
In many clerical roles you will be required to use your mental arithmetic skills to complete 
tasks.  These skills are also important so that you can check whether a calculation completed 

on a calculator, or in a software product such as a spreadsheet, is approximately correct. 
 
In all calculations, perhaps the most important and at times confusing concept, is that a digit’s 
value depends on which "place" it takes in a number.  For example, 1 is given the value 1 

(one) when written alone, but when followed by 00, it becomes 100 (one hundred).  If the 1 
comes after a decimal point, eg 0.1, it then takes the value of 1/10th (one-. 
 
This may seem very obvious to you.  If that is the case, you will be able to complete the 
following examples very easily.  If not, you may find the following examples helpful in 

reinforcing this concept. 
 
EXAMPLES TO BE COMPLETED. 
A. What is the value of 6 in the number 1062.21? 

 Answer:  Sixty (60). 
 
B. What is the value of 9 in the number 964.01? 
 Answer:   
 

C. What is the value of 2 in the number 431.20? 
 Answer:   
 
D: What is the value of 7 in the number 7529.36? Answer:   

 
E: What is the value of 8 in the number 109.08? 
 Answer. Check your answers   
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ADDITION, SUBTRACTION, MULTIPLICATION AND DIVISION 
 
Many people find adding, subtracting and multiplying reasonably easy when the question is 
written vertically.  Try these questions to see how you go.  YOU MUST NOT USE A 

CALCULATOR. 
 
1962.05 +  6315.29 +  911.10 -   8999.01 - 
4519.80   107.08 +  786.90                 259.03 

       64.64  
   
======   =====   ======    ======       
 
5231.46 -  2400 x   411 x 

  19.19       16    72 
    
=====   ====   ===  Check your answers 
 

When displayed vertically, it is generally easy to keep the values of numbers correct.  
However, when displayed horizontally, it is a little more difficult to add, subtract or multiply 
numbers keeping their values correct. 
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ADDITION 
 
Try these questions to see how you go. 

 
1962.05 + 4519.80 = 
 
PROCESS: 5 + 0   =  5 

   0 + 8   =  8 
   2 + 9   =  11 (remember we must   
       carry the "10" here) 
   6 + 1 + 1 (carried) =    8 
   9 + 5   =  14 

   1 + 4 + 1 (carried) =    6 
 
 So, the answer is 6481.85. 
 

NOW IT'S YOUR TURN 
 
5329  + 87.92  =    
 
138.04  + 519.62  =  

 
911.98 + 2064.78 = Check your answers 
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SUBTRACTION 
 
816.05 - 472.03 = 

 
PROCESS: 5 - 3  = 2 
   0 - 0  = 0 
   6 - 2  = 4 

   1 - 7  = 4 (1-7 cannot be calculated,  
       so we add 10 to the 1 to 
       make this number  11, then 
       return the same value to 
          the next number in the  

       second figure, ie the 4 of 
       472.03. 
   8 - 4 (- 1 carried) = 3. 
 

So, the answer is 344.02. 
 
NOW IT'S YOUR TURN. 
 
11.96  - 8.78  =   

 
906.56 - 722.77  =   
 
3016 - 161.41  = Check your answers  
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MULTIPLICATION 
 
2201  x  18 = 

 
PROCESS: 8 x 1 = 8  
  8 x 0   =   0 
  8 x 2  = 16 (remember, we must carry the "10" here) 

  8 x 2 (+1 carried) = 17 
S0, 17,608 +  
  1 x 1  = 1 
  1 x 0  = 0 
  1 x 2  = 2 

  1 x 2  = 2 
SO,    2201 x 10, since the 1 in the 
      number 18 takes  
      the value of 10. 

To get the final answer, we add the two together: 
 
  17,608 + 22,010 = 39,618. 
 
NOW IT'S YOUR TURN. 

 
906  x 14  =  
 
89 x 110  =  

 
65 x 9.683  = Check your answers 
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DIVISION 
 
Slightly more difficult for some people is DIVISION.  Generally, long division is the easiest 

method to use for division.  Note: There are a number of symbols for division, here we will use 
the oblique /. 
EXAMPLE: 
 

319.63/16 = 
 
  __19.98_____   
16)319.63   3 /16 won't divide. 
   160.00   31 /16 = 1.  1 x 16 x 10. 

   159.63   Take the second number from the first number. 
   144.00   159 /16 = 9. 9 x 16. 
    15.63   Take the second number from the first number. 
    14.40          156 /16 = 9. 9 x 16. 

     1.23       Take the second number from the first number. 
     1.12    123 /16 = 7. 7 x 16. 
       .110   Take the second number from the first number. 
    110 /16 = 6.  Since 6 is bigger than 5 
    we increase the final figure to 8.  This 

    is called "rounding" to the second decimal    
   place. 
 
= 19.98 

 
You may also choose to do short division, in which case your working out would look like this. 
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   __19.98_____ 
16 )319.63   3 /16 won't divide. 
    31 /16 = 1.   1 x 16 = 16. 

    31 - 16 = 15 remainder. 
    Carry the 15 to the next place. 
    159 /16 = 9. 9 x 16 = 144. 
    159 - 144 = 15 remainder. 

    Carry the 15 to the next place. 
    156 /16 = 9.  9 x 16 = 144. 
    156 -144 = 12 remainder. 
    Carry the 12 to the next place. 
    123 /16 = 7. 7 x 16 = 112. 

    123 - 112 = 11 remainder. 
    Add "0" to carry the 11 to the next  
    place. 
    110 / 16 = 6. 

    Since 6 is bigger than 5, we will round the 
    '7' to 8. 
Thus, the answer is 19.98. 
 
NOW IT'S YOUR TURN. 

 
 _______ 
11)7942.63 
 

 
 
 
 ______ 

79)146.95 
 
 
 
 

 ________ 
111)564.61 
 
Check your answers 

 
PRACTICAL APPLICATION 
 
Now refer to the Practical Applications and complete the two sets of applications for addition, 
subtraction, multiplication and division. 
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CONVERTING SIMPLE FRACTIONS 
 
Often a number written as a fraction cannot be calculated on until it is converted to a decimal.  
To convert a fraction to a decimal you divide the bottom number (the denominator) into the 

top number (the numerator). 
 
    _0.33___  
3/10 =10)3.0 = .33 

 
   __0.50____ 
4/8 =8)4.0 = .5 
 
    __0.56____ 

9/16 =16)9.0 = .56 
 
 
Often, we have learned common fractions as decimals, and can convert them very easily.  

For example, many people do not have to make calculations for 1/2; they know this is .5; or 
for 3/4; they know this is .75.  This is done from memory. 
 
Where your memory assists you, you can convert the following fractions without calculating.  
In some cases you will have to calculate the answers. 
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NOW IT'S YOUR TURN. 
 
1/2  =  

 
1/4  =  
 
2/4  =  

 
3/4  =  
 
6/9  = 
 

8/9  =  
 
6/10  =  
 

4/11  = Check 
 
 
Often fractions are written with a whole number.  In this case, you do not change the whole 
number, only the fraction, eg: 

 
10 5/8  = 10.625 
 
964 7/12 = 964.58 

 
PRACTICAL APPLICATION 
 
Now turn to the Practical Applications and complete the two sets of applications for converting 

fractions.  
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PERCENTAGES 
 
In financial operations many amounts are expressed as percentages. For example, we may 
be charged 10% goods and services tax, or be given a discount of 2 1/2%.  It is necessary for 

you to be able to calculate these percentages as figures. 
 
A percentage is one figure expressed as a fraction of 100.  So, 10% actually means 10/100; 
10% of $60 then = 10/100 x 60/1 = 6/10 = $6, or 60 /10 = $6. 

 
To calculate percentages manually, it is necessary to carry out the above type of calculation.   
Like converting fractions to decimals, often we have learned percentages as fractions, and 
can calculate them fairly easily.  For example, many people do not have to make calculations 
for 50%, they know it is one-half; or for 75%, they know it is three-quarters.  This is done from 

memory. 
 
Where your memory assists you, you can determine the following percentages without 
calculating.  In some cases, you will have to calculate the answers. 

 
50% of  $80  = 
 
25% of $105  =  
 

75% of $150.50 =  
 
33 1/3% of         $90.00             =  
 

80% of $221.92 =  
 
20% of $120.00 =  
 

15% of $64.64  =  
 
2 1/2% of $1005.05 =  
 
5% of $67.43  =  

 
10%  of $5963.49 = Check 
 
 

PRACTICAL APPLICATION 
 
Now turn to the Practical Applications and complete the two sets of applications for 
calculating percentages.  
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USING A CALCULATOR 
 
Whilst the manual calculations you have been using will always be needed in a financial role, 
by far the most common method of calculating is by using a calculator. 

 
There are variations between calculators and every time you commence work on a different 
calculator you should find the manual for that calculator and become familiar with its 
operation.  There are also similarities between calculators.  So whatever desktop calculator 

you use, you will be able to complete the following examples and the practical applications, 
following the instructions given. 

 

Image 1:  Calculator Source:  Pixabay 
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ADDITION 
To perform addition, the procedure is as follows: 
 

 Input NUMBER 
 Press [ + ]  
 Input NEXT NUMBER 
 Press [ + ]  

 Input  NEXT NUMBER, etc 
 When all numbers are recorded,  
 Press [+ ] 
  [= ] to show the result. 
 

Complete the following examples ON YOUR CALCULATOR. 
 
5231.34 +  2967.28 +  6721.40 + 
1076.22 +   521.63 +  2401.90 + 

4320.91 +  2097.00 +  3647.33 + 
1256.33   887.24    206.66 
       Check your answers 
======   ======   ====== 
  

SUBTRACTION 
 
To perform subtraction on a desktop calculator, you generally use a different procedure to 
that used on a hand-held calculator.  The procedure is as follows: 

 
 Input NUMBER 
 Press [+ ]  
 Input NEXT NUMBER 

 Press [- ]    
 Input  NEXT NUMBER, etc. 
 When last number is entered,  
 Press [- ] 
 Press [= ] to show the result. 

 
Complete the following examples ON YOUR CALCULATOR. 
 
1234 -   1098.13 -  968 +  1001 + 

 589    951.29        1234 -  1098 - 
         593    951 
===   ======     Check your answers 
       ====  ==== 
 

MULTIPLICATION 
 
To perform multiplication, the procedure is as follows: 
 

 Input NUMBER 
 Press [ X ] 
 Input SECOND NUMBER 
 Press [ = ] to show the result. 
 

Complete the following examples ON YOUR CALCULATOR. 
24 x  16 x  8.74 x   192 x 
 7.27  24.30  1001     66 
       Check your answers 

====  ====  ====   === 
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DIVISION 

 
To perform division, the procedure is as follows: 
 
 Input DENOMINATOR (Number to be divided into) 

 Press [  ] 
 Input  NUMERATOR (Number to be divided by) 
 Press [ + ] 
  [ = ] to show the result. 
 

eg 500 / 10 =  
 
 Input 500 
 Press [  ] 

 Input 10 
 Press [ = ] 
 
Complete the following examples ON YOUR CALCULATOR. 
 

6290 / 15 =    
 
730 / 10.50 =    
 

15.96 / 7.98 =    
 
861/ 154 =   Check your answers 
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PRACTICAL APPLICATION 
 
Now turn to the Practical Application and complete the two sets of applications for calculators  

on addition, subtraction, multiplication and division. 
 
PERCENTAGES 
 

To perform percentage calculations, the procedure is as follows: 
 
 Input NUMBER (amount to be "found of") 
 Press [ X ] 
 Input NEXT NUMBER (amount of percentage) 

 Press [ % ] 
 Result is displayed on the screen of the calculator. 
 
Eg: 20% x 560 = 

 Input 560 
 Press [ X ] 
 Input 20 
 Press [ % ] 
 Result 112 is displayed. 

 
Complete the following examples of percentages ON YOUR CALCULATOR. 
 
15%  x  1099.00 =  

22%  x 679.86  =  
33 1/3% x 2500.05 =  
17 1/2% x 167.50  =  
10%   x $3546.20  = Check your answers 

 
 
 
PRACTICAL APPLICATION 
 

Now turn to the Practical Applications and complete the two sets of applications for 
calculators on percentages. 
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GST 
In Australia the Goods and Sales Tax (GST) rate on all taxable items of goods, and services, 
is 10%.  You should note that there are a few exemptions for GST and these will be identified 
by the organisation that you work for. So, always follow the policy and procedures of that 

organisation, and if you are not sure ask for clarification.  In Bagabala Books there are no 
exemptions of goods sold.     
 
It is important to note whether a figure is GST inclusive, or does not include GST.  Look at the 

two invoices below and identify which one includes GST, and which one does not. 
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BAGABALA BOOKS 

14 GOMEROI ROAD 
KAMILAROI  NSW  2401 

 

 I N V O I C E 
 

  

 INVOICE NO:  743 
 

 Date:  8 July 20xx 
 

TO:   SOUTHERN CROSS UNIVERSITY 

         MILITARY ROAD 

         EAST LISMORE  NSW  2480 

 

 

     ACCOUNT NO: AR0001  ORDER NO:  808 

CONTACT:  Moira French     ORDER DATE: 5 July 20xx   

 

DELIVERED TO:  Military Road, East Lismore 

 

ITEM NO QTY  PRODUCT    PRICE  TOTAL 

  

  25 only Kindred     $24.99  $624.75 

  3 only Traditional Healer   $49.95  $149.85 

  28 only  Dark Emu      $19.99  $559.72 

       

          $1334.32 

   Less Trade Discount 10%        $133.43  

            $1200.89 

   Plus GST 10 %        $ 120.09  

   TOTAL PAYABLE        $1320.98 

      

 

TERMS:  SEVEN (7) DAYS ON STATEMENT 

 

   

  

https://www.aussie-true-blue-

recipes.com/Australia.html 
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 BOBROI PAPER PRODUCTS 
JILLING STREET 
BOBROI  NSW  2034 
 

  I  N  V  O  I  C  E 
 INVOICE NO:  3816 
 Date:  13 July 20xx 

 

 

TO: Bagabala Books 

 14 Gomeroi Road 

 KAMILAROI  NSW  2401 

 

   ACCOUNT NO:  BLD4561  ORDER NO:  C39678 

CONTACT:  Leslie Waters     ORDER DATE:  8 July 20XX 

 

 

DELIVERED TO:  14 Gomeroi Road, Kamilaroi 

 

ITEM NO QTY  LENGTH PRODUCT  PRICE TOTAL 

 

K12  20 rolls   760 x 1020  Atlas Buff Manilla $5.80 $116.00 

C2  5 only  455 X 650  Core Bleach Board $35.00 $175.00 

PL1800  100 only 650 x 910 Star 100% Recycled $ 9.00 $900.00 

 

           $1191.00 

  Less Trade Discount 5%      $  59.55 

           $1131.45 

    TOTAL PAYABLE     $1131.45 

 

 

All prices include GST 

TERMS:  SEVEN (7) DAYS ON STATEMENT 

The first invoice shows the GST as a separate figure, whilst the second invoice does not 
show GST as calculated in the final price. 

GST, when not included in a price, is easily calculated as it is a simple 10% calculation.  This 
should be easily calculated by moving the decimal point one place to the left.  So, hopefully 
even without a calculator or a spreadsheet you will be able to identify that the GST on 
$1200.89 is $120.09. 
 

GST, when included in a price, is not quite as simply calculated, though it is not too hard.  We 
find the GST included in a quoted price by dividing by 11.  So, $1200.89  11 = $120.09.  So, 
the answer is the same. 
What is the GST figure for the first invoice above?  $120.09. 

What is the GST figure for the second invoice above?  $102.86.   
How did you go?  Hopefully you have mastered these GST calculations.   
 
Try finding the GST for these sales figures which do not include GST: 

 
GST on $2500 =  
GST on $2625 =  
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GST on $2756.25 =  
GST on $2894.063 =  
 

Try finding the GST for these sales figures which do include GST: 
 
GST on $2837.46 =  
GST on $124.20  =  

GST on $599.00 =  
GST on $14.56  = Check your answers 
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CONVERTING FRACTIONS 
 
To convert fractions using a calculator, the procedure is as follows: 
 

 Input NUMERATOR (top number of the fraction) 
 Press [  ] 
 Input DENOMINATOR  (bottom number of the fraction) 
 Press [ = ] 

 
Eg: 3/5  
 Input 3 
 Press [  ] 
 Input 5 

 Press [ = ] to show the result of .6. 
 
Sometimes the fraction may have a larger number as the numerator, in which case your 
answer will contain a whole number and a decimal value. 

 
Eg 12/8 = 1.5. 
 
Complete the following examples using YOUR OWN CALCULATOR. 
 

7/14  =  
17/14  =  
6/8  =  
4/9  =  

20/5  =  
28/8  = Check your answers 
 
PRACTICAL APPLICATION 

Now turn to the Practical Applications and complete the two sets of applications for 
calculators on converting fractions to decimals. 
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MEMORY FUNCTIONS 
 
There are many applications where the use of the memory function avoids time-consuming, 
repetitive work. 

 
To use the memory function, the procedure is as follows: 
 
 Complete the calculation, eg addition, subtraction, multiplication, etc. 

 When result is displayed: 
 Press [ M+ ] 
 Press [ C ] or [ C ] (Clear entry key) 
 Complete next calculation. 
 When result is displayed: 

 Press [ M+ ] 
 Press [ C ] or [ C ]  
 Continue in this way until all calculations 
 are completed. 

 Finish final memory entry and 
 Press [ C ] or [ C ] to clear entry from display. 
 
To recall information from memory,  
 Press [ MR ] (memory recall key) 

NOTE:  If you wish to subtract a figure from the running total in memory 
 Press [ M- ], rather than [ M+ ]. 
 
Some calculators have a second memory.  This works in a similar way to the procedure 

above, though generally this memory can hold only one figure, ie an ongoing calculation 
cannot be carried out. 
 
Complete the following examples on your calculator. 

 
 Gross Wage - Tax = Nett Wage 
 
 292.00     -  32.40 =  
 506.94     - 203.40 =  

 914.63     - 357.60 =  
 461.96     - 111.92 =  
 219.11     -  58.64 =  
 TOTAL NET WAGE      = Check 

 
 
PRACTICAL APPLICATION 
 
Now turn to the Practical Applications and complete the two sets of applications for memory 

function. 
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CONSTANT FUNCTION 
 
Similar to the memory function, the constant function avoids having to input a number which 
is repeated in a variety of calculations. 

 
The procedure is as follows: 
 
 Input figure which is repetitive 

 Input twice mathematical operator, eg +, -, X, . 
 Input first figure for calculation. 
 Find result  
 Note result (or place in memory) 
 Press [ C ] or [ C ] (clear entry key) 

 Input next figure for calculation 
 Press [ C ] or [ C ] (Clear entry key) 
 Continue in the same way for the next calculation. 
 

Complete the following examples on your calculator. 
 
 15 x   80 =  
 15 x   45 =  
 15 x  106 =  

 15 x 1485 =  
 14 x   65 = Check your answers 
 
PRACTICAL APPLICATION 

 
Now turn to the Practical Applications and complete the two sets of practical applications for 
the constant function. 
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SYMBOLS AND PICTORIAL REPRESENTATIONS 
 
Often complex mathematical or financial information is better presented in a symbolic or 
pictorial form. 

 
Such forms might include a variety of graphs, charts or pictograms.  These are used to avoid 
having to comprehend a large number of figures.  They are very useful for determining trends 
or patterns, however if greater detail is required, it is often necessary to refer to the original 

figures. 
Some examples of these forms are displayed below. 
 
Figure 1:  Pie Chart 

 
 

Sales to three customers of Bagabala Books over the three months, March, April and May. 

 
Figure 2:  Straight Line Graph 

  

Total Sales = $16,000 
 

SALES BY BAGABALA BOOKS 

MARCH, APRIL AND MAY 
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WAGES OF BAGABALA BOOKS 
WEEK ENDING 9 SEPTEMBER 

 

 
Wages to Employees of Bagabala Books for week ending 9 September. 
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HISTOGRAM 
 
Sales of each category of book sold by Bagabala Books over the three months March, April 

and May shown in a bar graph, also known as a histogram. 
Figure 3:  Histogram 

CATEGORIES OF BOOKS SOLD BY BAGABALA BOOKS 
MARCH, APRIL AND MAY 

 

        Non-Fiction  New Release   Junior Fiction      Poetry 
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PICTOGRAM 
BAGABALA EXPENSES 
MARCH, APRIL AND MAY 

Telephone 🕿🕿🕿🕿🕿🕿🕿🕿🕿🕿🕿🕿🕿  

Travel   

Postage   

Legend:   One picture = $100 
Fig 4:  Pictogram  

Pictogram showing three of Bagabala Books’ expenses:  Telephone Costs, Travel 
Costs and Postage Costs for the three months March, April and May. 
 
INTERPRETING THE PICTORIAL REPRESENTATION. 
 
The pie chart above shows the various amounts Bagabala Books has sold to each customer 
over a 3 month period.  Often pie charts are displayed in percentages.  If we know the total of 

figures being graphed, we can work out the actual amount spent by each customer.  
 
To find out this information we carry out the following calculation: 
 

12% x $16000 = $1920. (This tells us J Donavon's actual sales figure.) 
 
Straight line graphs are, for most people, the easiest pictorial information to interpret.  In the 
line graph above, the value of each employee’s wages can be identified with reasonable 
accuracy.  The most important factor is making sure you know the scale being graphed.  In 

this case, it is on a scale of $200.  H Wilson’s wages are very near $1000.  They are more 
than $900 (as the point is shown higher than half the distance between $800 and $1000).  So 
we could interpret approximately $950.  Similarly, P Bradley’s wages are shown as slightly 
less than $400.  So we could interpret approximately $380.   

  
Approximate figures can be determined from the histogram above.  It is necessary to take 
note of the scale which the histogram uses (in this case thousands of dollars).  By referring to 
the histogram, we can determine that the value of non-fiction books sold was between $3,000 
and $3,500. 

 
Again, approximate figures can be determined from the pictogram above.  It is necessary to 
take note of the legend which the pictogram uses (in this case one picture represents $100 
spent).  By referring to the pictogram we can determine that between $700 and $750 was 

spent on travel costs over the three months. 
 
 
NOW IT'S YOUR TURN. 

 
Refer to the pie chart above to answer the following questions. 
 
Write the calculation for determining C Stevens sales of $6080 in dollars, if we know that this 
is 34.5% of total sales.  The total sales figure is $16,000. 

 
Check 
 
 

If B Turner's sales are 54.5% of total sales, what was the sales figure for B Turner?  Write the 
calculation and your answer below. 
Check 
 
Refer to the straight line graph above to answer the following questions: 
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A Who is paid the lowest wage and what is that person paid? Check 
B How much is I M Reader paid weekly?    Check 
 

 
Refer to the histogram above to answer the following questions. 
 
What is the difference (in $ value) between sales of Non-Fiction and New Release books? 

Check 
 
Is it true that the sales of Non-Fiction totalled approximately twice the sales of Poetry? 
 
 YES / NO Check 

 
 
Refer to the pictogram above to answer the following questions. 
 

Approximately how much was spent on Travel over the three months March, April and May? 
Check 
 
Approximately how much was spent on Postage over the three months March, April and 
May? 

Check 
 
PRACTICAL APPLICATION 
Now turn to the Practical Applications and complete the two sets of practical applications for 

symbols and pictorial representations.  
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LOANS AND INVESTMENT CALCULATIONS 
A common activity in business and personal matters is to consider taking a loan, including an 
overdraft, to either purchase new capital equipment, or to control cash flow throughout an 
accounting cycle, eg a year or a quarter.  It may also be that a business has a very successful 

period and wishes to invest funds to maximise a return on the profits made from trading, or 
from extraordinary activities such as selling capital equipment. 
 
Making such decisions requires calculations of various offers from lending institutions such as 

banks, finance companies, credit unions etc.  These offers include varying interest rates in 
terms of the percentage of interest to be charged, as well as the method of calculating that 
interest.  Depending on whether you are borrowing or investing money, the method of 
calculating interest will be to your advantage or not.  There are basically two methods of 
calculating interest:  Simple and Compounding.  Simple interest simply calculates the amount 

of interest for borrowing or investing money for the agreed period.   For example:   
$2500 borrowed over 1 year at 5% simple interest.  This is calculated as $2500 x 5% = $125.  
The borrower must repay $2625 at the end of the year, and this is calculated into monthly 
repayments of $218.75 as follows: 

 
 

Month 1 $218.75 

Month 2 $218.75 

Month 3 $218.75 

Month 4 $218.75 

Month 5 $218.75 

Month 6 $218.75 

Month 7 $218.75 

Month 8 $218.75 

Month 9 $218.75 

Month 10 $218.75 

Month 11 $218.75 

Month 12 $218.75 

Total of repayments $2625.00 

 

The most commonly used method of calculating interest however is known as compounding 
interest.  Compounding interest effectively means that each new balance which is calculated 
every time a payment is made, or an investment period is met, becomes the new balance for 
calculating interest.   
This is calculated as A [Amount] = P [Principal] (1+r/n) [1+rate / number of payment periods] 

(nt) [number of years].   
For example: 
$2500 borrowed over 1 year at 5% compound interest.  This is calculated as $2500 = $2500 x 
(0.05/12) *(1) = $2622.33.  The borrower must repay $2622.33 at the end of the year, and this 

is calculated into monthly repayments of $214.18 over 11 months, with a final payment of 
$213.13 as follows: 
 

 

Month 1 $214.18 

Month 2 $214.18 

Month 3 $214.18 

Month 4 $214.18 

Month 5 $214.18 

Month 6 $214.18 

Month 7 $214.18 

Month 8 $214.18 

Month 9 $214.18 
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Month 10 $214.18 

Month 11 $214.18 

Month 12 $213.13 

Total of repayments $2568.22 

 
Calculating interest is very complicated when done without the assistance of a calculator or a 
spreadsheet.  In the Excel spreadsheet product, the function for determining the total amount 
to be repaid on a compounding interest loan is IPMT.  Go to Excel (or your chosen 

spreadsheet software), and try the above calculation using the IPMT function.   
 
There are a number of good websites available for calculating simple and compound interest.  
It may be helpful for you to check your calculations on one or more of these websites to be 

sure you have made the calculations correctly.  Some sites include:  The Calculator Site:  
https://www.thecalculatorsite.com/finance/calculators/compoundinterestcalculator.php ; and 
Financial Mentor:  https://financialmentor.com/calculator/compound-interest-calculator .   
 
NOW IT'S YOUR TURN. 

Use a spreadsheet product to determine the interest to be paid on the following transactions: 
 
$15000 borrowed at 6% simple interest over 2 years.  Check   
 

$27500 borrowed at 10% compound interest over 3 years. Check 
 
$555000 invested at4% compound interest over 10 years. Check 
 
$115000 invested at 8% simple interest over 5 years.  Check 

Check your answers using one of the online calculators.   

 

PRACTICAL APPLICATION 
 

Now turn to the Practical Applications and complete the two sets of practical applications for 
loans and investment calculations.  

  

https://www.thecalculatorsite.com/finance/calculators/compoundinterestcalculator.php
https://financialmentor.com/calculator/compound-interest-calculator
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STORE AND ELECTRONICALLY FILE CALCULATION WORKSHEETS 
All organisations will have set policies and procedures for matters regarding how hard copy 
(paper) worksheets and electronic (computer file) worksheets are to be stored, and who will 
have access to these records.   

You must ensure you follow these as provided by the organisation in which you work.  Please 
note, that whilst it is preferable for such policies and procedures to be documented in writing 
in some small organisations you may be informed verbally of these policies and procedures.  
In the examples below you should follow these policies and procedures:  Bagabala Books 

Policies and Procedures can be found at Appendix A. 
Please note, this resource assumes you are able to create and save files in computer 
applications such as Excel and Word.  It also assumes you are able to create a folder 
structure and move files.  If that is not the case, you should complete the unit BSBITU304 
Prepare Spreadsheets or similar before continuing with this resource. 

 
Hard Copy Reports 
Hard Copy Reports must be stored in financial year chronological order of like documents, ie 
bank reconciliation statements stored together; petty cash reports stored together; payroll 

reports stored together.  For example:   

 

LABEL FOR LEVER ARCH FILE 

 
July 20XX to June 20X1 – Bank Reconciliation Statements.   
 
 
 

 
Soft Copy Reports 
All soft copy reports must be stored in financial year chronological order of like documents, as 
per above examples.  Files will be stored in folders labelled by financial year and month and 

then document type.  For example:  July 20XX to June 20X1 – Bank Reconciliation 
Statements.   

 

According to these policies and procedures, the worksheets shown below for payroll would be 
filed (perhaps lever arch or crystal tab file) labelled  

 

LABEL FOR LEVER ARCH FILE 
 
 

July 20XX to June 20X1 – Payroll Reports   
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PAYROLL OF BAGABALA BOOKS FOR THE PERIOD ENDING 4/11/20XX 

EMPLOYEE WAGES RATE OF TAX AMOUNT OF TAX 

H Wilson $1,026.58 25%  $256.65 

M Howard $754.90 33.33%  $251.61 

B Canton $432.87 48%  $207.78 

I M Reader $265.00 22%  $58.30 

P Bradley $1,327.57 45%  $597.41 

 

PAYROLL OF BAGABALA BOOKS FOR THE PERIOD ENDING 18/11/20XX 

EMPLOYEE WAGES RATE OF TAX AMOUNT OF TAX 

H Wilson $1,026.58 25%  $256.65 

M Howard $754.90 33.33%  $251.61 

B Canton $432.87 48%  $207.78 

I M Reader $265.00 22%  $58.30 

P Bradley $1,327.57 45%  $597.41 

 

PAYROLL OF BAGABALA BOOKS FOR THE PERIOD ENDING 2/12/20XX 

EMPLOYEE WAGES RATE OF TAX AMOUNT OF TAX 

H Wilson $1,026.58 25%  $256.65 

M Howard $754.90 33.33%  $251.61 

B Canton $432.87 48%  $207.78 

I M Reader $265.00 22%  $58.30 

P Bradley $1,327.57 45%  $597.41 

with the 4/11/20XX worksheet on top. 
Similarly, according to these policies and procedures, the worksheets shown below for payroll 
would be electronically filed in a folder labelled July 20XX to June 20X1 – Payroll Reports, 

which would have four files as Payroll Report 4 November 20XX; Payroll Report 18 November 
20XX; Payroll Report 2 December 20XX; and Payroll Report 16 December 20XX as follows: 
 

 

 
NOW IT'S YOUR TURN. 

Write the folder label for hard copies of worksheets for calculating sales prices for the first, 
second and third quarters of financial year 20XX to 20X1.   

 

LABEL FOR LEVER ARCH FILE 
 
 
Check 
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Write the folder name for hard copies of worksheets for calculating petty cash for the four 
fortnights from 4 November 20XX to 16 December 20XX. 

 

LABEL FOR LEVER ARCH FILE 
 
 
 
Check 
 
 

On your computer, make a folder for the files for sales price calculations for the first, second 
and third quarters of financial year 20XX to 20X1.  Move the three files for these calculations 
into the folder in the correct order. 
Check 

On your computer, make a folder for the files for calculating petty cash for the four fortnights 
from 4 November 20XX to 16 December 20XX.  Move the four files into the folder in the 
correct order. 
Check 
 

PRACTICAL APPLICATION 
 
Now turn to the Practical Applications and complete the two sets of practical applications for 
store and electronically file calculation worksheets.  
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USING SIMPLE SPREADSHEETS TO PERFORM REPEATED CALCULATIONS 
As stated above, this resource assumes you are able to create and save files in computer 

applications such as Excel and Word.  If that is not the case, you should complete the unit 
BSBITU304 Prepare Spreadsheets or similar before continuing with this resource. 

 
Spreadsheets are used very widely in financial calculations.  Apart from the speed at which 
calculations can be made, the accuracy of an electronic spreadsheet is far superior to a 
human calculation – providing the information entered in the spreadsheet (including any 

formula entered) is correct.  In the following examples, the files will be opened each period 
(eg daily, weekly, monthly, quarterly, annually as appropriate) and new figures input to the 
spreadsheet, and the file then saved with a new name to create a new file.   
 
NOW IT’S YOUR TURN. 

To perform these repeated calculations, open the files indicated below and input the new 
values, then save each file with the new name as appropriate. 
Open the file July 20XX to June 20X1 Sale of Goods and update the following figures:. 
 

MONTHS NON-
FICTION 

JUNIOR 
FICTION 

POETRY MEMOIRES 
AND 

BIOGRAPHIES 

TOTAL 

October 126 169 148 140   

November 213 164 202 162   

December 312 104 237 78   

 
Open the file Payroll for Week Ending 8 November, update the figures for the week of 15 
November and save the file with a new name as appropriate. 

 

NAME HOURS WORKED RATE OF PAY TOTAL 

C Law 40 $9.67   

H Fobs 23 $9.67   

M Barwin 31 $9.67   

F Soot 38 $9.67   

N Howe 25 $9.67   

 

Check your answers by opening the files:  Master July 20XX to June 20X1 Sale of Goods; 
and Master Payroll for Week Ending 15 November. 

 
PRACTICAL APPLICATION 
Now turn to the Practical Applications and complete the two sets of practical applications for 
using simple spreadsheets. 
 

 

.  

This is the final task to be completed in this learning guide.  You 
should now have completed the Practical Applications for all 
tasks.  Ask your assessor to arrange further practice, or to arrange 
your assessment if you think you are ready for assessment. 
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 KEY TO EXAMPLES IN THIS CHAPTER 
 
A. What is the value of 6 in the number 1062.21? 

 Answer:  Sixty (60). 
 
B. What is the value of 9 in the number 964.01? 
 Answer: Nine hundred (900).   

 
C. What is the value of 2 in the number 431.20? 
 Answer: Two-tenths (2/10).   
D: What is the value of 7 in the number 7529.36? 
 Answer: Seven thousand (7000).  

 
E: What is the value of 8 in the number 109.08? 
 Answer. Eight-hundredths (8/100).  Return 
 

 
 
ADDITION, SUBTRACTION AND MULTIPLICATION 
 
1962.05 +   6315.29 +  911.10 - 8999.01 - 

4519.80    107.08 +  786.90   259.03 
       64.64 
6481.85     487.01    24.20    739.98   
 

 
5231.46 -   2400 x     411 x 
  19.19      16      72 
 

5212.27     8400     592 Return 
 
 
 

5329  + 87.92  = 5416.92   
 
138.04  + 519.62  = 657.66  
 
911.98 + 2064.78 = 2976.76  Return 

 
 
11.96  - 8.78 = 3.18   
96.56 - 722.77 = 183.79   

3016 - 161.41 = 2854.59   Return 
 
 
 
906  x 14  = 12684   

89 x 110  = 9790     
 
65 x 9.683  = 629.395  Return 
 

 
 
DIVISION 
 
        722.06 

11)7942.63    
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 __   _1.86 
79)146.95             

 
 ___    5.09 Return 
111)564.61 
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CONVERTING SIMPLE FRACTIONS 
 
1/2  = .5    

 
1/4  = .25  
 
2/4  = .5 

 
3/4  = .75  
 
6/9  = .67  
 

8/9  = .89  
 
6/10  = .6  
  

4/11  = .36 Return 
 
 
PERCENTAGES 
 

50% of  $80  = $40      
 
25% of $105  = $26.25   
 

75% of $150.50 = $112.88  
 
33 1/3% of         $90.00             =         $30.00   
 

80% of $221.92 = $177.52  
 
20% of $120.00 = $24.00   
 
15% of $64.64  = $9.70   

 
2 1/2% of $1005.05 = $25.13   
 
5% of $67.43  = $3.37   

 
10%  of $5963.49 = $596.35 Return 
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EXAMPLES USING A CALCULATOR 
 
ADDITION 

 
5231.34 +  2967.28 +  6721.40 + 
1076.22 +   521.63 +  2401.90 + 
4320.91 +  2097.00 +  3647.33 + 

1256.33   887.24    206.66 
11884.80  6473.15   12977.29 Return 
=======  ======   ======= 
SUBTRACTION 
 

1234 -  1098.13 -       968 + 1001 + 
 589   951.29            1234 - 1098 - 
                 593    951 
645     146.84      1609   1148  Return 

===  =====    =====  ==== 
MULTIPLICATION 
 
 24 x   16 x     8.74 x    192 x 
  7.27   24.30  1001        66 

174.48  388.80   8748.74   12672   Return 
=====  =====  ======  =====  
DIVISION 
 

6290/15  =  419.33  
 
730 / 10.50  =  69.52   
 

15.96 / 7.98  =  2   
 
861 / 154  =  5.59   Return 
 
PERCENTAGES 

15%  x  1099.00 = 164.85  
22%  x 679.86  = 149.57  
33 1/3% x 2500.05 = 833.27  
17 1/2% x 167.50  = 29.31  

10%   x $3546.20  = 354.62 Return 
 
 
 
GST 

GST on $2500 = $250.00   
GST on $2625 = $262.50  
GST on $2756.25 = $275.62  
GST on $2894.063 = $289.41  

 
GST on $2837.46 =  $257.95  
GST on $124.20  =  $11.29   
GST on $599.00 =  $54.45   
GST on $14.56 =  $1.33  Return 
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CONVERTING FRACTIONS 
 
7/14  = 0.5  

 
17/14  = 1.21 
 
6/8  = .75  

 
4/9  = .44  
 
20/5  = 4.0  
 

28/8  = 3.5 Return 
 
 
MEMORY FUNCTION 

 
Gross Wage - Tax = Nett Wage 
 
292.00     -  32.40 = 259.60  
506.94     - 203.40 = 303.54  

914.63     - 357.60 = 557.03  
461.96     - 111.92 = 350.04  
219.11     -  58.64 = 160.47  
 

  TOTAL NET WAGE     =     1630.68 Return 
 
 
CONSTANT FUNCTIONS 

 
15 x   80 =  1200  
15 x   45 =   675  
15 x  106 =  1590  
15 x 1485 = 22275  

14 x   65 =   975 Return 
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SYMBOLS AND PICTORIAL REPRESENTATION 
 
Write the calculation for determining C Stevens sales of $6080 as a figure, if we know that 

this is 38% of total sales. 
 
 
34.5% x $16000 = $5520  Return 

 
 
If B Turner's sales are 60% of total sales, what was the sales figure for B Turner?  Write the 
calculation and your answer below. 
 

 
54.5% x $17600 = $8720  Return 
 
Refer to the straight line graph above to answer the following questions. 

Who is paid the lowest wage and what is that person paid?  P Bradley; approximately $380.  
Return 
How much is I M Reader paid weekly?  Approximately $840. Return 
 
Refer to the histogram above to answer the following questions. 

 
What is the difference (in $ value) between sales of Junior Fiction and New Release books? 

 
$7,100 - $2,100              =        $5,000 (approximately)  Return 
 

(These are approximate figures.  If you are within $250, you are correct.) 
 
 
Is it true that the sales of Non-Fiction totalled approximately twice the sales of Poetry? 

 
 
 NO  Return 
 
Non-Fiction were approximately $3800; Poetry sales were approximately $2250.   

Return 
 
Refer to the pictogram above to answer the following questions. 
 

Approximately how much was spent on Travel over the three months March, April and May? 
 
$730 (Between $730 and $770 is a correct answer) Return 
 
Approximately how much was spent on Postage over the three months March, April and 

May? 
 
$450 (Between $420 and $480 is a correct answer)   Return 
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CALCULATING INTEREST 
 

$15000 borrowed at 6% simple interest over 2 years. 
 

Year  

Principal 
 

Interest Principal and 

Interest at EOY 

1  $15,000.00   $300.00   $  15,300.00  

2 $150,000  $300.00   $  15,600.00  

Return  
 
$27500 borrowed at 10% compound interest over 3 years. 
 

Year  

Principal 
 

Interest Principal and 
Interest at EOY 

1  $  27,500.00   $       550.00   $  28,050.00  

2  $  28,050.00   $     2,805.00   $  30,855.00  

3  $  30,855.00   $     3,085.50   $  33,940.50  

Return 
 
$555000 invested at 4% compound interest over 10 years. 
 

Year  

Principal 

 

Interest Principal and 
Interest at EOY 

1  
$555,000.00  

 $   22,200.00   $577,200.00  

2  
$577,200.00  

 $   23,088.00   $600,288.00  

3  
$600,288.00  

 $   24,011.52   $624,299.52  

4  

$624,299.52  

 $   24,971.98   $649,271.50  

5  
$649,271.50  

 $   25,970.86   $675,242.36  

6  
$675,242.36  

 $   27,009.69   $702,252.06  

7  
$702,252.06  

 $   28,090.08   $730,342.14  

8  
$730,342.14  

 $   29,213.69   $759,555.82  

9  

$759,555.82  

 $   30,382.23   $789,938.06  

10  
$789,938.06  

 $   31,597.52   $821,535.58  

Return 
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$115000 invested at 8% simple interest over 5 years. 
 

Year  

Principal 
 

Interest Principal and 
Interest at EOY 

1  

$115,000.00  

 $     2,300.00   $117,300.00  

2  
$115,000.00  

 $     2,300.00   $119,600.00  

3  
$115,000.00  

 $     2,300.00   $121,900.00  

4  

$115,000.00  

 $     2,300.00   $124,200.00  

5  
$115,000.00  

 $     2,300.00   $126,500.00  

Return 
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STORE AND ELECTRONICALLY FILE CALCULATION WORKSHEETS 

 

LABEL FOR LEVER ARCH FILE 

 
July 20XX to June 20X1 – Quarterly Sales Price Calculations   
 
 
 

Return 
 

LABEL FOR LEVER ARCH FILE 

 
July 20XX to June 20X1 – Petty Cash Worksheets 
 
 
 

Return 

 
 

 
Return 
 

 

 
Return 
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USING SIMPLE SPREADSHEETS 
 

Refer to the electronic files Master July 20XX to June 20X1 Goods Sold and Master Payroll 
Week Ending 15 November. 
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MAPPING MATRIX 
 

UNIT OF COMPETENCY STANDARDS REFERENCE 

1.1 Obtain input data and verify as required for workplace 
calculations 

Pages 4-44 

1.2 Determine required outcomes of calculations and confirm 

from task specifications 

Pages 5 – 44 

1.3 Acquire resources and equipment needed to perform 
calculations effectively 

All Practical Applications 

1.4 Use simple spreadsheets where necessary to perform 
repeated calculations 

44 

2.1 Identify and obtain equipment required to perform 
calculations, including hand-held calculators 

16-20 

2.2 Select method suitable for required calculations 4-44 

2.3 Perform financial calculations to complete work 
requirements using techniques suited to selected method 

All Practical Applications 

3.1 Check results to confirm that calculations are accurate 
and meet required outcomes, and identify and correct routine 
computational errors 

5-14; Solutions provided for 
checking. 

3.2 Record calculation results according to organisational 
requirements 

All Practical Applications 
Policy and Procedure Manual 

3.3 Store or electronically file calculation worksheets for 

future use according to organisational policy and procedures 

41 

 

SKILL FOUNDATION SKILLS STANDARD  REFERENCE* 

*PA means Practical 
Application 

Reading Interprets instructions and carefully analyses information 
for errors and discrepancies 

All practice activities 
with solutions; and 
practical applications 

Writing Records information accurately using correct spelling, 
grammar and conventions 

All practice activities 
and practical solutions 

Numeracy Performs mathematical calculations accurately, 
including:  

● addition, subtraction, multiplication, division 

● percentages,  

● fractions,  

● decimals and  

● straight line graphs  
 
to undertake financial computations 

 
 
PP 6-12; 17-20 
PP 15-16 
PP 13 – 14 

PP 27 – 28 
PP 33 – 39 
 

Navigate 
the world 
of work 

Follows organisational protocols, policies and 
procedures relevant to own role 

Policies and 
Procedures Manual 
All Practical 
Applications 

Get the 
work done 

Plans, organises and implements tasks according to 
organisational requirements 
 

Uses the main features and functions of digital tools to 
complete work tasks 

Policies and 
Procedures Manual 
All Practical 

Applications 
PP 22 – 31 
PP 44 – 45 
PP 46 – 63 
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ASSESSMENT REQUIREMENTS 
 
The Performance Evidence for this unit of competence to apply mathematical techniques 
and methods of calculations can be found in this learning resource as follows: 

: 

PERFORMANCE REFERENCE 

Calculation of goods and services tax (GST) PP 22-26 

Calculation of simple interest PP 40-41 

Calculation of compound interest PP 42-43 

Calculation of basic loan calculations PP 40-43 

Effectively use office equipment and software to enter data and 
complete calculations 

PP 17-31; PP 46-63 

Check for accuracy of computational results and correct errors 
where required 

All Practice Activities 

Record calculation worksheets for future reference and use. All Practical Applications; 
PP 43-45 

 
The Knowledge Evidence for this unit of competence to effectively complete the tasks 
outlined in the elements and performance criteria, and to manage tasks and reasonably 
foresee contingencies in the context of the work role can be found in this learning resource as 

follows: 
: 

KNOWLEDGE REFERENCE 

Industry-standard techniques and methods to perform routine 

calculations 
All activities; Policy and 
Procedure Manual 

Typical computational errors and ways to check for them All Practice Activities 

Solutions 

Key features of equipment and software required to conduct 

routine financial calculations 

PP 17 – 31 
PP 46 – 54 
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APPENDIX A 
 

BAGABALA BOOKS 
 

POLICY AND PROCEDURES 
MANUAL 

 

FOR FINANCIAL DUTIES 
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GENERAL 
 
Policy 

 
In carrying out all financial duties due care must be taken to ensure calculations are accurate 
and correct.  All staff must ensure that figures are easily understood and not likely to be 
mistaken, leading to an error in calculation. 

 
All calculations must be displayed to two decimal places in every instance.  For "rounding" 
purposes the second decimal place will be increased to the next number where the third 
decimal place is five or larger.  The second decimal place will be increased to the next 
number where the third decimal place is five or larger.  Management reports will be rounded 

to the nearest dollar.  The basis of rounding will be the same as that for determining the 
second decimal place value. 
 
Where an error is identified, no erasing or other correction method is permitted.  The error 

must be struck through, and the correction written alongside same.  The officer completing 
the correction must initial such corrections. 
 
 
Staff 

 
All staff are responsible for familiarizing themselves with these policies and abiding by them. 
 
Where a number of sections are involved in financial duties, it is expected that full cooperation 

will be given. 
 
Should a procedure be unfamiliar to a staff member that person must ensure they receive 
instruction in the procedure prior to completing duties. 

 
The Office Manager will be responsible for ensuring that each staff member has available 
these policies and procedures.  The Office Manager will also be responsible for ensuring any 
staff members requesting instruction receive the same. 
 

Financial Year 
 
Bagabala Books' financial year is 1 July to 30 June. 
 

Audit 
 
An annual audit of Bagabala Books’ financial records will be carried out by its Accountant.  
This audit must be completed by November following the completion of the financial year. 
 

Specific Procedures 
 
On the following pages you will find procedures and policies relating to specific duties carried 
out at Bagabala Books. 
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SOURCE DOCUMENTS 
 
Policy 

 
The importance of ensuring all documents are held securely is of utmost importance.  Access 
may be required for future reference by staff, auditors or statutory bodies.  Documents must 
be easily accessed. 

 
Approval 
 
Each source document must be approved by either the Project Coordinator or the Office 
Manager. 

 
System 
 
Documents are to be kept in numerical order of serial numbers.  Like documents are to be 

stored together, ie specific reports such as weekly/monthly/quarterly sales, orders, cheques, 
etc. 
 
Hard Copy Reports 
 

Hard copy reports must be stored in financial year chronological order of like documents, ie 
bank reconciliation statements stored together; petty cash reports stored together; payroll 
reports stored together.  Files will be stored in folders labelled by year and month and then 
document type.  For example, July 20XX to June 20X1 – Bank Reconciliation Statements. 

 
Soft Copy Reports 
 
Soft copy reports must be stored in folders in financial year chronological order of like 

documents, as per above examples.  Files will be stored in folders labelled by year and month 
and then document type.  For example, July 20XX to June 20X1 – Bank Reconciliation 
Statements. 
 
Security 

 
All staff with a genuine interest in documents are to have access.  The need for access will be 
ultimately determined by the Office Manager. 
 

Persons not employed by Bagabala Books will not have access to documents unless required 
under statutory requirements or for auditing purposes. 
 
Archives 
 

Source documents are to be stored in a secure and accessible manner for a period of seven 
years from the first day of the financial year in which they were initiated. 
 
After that time, the Office Manager is responsible to ensure that documents are destroyed in a 

confidential and thorough manner. 
 
 

 

 


