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To calculate and document the fixed costs, another table is maintained in the 

Statistics worksheet.   

 

6.2.3. Sales of wholesalers 

 

Cuentapropistas are not allowed to be wholesalers. However, the distinction 

between wholesale and retail is a matter of definition. If you are not guided by 

the amount traded then the retail trade is characterized by selling on 

anonymous markets. The retailer has salesrooms and is visited there by the 

customers. The prices are not negotiated and the goods are immediately paid 

and taken. 

 

A wholesaler knows his customers who buy the goods for their company. He 

accepts orders that will be delivered later. He brings the goods to the customers, 

they have to pay only after a few days. The cuentapropitas operating in these 

businesses can procure special goods for other companies. The wholesale 

(mayoreo) defined in this way is supported with the file ventasM19. 

 

The jobs are recorded in the worksheet "ventas". 
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Fig. 64: Order acceptance 

 

(Source: download file - There is only a Spanish version.) 

 

With the indication of the customer no. (A50) the name (cliente50) and the 

address (dir-1-50 and dir-2-50) are controlled. In the worksheet "estatistica" 

the orders and the billed sales are displayed next to a table with this data. The 

number of the seller who processes the order can also be used for another 

differentiator. 

 

Next, the article no. and the amount entered. Product description and unit price 

are automatically read in like the customer data from a table in the worksheet 

"estatistica". The amount per line is calculated automatically. 
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Fig. 65: Order processing 

 

(Source: download file - There is only a Spanish version.) 

 

The data is transferred to the worksheet "entrega", with the quantity from the 

order first being zeroed out with the "?" Column. If the seller has checked or 

organized the delivery capability of this item, he deletes this clearing item and 

thus releases the item for the invoice. If all ordered items can be delivered and 

have been activated, the worksheet "estatistica" can show the invoice no. be 

forgiven. This can be the delivery. 

 

The worksheet also updates the inventories. It starts with the article no., Article 

designation and the price request. These data are automatically entered with 

the order no. read. The price claim can be changed in negotiations with the 

customer. The following columns show the sales from the orders and invoices. 
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In the following part, the initial inventory of the various goods is first presented. 

This column can also be copied to the previous file. The next column shows 

the deliveries received. The withdrawals can be imported from the settled 

orders and the current stock can be calculated. Thereafter, the already ordered 

but not yet delivered goods can be entered. Behind this the withdrawals from 

the orders are deducted. To ensure that goods already delivered are not 

deducted twice, this item is adjusted. It then results in the fictitious final 

inventory. If this is negative, this is indicated by the message "buy". 

 

Fig. 66: Article master data and article statistics 

 

(Source: download file - There is only a Spanish version.) 

 

The data from the worksheet "entrega" are read into the print version of the 

invoice in the worksheet "imprime". This allows the invoice to be printed. The 

first 6 lines contain the letterhead and are repeated on each printed page. Each 
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invoice can be printed selectively by displaying the customer's serial number 

in the worksheets ventas and entrega on the customer no. is specified as the 

print area "from page ... to page ...". 

 

Fig. 67: Invoice printing 

 

(Source: download file - There is only a Spanish version.) 

 

In a table in the worksheet "estatistica", in addition to the control of the 

customer numbers and article numbers with an evaluation of the sales, the 

release of the invoices with an assignment of the invoice number is controlled. 

The note "trabajando" shows that the order is still being processed and still no 

invoice number. was awarded. Two additional columns indicate the date of 

payment and the amount paid. 
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Fig. 68: Administration of invoice numbers 

 

(Source: download file - There is only a Spanish version.) 

 

In addition, there is an evaluation for the seller with the orders and the billed 

sales. 

 

The table "calculación" contains formulas that should not be changed. 

 

6.2.4. Sales of restaurants 

 

For each day a copy of the file is created. For this purpose, month and day are 

added to the name "ventasR19", e.g. "VentasR190330" for March 30, 2019. 

 

Every food and drink gets a code in the menu. He can be chosen freely. A letter 

with a number should suffice. A short code reduces the risk of erroneous 

capture. The codes with a long name and price are stored in the table 

"estatistica" in the fields J11 to L109. There are 99 options available. 
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Fig. 69: Recording orders 

 

(Source: download file - There is only a Spanish version.) 

 

The following columns show the sold quantity and the daily turnover. In the 

area B51 to H102 the turnover for each customer is displayed with the invoice 

number, the number of persons and the number of the table. In the area B37 to 

F47 there is a table with the turnover per table. If the waiters associate the 

customers with the categories A (eg often comes), B (eg a familiar face, 

occasionally) and C (eg unknown face or rarely), an evaluation according to 
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customer groups can be made in the table R9 to X60 , Customer satisfaction is 

a high priority for most restaurants. The division into customer groups allows 

an observation of this goal. 

 

Fig. 70: Example of orders entered 

 

(Source: download file - There is only a Spanish version.) 
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The tables B9 to G31 help with the daily billing of the cash register. In the two 

lines above it is calculated whether there is a difference between the daily 

income and the turnover after the tables. 

 

The waiters enter the orders in the table "ventas" in the color-coded fields. In 

line 1, the current date and the last invoice number from the last file must be 

entered. In columns C and D code and quantity are entered. In column B, a 

category of customers (A, B or C) can be made. For this, the number of the 

table and the number of persons is entered. 

 

Fig. 71: Invoice printing 

 

(Source: download file - There is only a Spanish version.) 



  - 220 - 

In column K, the status of processing is noted. When a job is done, the waiter 

enters a letter there. Every waiter can get his own letter. Then you can track 

who served the customer. 

 

Fig. 72: Statistics 1 

 

(Source: download file - There is only a Spanish version.) 

 

The waiter can record the order with code and number on a simple note, then 

enter into the computer and give the note in the kitchen. If the invoice is to be 

printed, the waiter must briefly change to the worksheet "imprime" and print 

out the page, using the page with the customer no. must limit, as e.g. for the 

customer 28, the print area from page 28 to page 28. A copy of the invoice is 

printed on the left and the invoice on the right on a sheet of paper. The leaf can 

be separated in the middle. The right half gets the customer, the left half 

remains as a copy in the restaurant. Lines 1 to 6 contain the data of the 
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restaurant. They are repeated on every expression. The paper size is set to 

Letter (US Standard Letter) = 215.9 × 279.4 mm. 

 

Fig. 73: Statistics 2 

 

(Source: download file - There is only a Spanish version.) 

 

There are 48 customers with 10 positions per customer and 2 customers (# 49 

+ 50) with 16 positions available. If more customers arrive on individual days, 

a second file would have to be produced. 
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Fig. 74: Statistics 3 

 

(Source: download file - There is only a Spanish version.) 

 

The table "calculación" contains formulas that should not be changed. 
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6.2.5. Sales of short-term rentals 

 

In the short-term rental apartments or individual rooms are rented day by day 

to individual tourists who have no interest in the fringe benefits of hotels. It is 

supported by the file ventasT19. The bookings are managed in the worksheet 

"diario". There are also 26 worksheets with the letters A to Z and a billing for 

the customers. These sheets refer to the 26 rows of a table in "diario", which is 

shown in the following figures. The columns have the following meaning: 

 

hoja:   Worksheet, labeled with letters A to Z. 

codigo:   3 apartments with the numbers 1 to 3 are supported. 

apartamiento:  Name of the apartment 

factura:   Invoice no.  del ...:  Invoice date 

llegada:   Arrival   días:  Duration of stay 

salida:   Departure 

pers .:   number of guests 

desayuno:  is marked with "x", if additionally a breakfast is desired. 

precio:   price of the room for the entire stay 

desay .:   Calculation of breakfast for the entire stay 

otro:   other services provided 

total:   invoice amount for all services 

pago:   data of payments received 

fecha:   date of payment:   tarjeta: credit card 

banco:   Bank Transfer   effectico: Cash 
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Fig. 75: Data acquisition 

 

 

(Source: download file - There is only a Spanish version.) 

 

Fig. 76: Addresses + Scheduling 

 

 

(Source: download file - There is only a Spanish version.) 

 

abierto:   open amount when creating the bill 

Nombre 1:  first part of a long name, or salutation 
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Nombre 2:  second part of a long name, or normal name 

Calle, no .:  street and house number 

Cuidad:   postcode and city 

país (exranjeros): country of origin, with foreigners 

 

Right next to it is a table with calendar data. The days for which reservations 

are available can be deleted. This displays the days the room is available. Upon 

a request from a customer, e.g. on the phone, the necessary data is visible. If a 

customer wants to reserve a room, his address and the period can be entered 

immediately. 

Fig. 77: Invoice printing 

 

 

(Source: download file - There is only a Spanish version.) 
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Billing is printed by going to the relevant worksheet in the file and specifying 

the current worksheet in the print command. The leaf can be separated in the 

middle. The right half is for the customer and the left half for the own 

documents. 

 

6.2.6. Sales of retailers 

 

Retailers who use sales offices to operate an anonymous market receive cash 

payments from customers. They do not write their customers bills. You could 

also accept credit or debit cards as a means of payment. But that would require 

an electronic cash register system and a problem solution by spreadsheet 

unnecessary. Therefore, this section does not address this possibility. 

 

Fig. 78: recording the stock and calculation of sold quantities 

 

(Source: download file - There is only a Spanish version.) 

 

It is assumed that the retailer will be provided at regular intervals, e.g. Once a 

week, checks its inventory to buy missing items. The table "ventas" offers the 

possibility to record the results of this statement. First of all, the article number, 
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article description, sales price and purchase price are recorded. These data must 

be updated as needed. Thereafter, the initial inventory is recorded. At regular 

intervals, the purchases are recorded in quantity and amount as well as the final 

inventory in units of measure. From this, the quantity sold, the resulting 

extrapolated sales and raw profit are calculated. This part can be copied several 

times next to each other. For the sales, purchases and raw profits a sum is 

formed. This part of the table can be copied several times next to each other. 

In the example, 5 time periods with 9 articles were formed. The number of 

articles can be extended as required by inserting empty lines and copying the 

formulas before the last line. Fixed periods of 7 days were assumed. However, 

the entry of the final inventory should be made immediately before the 

purchase of new goods, regardless of specific time periods. The purchases 

should be entered immediately after the purchase. 

 

The simple method of recording revenue is based on daily revenues, which can 

be determined indirectly from the differences in cash on hand. The withdrawals 

must be adjusted. A table for calculating the cash balance taking into account 

both national currencies in the worksheet "caja" should avoid addition errors. 

The results are entered in a table every day. 
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Fig. 79: Cash position determination 

 

(Source: download file - There is only a Spanish version.) 

 

Fig. 80: Cash register control 

 

(Source: download file - There is only a Spanish version.) 

 

The worksheet "control" records sales, purchases, and gross profits, which are 

extrapolated from sales and usual margins. This results in the change in 

inventories. 

 



  - 229 - 

A control table, in which the deposits and withdrawals from the intake of cash 

on hand are read in, indicates possible differences. It is assumed that the 

payment of goods purchases from the till takes place. If this is not the case, the 

difference is explained. 

 

6.2.7. Determination of sales revenues and receivables 

 

In the case of short-term rentals, there is the peculiarity that the service is not 

provided at one time, but in a period of time. The periods are to be demarcated 

and often to disassemble individual reservation periods. Advance payments 

can also be collected. For this purpose, a formula work was included in the file, 

which assigns the sales accordingly. A comparison of the arrival, departure and 

payment date with the end dates of the calendar months allows an assignment 

to the months. 

 

The attendance days are calculated for the arrival and the departure month. If 

there is a full month in between, all days are taken into account. Subsequently, 

the turnover is distributed in relation to the days per month. Because a tourist 

visa is valid for a maximum of 30 days and can only be extended to a maximum 

of 60, longer periods were not planned. 

 

The payment takes place at a time. It is to be distinguished whether the 

achievement was still paid in the same month, whether a demand arose and 

still exists at the end of the month, or whether an advance payment took place. 
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For taxi drivers, restaurants and retailers, revenues can be derived from daily 

revenues. There are no claims and advance payments here. 

 

The craftsmen and wholesalers write bills and receive their money a few days 

after the service has been provided. With them there are changes to demands. 

There could also have been an advance payment. The sales are calculated from 

the invoices. As with short-term rentals, it must then be assigned on the basis 

of the invoice and payment date. A distinction is then made as to whether the 

invoice and payment are in the same month, whether the payment takes place 

in a later month (claim), or whether it was paid before the invoice was created 

(down payment received).  

 

6.3. Data collection from purchasing 

 

Goods purchases have already been handled for the wholesalers in the 

ventasM19.ods file and for the retailers in the ventasX19.ods file. The 

craftsmen were assumed that the material needed for the specific contract is 

purchased. They have information about the purchase prices and ideas about 

the prices that they want to demand from their customers, but they do not 

maintain any material stocks. At the restaurants it is assumed that the food is 

bought mainly fresh. For them, however, so far the procurement market 

research, inquiry, offer, order and delivery has not been discussed. 
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Fig. 81: Extract from Fig. 23 

 

(Source: own illustration) 

 

The data is collected in a structured manner so that it can be sorted using the 

steps "Datos - Ordenar". Taxi drivers and short-term rental companies, on the 

other hand, do not need any material or goods stock. 

 

Procurement market research: 

The required materials or goods are specified article numbers and designations. 

In addition, the possible suppliers are listed where the goods could be 

purchased. The following columns are suggested: 

 

Procurement market research 

Item No.        Cred no.     Item No. Cred       Price         Source        Date 

 

Inquiry: 

Here the possible supplier is addressed. It should also be recorded how the 

contact was made. If the request is answered with an offer, it is with the offer 

no. to refer. The following columns are suggested: 
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Inquiries  type = writing (s),   verbal (m), phone (t)    Offer 

Item no.        Art.-No.       Cred no.      Item No. Credits    Date    No. 

 

Offer: 

The offers enable a concrete price comparison and thus the selection of 

suppliers. A purely mechanical selection for the cheapest prices is not 

recommended. It must also be considered the quality. There will also be fewer 

suppliers to choose from for the entire range, rather than a large number of 

suppliers for each individual product. The following columns are suggested: 

 

Offers    type = written (s), verbal (m), by phone (t)                        Request 

Item no.   item.-No.    Cred no.    Item No. Credits   Date   Type        No. 

 

Assignment: 

The orders placed must be recorded in order to be able to check compliance 

with the delivery date, the accuracy of the delivery or the service provided and 

the invoice. The following columns are suggested: 

 

Type of order   written (s),    oral (m),    telephone (t)                              Confirmation     delivery 

curr. No.    item.-no.  Cred no.    Item No. Credits   Quantity Price  Amount Date Art.-No.  Date  

 

Delivery: 

Upon delivery, the correctness of the delivered goods and the quantity must be 

checked and a check for possible damage must be made. The result of this 

control should be recorded. The following columns are suggested: 
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Delivery            deviation from            deviation from 

curr. No.  Art.-no.  Order  cred. No.  Item No. Cred.  volume  order  damage 

 

For the serial numbers, it is proposed to include the year and one digit to 

distinguish the various operations. For example, the serial number for 2019 

requests could be preceded by 191, for offers 192, for orders 193 and for 

deliveries 194. With a six-digit number, 999 events per year or an average of 

19.16 operations per week could be managed after the decimal point, which 

should be sufficient for Cuentapropistas. The editors no. in the tables is entered 

only once and then copied down. For later sorting transactions, however, the 

vendors in each line are important. The serial numbers may not be defined by 

formula, so that resorting to the serial number is always possible. 

  

Because support for purchasing is not a concrete handling instruction, no 

formulas are developed here and no sample data is entered for testing purposes. 

 

6.4. Further data acquisition 

 

6.4.1. Purchases on account 

 

In the "maestra" worksheet, 26 codes were first entered in capital letters, which 

can be used to define common uses. Underneath the account no. and account 

description deposited. Underneath, the bookings currently accumulated in this 

file are displayed. 
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Fig. 82: Master data Account 

 

(Source: download file - There is only a Spanish version.) 

 

In the worksheet "entrada" this code is entered, whereupon account no. and 

account names are automatically displayed behind it. You can also enter a two-

digit cost center number and a three-digit cost unit number that can be entered 

from the table in column N to a five-digit cost center no. be merged for data 

transfer into an accounting program. Without data transfer, the data can also be 

sorted according to the entered codes. But the data area should be copied to 

another file. The own invoice no. will continue automatically. For this, the last 

invoice no. from the previous file. 

 

Fig. 83: Invoice entry 

 

(Source: download file - There is only a Spanish version.) 

 

For purchases on account the payment has to be organized. In Europe, this 

happens with electronic banking. In Kenya, for example, enforced the system 
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M-Pesa, with which the credit on a mobile phone card can be used like a bank 

account (see: https://www.welt.de/wirtschaft/bilanz/ article162694583/Afrika-

zeigt-der-Welt-wie-mobiles-Bezahlen-geht.html)   

 

In anticipation of the digitization strategy of the Cuban government, the file 

"factura.ods" already assumes a digital payment, but is based on European 

processes. For this, the IBAN (international bank account number) and the 

name of the creditor must be deposited and entered with the creditor no. be 

called. Next, the invoice no. entered by the creditor and later used for payment. 

The name and the IBAN are stored under this number in the maestra worksheet. 

 

Fig. 84: Vendor master data 

 

(Source: download file - There is only a Spanish version.) 

 

In addition to the table of recorded invoices, there is a table with the codes, 

account no. and designation as well as the bookings currently accumulated in 

this file. This part helps to specify the correct letter as the code for the account 

number. Right next to it is a table with the names of the vendors and the IBAN, 

which next to the invoice number. of the creditor and the amount needed for 

the payment.  
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Fig. 85: Payment data 

 

(Source: download file - There is only a Spanish version.) 

 

6.4.2. Immediately paid purchases  

 

With the immediately paid purchases can be paid with cash, a bank card or a 

credit card. These three payment methods must be separated and the current 

cash holdings or the remaining credit limit for the credit card updated. The 

intended use can be shortened again with 26 letters. Because these are usually 

specific expenses that must be paid immediately by cash or a card, the 

deposited bank account numbers may differ from the invoices. It therefore 

makes sense to place an explanation of the short codes next to the data entry. 

 

The definition as cash, bank or card payment is also made with a letter. But it 

can also be a digit used. Two further definitions are to be provided for the 

transfer of bank credit to the credit card as well as cash withdrawals from the 

bank account. 
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Fig. 86: Cash register, part 1  

 

(Source: download file - There is only a Spanish version.) 

 

The document no. will be continued automatically. It makes sense to keep a 

separate file for each month, whereby the period can be incorporated into the 

document number and otherwise restart each month. 

 

Fig. 87: Cash register, part 2 

 

(Source: download file - There is only a Spanish version.) 

 

 

 



  - 238 - 

6.4.3. capital goods 

 

For the profitability of a company the right investment is of central importance. 

The investment properties and their remaining useful life should also be 

observed if small businesses do not want to afford a sophisticated investment 

controlling. 

 

Any item above a materiality limit should be registered with the acquisition 

date, cost, and expected life. These assumptions remain unchanged for the 

balance sheet and the tax return. For internal purposes, in particular cost 

accounting, the expected remaining useful life and the current value should 

also be re-evaluated, especially in the case of older items, differently from the 

data in the balance sheet. First, a cell reference can be set to the book value. In 

case of a different assessment, the number would be overwritten by the 

revaluation. 

 

The worksheet "depreciación" of the file inversión.ods proposes four groups 

of capital goods with their own inventory number ranges. If an existing object 

is extended, the extension should be inserted under the same inventory number 

as a new line. The useful life of the extension is then the remaining useful life 

of the extended object. For a departure, the date of departure is entered in the 

column "fecha de dejando". In case of a partial departure, a new line with the 

same inventory no. are inserted into which then the originally purchased 

position is divided into the departed and de-used part. 

 


