BTT 101


Exercise 1: Creating a Spreadsheet

Read the instructions below to create the following payroll spreadsheet.  Save your spreadsheet in your student workspace.  Create a folder called Excel and save your file as payroll.

	MILLENIUM COMPUTER CONSULTANTS
	
	
	
	

	
	
	
	
	
	
	
	

	Payroll: Week Ending January 14, 2000
	
	
	
	

	
	
	
	
	
	
	
	

	Employee #
	Last Name
	First Name
	Hours 
	Hourly Pay
	Gross Pay
	Deductions
	Net Pay

	1
	Edwards
	Rocco
	40
	$20.00
	
	
	

	2
	Smith 
	Sarah
	40
	$25.00
	
	
	

	3
	Ross
	David
	40
	$18.00
	
	
	

	4
	Davis
	Fred
	44
	$29.00
	
	
	

	5
	Foster
	Susan
	35
	$35.00
	
	
	

	6
	Tangi
	Dona
	38
	$21.00
	
	
	

	7
	Lynch
	Bob
	25
	$18.00
	
	
	

	
	
	
	
	
	
	
	

	TOTALS
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


1. In cell A1, type (in upper case) the title MILLENIUM COMPUTER CONSULTANTS

2. In cell A3, type Payroll: Week Ending January 14, 2000

3. Type the following headings:

Cell
Heading
A5
Employee #



B5
Last Name

C5
First Name

D5
Hours

E5
Hourly Pay

F5 
Gross Pay

G5
Deductions

H5
Net Pay

4. List the employee numbers in range A6:A12

5. List employee last names in range B6:B12

6. List employee first names in range C6:C12

7. List the number of hours worked for each employee in range D6:D12

8. List each employees hourly wage in range E6:E12.  Enter the hourly wage WITHOUT the dollar sign with zero decimal places.  For example, enter 20 in cell E6.

9. To format the hourly wages for all employees, highlight the desired range (E6:E12).  Choose Cells from the format menu, select the number tab.  In the category list box, choose the desired format for the cells, in this case select Currency.  In the decimal places box, type 2 or use the arrows to select 2.  Click OK.
10.   In cell A14, type TOTALS (in upper case).

11. Highlight the range A5:H14 and center align the data.

CALCULATING GROSS PAY, DEDUCTIONS AND NET PAY

In our spreadsheet, gross pay refers to the amount of money that our employees have earned (before any deductions are taken away).  Gross pay is equal to the number of hours worked multiplied by each employees hourly wage.  Therefore, we need to multiply cell D6 with cell E6 to find Rocco Edward’s gross pay.  By entering a formula in cell F6, Excel will automatically do this calculation for us.  Remember all formulas start with an equal sign (=) and that Excel uses the asterisk (*) for multiplying, plus sign (+) for addition, minus sign (-) for subtraction and a slash (/) for division.

CALCULATING GROSS PAY

1. In cell F6, type =D6*E6

2. This formula will multiply the number of hours worked with the hourly pay rate for Rocco Edwards.  Complete the above step for all employees in the range F7:F12.  Note: the cell reference for each formula will be different.

3. Format the cells in range F6:F12 as currency to 2 decimal places.

CALCULATING DEDUCTIONS

In our spreadsheet, we will assume that deductions are going to be 25% of our gross pay.   Therefore, we need to enter a formula in cell G6 to calculate the deductions for employee #1, Rocco Edwards.  

1. In cell G6, type =F6*.25

2. Calculate the deductions for the remainder employees in the cell range G7:G12

3. Format the range G6:G12 as currency to 2 decimal places. 

CALCULATING NET PAY

Net pay in our spreadsheet is the difference between an employee’s gross pay and their deductions.  A formula is required in cell H6 that will automatically calculate an employee’s net pay (gross pay – deductions).

1. In cell H6, type =F6-G6 

2. Calculate the net pay for the remainder employees in range H7:H12

3. Format the range H7:H12 to currency 2 decimal places.

CALCULATING TOTALS FOR ALL EMPLOYEE HOURS, GROSS PAY, DEDUCTIONS AND NET PAY

In our spreadsheet, we want to know the total hours all employees worked in cell D14.  To calculate the total hours worked for all employees, you could create a formula that adds each cell one at a time.  For example, =D6+D7+D8+D9 etc. etc.  In a large spreadsheet this isn’t practical or efficient.  You can use a function in Excel called “SUM” to give you the same results.  

1. Make cell D14 the active cell.

2. From the menu bar, select Insert, Function and select sum (or click the sum button ( from the standard tool bar and press enter).

3. Make sure the range in the formula is D6:D13.  Your function should be SUM(D6:D13)

4. Calculate the total Gross Pay, Deductions and Net Pay for all employees in cells F14, G14 and H14.

ENTERING NEW DATA

One employee was not entered in our payroll spreadsheet.  Enter in the following data (what happens to the values in cells D14, F14, G14 and H14?)

Employee #: 8

Last Name: Russel

First Name: Ana

Hours Worked: 30

Hourly Pay: $22

Save your work and exit Excel.  Make sure you’ve saved your workbook (named your file) payroll.

