BCIS II – Excel Review (Part I)


You started working at the business office.  You have been asked to set up a weekly departmental payroll spreadsheet for last week’s payroll.  Your deductions are based on the Gross Pay.  Below are the formulas you need use to set up the payroll.  Read ALL pages of instructions carefully before you begin typing.
Starting in Row 4, Column E, enter the following employee information:

	Employee
	Employee
	Pay
	Hours

	Name
	ID
	Rate
	Worked

	
	
	
	

	Kari Garcia
	1111
	$5.25
	39

	Sally Wright
	1112
	$7.35
	40

	Fred Stephensen
	1113
	$6.35
	41

	Lauren Roberts
	1114
	$5.95
	42

	Patty Gardiner
	1115
	$10.05
	43


Gross Pay: 
Pay Rate * Hours Worked

Net Pay:
Gross Pay – Total Deductions

Calculate deductions using the following formulas:

Income Tax: 
28% of Gross Pay
Insurance:
$50.00 ONLY if Gross Pay is $250.00 or more

$25.00 ONLY if Gross Pay is less than $250.00

Social Security:
7.5% of Gross Pay
Savings:
5% of Gross Pay
Using Row 4 and 5; key the following column headings (Center and Bold):
· Column E
Employee Name


· Column F
Employee ID


· Column G
Hourly Pay Rate


· Column H
Gross Pay


· Column I
Hours Worked


· Column J
Income Tax


· Column K
Insurance 


· Column L
Social Security


· Column M
Savings


· Column N
Total Deductions


· Column O
Net Pay


1.
Underline the column headings in Row 5.

2.
MERGE and CENTER a title in Row 2 across your column headings (E through O).  Make the title Bold, and 14 pt. font size, and use a THICK border AROUND the title in E2.
3.
Underline the values in F11, H11, and O11.
4.
In E14, type TOTAL (make it Bold).  In H14, enter a formula (use =SUM() function) to add the total Gross Pay for all employees.  In O14, enter a formula (use =SUM() function) to add the total Net Pay for all employees.
5.
In E15, type COUNT (make it Bold).  In F15; enter a formula to count the number of employees on the payroll.

6.
In E16; type AVERAGE (make it Bold).  In O16; enter a formula to calculate the average of the employee Net Pay amounts.
7.
In E17; type MINUMUM (make it Bold).  In O17; enter a formula to calculate the employee with the least Net Pay.

8.
In E18; type MAXIMUM (make it Bold).  In O18; enter a formula to calculate the employee with the most Net Pay.

9.
Format all “money” fields as currency with 2 decimals.

10.
Change the font of all “money” fields to TIMES NEW ROMAN.

11.
Include light blue shading in E20:O20 and the title in E2.  Change the font color of the title to white.

12.
Resize columns where necessary.

BCIS II – Excel Review (Part II)

Use the spreadsheet created in Part I to make the following changes, and record your answers.  Rename Sheet 1 to Weekly Payroll, and rename Sheet 2 to Answers.  

1. Due to the recent increases in the minimum wage; change the Pay Rate for the employees.  Use the table below.  

2. Note that by changing the Pay Rate, all the calculated fields starting with the Gross Pay, deductions, and Net Pay are affected.  
3. Enter the new weekly Hours Worked for the employees as follows:
	Employee
	Pay
	Hours

	Name
	Rate
	Worked

	
	
	

	Kari Garcia
	$7.25
	35

	Sally Wright
	$7.55
	40

	Fred Stephensen
	$7.35
	43

	Lauren Roberts
	$7.95
	44

	Patty Gardiner
	$10.85
	45


4. Since these changes have affected the Gross Pay, update the Insurance deduction based on the updated Gross Pay.

5.
Copy the Employee Name and Employee ID (E4:F11) in the Weekly Payroll spreadsheet.  Paste the information in the renamed sheet (Answers) in A1.  Use the Paste Options (not Paste Special) dialogue box to Keep Source Column Widths.  

Make the following changes to the Weekly Payroll spreadsheet, and use the Answers spreadsheet to type the answers to the following questions:

1. Kari Garcia has a car payment next week.  What is the least number of hours that she will have to work in order for her Net Pay to be at least $150?  Change the Hours Worked in Column I to determine the needed Net Pay.  Once you determine the answer, type 1 in A11, and your answer to Question 1 in B11.  Format B11 as a General number with no decimals.

2. The tax laws changed at the beginning of the year.  Previously, the Income Tax was calculated at 28% of Gross Pay.  The new rate is 28.5%.  Adjust the formula in Column J to accommodate the new tax rate.  In the Answers spreadsheet, type 2 in A12, and type the new Net Pay for Patty Gardiner in B12.  Format B12 as Currency with 2 decimals.

3. Given the new tax rate, and lower Net Pay; will Kari Garcia still make enough money next week to pay her car payment?  In A13 of the Answers spreadsheet, type 3.  If Kari Garcia will make at least $150 next week, type YES in B13, and if she makes less, type NO in B13.

4. The company hired a new employee last week, and you will need to include the new employee in the spreadsheet.  Insert a blank row between Row 8 and 9 of the Weekly Payroll spreadsheet to enter the payroll information for Gloria Costanza.  Her Employee ID is 1120, her Hourly Pay Rate is $8.15, and she worked 25 hours.  Do not forget to fill-in the missing formulas necessary to calculate Gloria’s Net Pay.  Using the Answers spreadsheet, type 4 in A14, and Gloria’s Net Pay in B14.  Format B14 as Currency with 2 decimals.

5. Given the changes made to payroll, who will earn the most “take-home” pay?  That is, who will earn the largest pay check next week?  Using the Answers spreadsheet, type 5 in A15, the amount of the Net Pay in B15, and the name of the employee who earned the largest pay check in C15.  Format the amount in B15 as Currency with 2 decimals.


6. Given the changes made to payroll, who will earn the least “take-home” pay?  That is, who will earn the smallest pay check next week?  Using the Answers spreadsheet, type 6 in A16, the amount of the Net Pay in B16, and the name of the employee who earned the smallest pay check in C16.  Format the amount in B16 as Currency with 2 decimals.  Resize Column C if necessary.

7. Given the changes made to payroll, what was the average check amount for next week’s payroll?  Using the Answers spreadsheet, type 7 in A17, and the average amount of next week’s Net Pay in B17.  Format the amount in B17 as Currency with 2 decimals.

8. Using the Answers spreadsheet, type 8 in A18.  Type the value in F16 of the Weekly Payroll spreadsheet in B18 of the Answers spreadsheet.  Format the number as General with no decimals.

9. Using the Answers spreadsheet, type 9 in A19.  Format B19 as Medium Date.  In B19 enter the following formula:         =Now()

Resize Column B if necessary.

10. Using the Answers spreadsheet, type 10 in A20.  Format B20 as Time.  In B20 enter the following formula:         =Now()

Resize Column B if necessary.
Printout #1 and #2:  Weekly Payroll Spreadsheet (with Values and Formulas)
Print the Weekly Payroll spreadsheet with VALUES and with FORMULAS.  Add a “Normal” Header, a Footer with the sheet name and “Values” or “Formulas”, and print the Weekly Payroll spreadsheet with Gridlines and Row and Column Headings.

Printout #3:  Answers Spreadsheet
Print the Answers spreadsheet.  Add a “Normal” Header, a Footer with the sheet name, and print the Answers spreadsheet with Gridlines and Row and Column Headings.

Printout #4:  3D Pie Chart

Using the Employee Name in E7:E12 and the Net Pay in O7:O12, create a 3D Pie Chart.  Move the chart to a new sheet named, 3D Pie Chart.  Include a Chart Title, Data Label percentages (change font size to 24), and Legend.  Add a “Normal” Header, a Footer with the sheet name, and print the 3D Pie Chart.
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