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1. Change all Mixed Numbers to Improper Fractions. 

2. Do things in Order of Operations - Parentheses, Exponents, Multiplies and Divides and, lastly, Adds and 
Subtracts. 

3. Find the Lowest Common Denominator (LCD). 

4. Convert all fractions to Equivalent Fractions – with the same LCD. 

5. Add and/or Subtract. 

6. Simplify. 

 
Symbols 

 
      + Add, And, Plus, Increase, More, Sum 
  
    - Minus, Subtract, Less, Take away, Difference, Decrease, Discount 
 
      * Times, Multiply, Of, Double, Triple, x, •, Product, 
 
      ÷ Divide, Quotient, /, Goes into, Divided by, 
 
      = Equals, Is, Total 

 
 
 

Tax & Commission 
  
 Cost  x  Tax Rate  =  Tax     (Add) 
 
 Cost  x  Commission Rate  =  Commission      (Subtract) 
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Change 
  
 Starting Value  +  Change  =  Ending Value 
 
 % Change  =       Change         *  100 
 Starting Value 

 
 
 

Signs 
 
 Multiply or Divide:  (+ and +) or (- and -) is always “+” (plus) 
     (+ and  -) or (- and +) is always  “-” (negative) 
 
 Add/Subtract:  “+(+” or “-(-”  is always “+” (plus) 
     “+(-”  or “-(+” is always “-” (negative) 

 
 
 

Fraction Equivalents 
 

1

10
 =0.10000 

1

8
 = 0.12500 

1

6
 = 0.16667  

1

5
 = 0.20000 

 

 
1

4
 = 0.25000 

1

3
 = 0.33333 

1

2
= 0.50000  

2

3
 = 0.66667 

 

 
5

6
 = 0.83333 

3

8
 = 0.37500 

5

8
 = 0.62500  

7

8
 = 0.87500 
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Units 
 
  

Size Prefix Weight Length Volume Size 

1

1000
 Milli Milligram Millimeter Milliliter Small 

1

100
 Centi Centigram Centimeter Centiliter  

1

10
 Deci Decigram Decimeter Deciliter  

1 ---- Gram Meter Liter Regular 

10 Deca Decagram Decameter Decaliter  

100 Hecto Hectogram Hectometer Hectoliter  

1000 Kilo Kilogram Kilometer Kiloliter Large 

 
 

Adding Signed Numbers 
 
Absolute Value “| |” : Just use the number without the sign. 
 
Same Signs: Use that sign, and then add the absolute value of the two numbers. 
 
Different Signs: Use the sign of the number with the largest absolute value, and subtract the smallest 
absolute value from the largest absolute value. 
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SAFETY DISCLAIMER: 

M-SAMC educational resources are in no way meant to be a substitute for occupational safety and health 
standards. No guarantee is made to resource thoroughness, statutory or regulatory compliance, and related 
media may depict situations that are not in compliance with OSHA and other safety requirements. It is the 
responsibility of educators/employers and their students/employees, or anybody using our resources, to 

comply fully with all pertinent OSHA, and any other, rules and regulations in any jurisdiction in which they 
learn/work.  M-SAMC will not be liable for any damages or other claims and demands arising out of the use of 

these educational resources.  By using these resources, the user releases the Multi-State Advanced 
Manufacturing Consortium and participating educational institutions and their respective Boards, individual 
trustees, employees, contractors, and sub-contractors from any liability for injuries resulting from the use of 

the educational resources. 
 

DOL DISCLAIMER: 

This product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training 
Administration. The product was created by the grantee and does not necessarily reflect the official position of 
the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any 

kind, express or implied, with respect to such information, including any information on linked sites and 
including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, 

continued availability, or ownership. 
 

RELEVANCY REMINDER: 

M-SAMC resources reflect a shared understanding of grant partners at the time of development. In keeping 
with our industry and college partner requirements, our products are continuously improved. Updated versions 

of our work can be found here:   http://www.msamc.org/resources.html. 
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