INSTRUCTIONS
for
COMPANY RATIOS WORKSHEET (Revised 28 Apr 09)
John W. Diercks (jwdiercks@aol.com)
Overview:  This Excel worksheet allows an investor to enter financial data from income statements, balance sheets, and statements of cash flow to compute 20 financial ratios.  The user can enter data to compute ratios for up to four years.  The ratios are computed automatically as data is entered for various parameters, such as Total Current Assets (CA) and Total Current Liabilities (CL), in the top portion of the sheet.
The Company Ratios Worksheet is divided into two major sections.  The top section (Section 1) is for data entry from financial statements, and the bottom section (Section 2) displays the financial ratios as they are calculated by Excel.  The ratios are further divided into five subsections.  (See Attachment 1 for a sample completed worksheet.)  
In addition to data entries, the user can enter alphanumeric entries on each sheet to identify the company name, ticker symbol, and year.  As specific years are entered above the data entry section, they are automatically repeated above the columns for each year in the ratios section of the worksheet.  The right-most column in the ratios section of the worksheet is provided to manually enter industry averages for each ratio.
Each parameter in the data entry section is identified by name and symbol.  The source of each parameter, such as income statement, balance sheet, or statement of cash flow, is also shown.  The entries for Preferred Dividends (PD), Cash Flow from Operating Activities (OCF), and Shares Outstanding (SO) are only required if the user wants to calculate cash flow statistics (last subsection in the ratios section).
The ratio name, equations for each ratio, and symbols used in each ratio are highlighted in yellow in the ratios section.  Benchmarks are also provided for each ratio.
It is not required to calculate ratios for four years.  The user can calculate ratios for only one, two, or three years, if desired.  However, six parameters require data entries for one additional year to calculate growth ratios and to average several parameters for a two-year parameter.  These parameters are noted with pinkish cells in their right-most column.  For example, if only two years of ratios are required, then Current Earnings per Share (CE) would need to be entered for three years.  If ratios for four years are required, then a data entry for a fifth year would be required for Current Earnings per Share (CE).  In the year five column, entries are only allowed for those parameters requiring a fifth year.
See the paragraph titled “Final Notes” on page 2 before starting data entry.

Alphanumeric Entries:  These entries include company name, ticker symbol, and year.
Step 1.  Double click using the left mouse button on the left most Excel cell of the alphanumeric identifying information.  For example, the user should double click on the cell with “Company” to enter the company name.  A blinking cursor should appear in this cell, and the cell should be fully or partially outlined by a thick black line.

Step 2.  Use the arrow key (→) to move the cursor to beyond the colon.

Step 3.  Type the desired entry.
Step 4.  Enter the next alphanumeric entry following steps 1 – 3 above.

Data Entries for Each Year:  These entries are data from the income statement, balance sheet, statement of cash flow, and, possibly, the company’s annual report.  See “Sources for Data Entries” on page 3.  The data entries are entered in the cells below each year.
Step 1.  Click once using the left mouse button on the cell for the first parameter (Total Current Assets (CA)) under the most recent year.  The cell should be outlined by a thick black line.
Step 2.  Enter data.

Step 3.  Left click once on the next data cell or use the “tab” key or “→” key to move over to the next data cell for the same parameter and enter data in the cell.
Step 4.  Continue the above procedure for the same parameter until data entry for the desired number of years is completed.
Step 5.  Left click once on the cell for the second parameter (Total Current Liabilities (CL)) under the most recent year and enter data.  Then continue to the next cell and enter data.
Step 6.  Continue this procedure until data entry for all parameters is completed.  (Remember: entries for Preferred Dividends (PD), Cash Flow from Operating Activities (OCF), and Shares Outstanding (SO) are not required if the user does not want to calculate cash flow statistics (last subsection in the ratios section)).
Final Notes:
1. It is recommended that a clean, unmodified copy of the Company Ratios Worksheet be saved at all times.  The initial step should be to save a copy of the worksheet for the company by using the “Save As…” option under the File menu before entering data.  For example, if working on Stryker Corporation, it is recommended that you immediately save the worksheet as “worksheet.SYK” or something similar before the first data entry.  A clean, unmodified copy of the original worksheet should also be copied to another folder to avoid any possible contamination of the original.  This is a safety step.
2. The best source for income statements, balance sheets, and statements of cash flow to complete the ratio worksheet is www.etrade.com.  Go to a company on Etrade by entering the ticker symbol.  Then click on “Fundamentals” and “Income Statement” in succession.  The income statement will then appear and can be printed.  Next click on “Balance Sheet.”  The balance sheet will appear and can be printed.  Then do the same for the statement of cash flow.  The industry averages are available at www.reuters.com. 
3. Cells with equations in the background (can’t be seen by the user) have been locked and password protected.  This is a safety feature to protect the equations from inadvertently being modified by the user.
4. Entries should be in millions of dollars.  For example, 123 Million should be entered as “123”, not 123,000,000.  Note: Etrade provides income statement and balance sheet entries in millions and statement of cash flow entries in thousands.  Thus, 123,100 on the statement of cash flow should be entered as 123.1 on the worksheet.  The only exceptions are entries for Employees (E), Present and Past Earnings per Share (CE and PE), and Current Year Cash Dividends per Share (CD).
Source for Data Entries:
Total Current Assets (CA): Balance Sheet
Total Current Liabilities (CL): Balance Sheet
Total Inventory (TI): Balance Sheet
Cost of Sales (CS): Income Statement
Current Inventory (CI): Balance Sheet
Past Inventory (PI): Balance Sheet
Total Sales (TS): Income Statement
Total Current Receivables (TR): Balance Sheet
Past Receivables (PR): Balance Sheet

Long Term Debt (LTD): Balance Sheet
Total Equity (TE): Balance Sheet
Employees (E): Annual Report
Net Income (NI): Income Statement
Total Assets (TA): Balance Sheet
Current Sales (CS): Income Statement
Past Sales (PS): Income Statement
Current Earnings per Share Including Extraordinary Items (CE): Income Statement
Past Earnings Per Share Including Extraordinary Items (PE): Income Statement
Current Year Cash Dividends per Share (CD): Income Statement
Preferred Div, Total Amount, not EPS (PD): Annual Report
Cash Flow from Operating Activities (OCF): Statement of Cash Flow

Shares Outstanding (SO): Balance Sheet
