Excel Project 3--In the Lab 2
Pages EX215-218
2 Modifying the Weekly Payroll Worksheet
Problem: You have been asked to modify the payroll workbook developed in Project 2 (see Figure 2-1 on page EX 67), so that it appears as shown in Figure 3-87 on the next page. If you did not complete Project 2, as your instructor for a copy of The Awesome Music Store Weekly Payroll Report or complete Project 2 before you begin this exercise.

The major modifications to the payroll report to be made in this exercise include: (1) reformatting the worksheet; (2) adding computations of time-and-a-half for hours worked greater than 40; (3) removing the conditional formatting assigned to the range E4:E9; (4) adding calculations to charge no federal tax in certain situations; (5) adding Social Security and Medicare deductions; (6) adding and deleting employees; and (7) changing employee information.
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Figure 3-87
Instructions Part 1: Start Excel. Open the workbook, The Awesome Music Store Weekly Payroll Report, created in Project 2 (Figure 2-88 on page EX 132). Perform the following tasks:
1. Delete rows 11 through 13 to remove the statistics below the Totals row. Delete column B. Change all the row heights back to the default height (12.75). Select the entire sheet using the Select All button and then clear all remaining formats using the Formats command on the Clear submenu of the Edit menu. Bold the worksheet.

2. Insert four rows above row 1 by selecting rows 1 through 4, right-clicking the selection, and clicking Insert on the shortcut menu.

3. Change the row heights as follows: row 5 = 48.00; rows 6 and 7 = 24.00. One at a time, select cells C7, D7, and F7. For each cell, press the F2 key and then the ENTER key to display the column headings on multiple rows.

4. Enhance the worksheet title in cell A5 by using a 28-point green Arial Rounded MT Bold (or a similar font) font style as shown in Figure 3-87.

5. Insert a new column between columns C and D. Enter the new column D title YTD Soc. Sec. in cell D7. Insert two new columns between columns F and G. Enter the new column G title Soc. Sec. in cell G7. Enter the new column H title Medicare in cell H7.

6. Assign the NOW function to cell B6 and format it to the 14-Mar-01 style.

7. Change the column widths as follows: A = 25.00; D = 13.00; K = 9.71; and L = 8.43.
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8. Delete row 12 (Smith, Willie). Change Carlos Blanco's (row 8) hours worked to 3. Change Claude Napolean's number of dependents to 8 and rate per hour to $7.75. Change Carmen Sanchez's (row 11) hours worked to 46.5 and Arnold Zingovich's (row 12) hours worked to 55.

9. Freeze column A and rows 1 through 7. In column D, enter the YTD Soc. Sec. values listed in Table 3-12.
10. Insert two new rows immediately above the Totals row. Add the new employee data as listed in Table 3-13.

11. Center the range B6:B14. Use the Currency category in the Format Cells dialog box to assign a Comma style (no dollar signs) with two decimal places to the ranges C8:K15. Assign a Percent style and two decimal places to the range L8:L15. Draw a bottom border in the ranges A7:L7 and A14:L14.

12. As shown in Figure 3-87, enter and format the Social Security and Medicare tax information in the range A1:B3. Use format symbols where applicable.
13. Change the formulas to determine the gross pay in column F and the federal tax in column I as follows:

a. In cell F8, enter an IF function that applies the following logic and then copy it to the range F9:F14. If Hours Worked <= 40, then Rate per Hour * Hours Worked, otherwise Rate per Hour * Hours Worked  +  0.5 * Rate per Hour * (Hours Worked - 40) or =IF(E8 <= 40, C8 * E8, C8 * E8 + 0.5 * C8 *(E8 – 40))

b. In cell I8, enter the IF function that applies the following logic and then copy it to the range I9:I14. If (Gross Pay - Dependents * 22.09> 0, then 20%  * (Gross Pay - Dependents * 22.09), otherwise 0 or  +IF(F8 - B8 * 22.09 > 0, 20% * (F8 - B8 * 22.09), 0)
14. An employee pays Social Security tax only if his or her YTD Soc. Sec. in column D is less than the Maxi​mum Social Security value in cell B3. Use the following logic to determine the Social Security tax for Carlos Blanco in cell G8 and then copy it to the range G9:G14.
Soc. Sec. (cell G8): If Social Security Tax * Gross Pay + YTD Soc. Sec. > Maximum Social Security, then Maximum Social Security - YTD Soc. Sec., otherwise Social Security Tax * Gross Pay or =IF($B$1 * F8 + D8 >= $B$3, $B$3 - D8, $B$1 * F8)

Use absolute cell references for the Social Security Tax and Maximum Social Security values.

15. In cell H8, enter the following formula and then copy it to the range H9:H14:
Medicare (cell H8) = Medicare Tax * Gross Pay or =$B$2 * F8
Use an absolute cell reference for the Medicare Tax value.
16. In cell K8, enter the following formula and copy it to the range K9:K14:

Net Pay (K8) = Gross Pay + (Soc. Sec. + Medicare + Federal Tax + State Tax) or =F8 - (G8 + H8 + I8 + J8)
17. In cell L8, enter the following formula and copy it to the range L9:L14:
% Taxes (cell L8) = (Soc. Sec. + Medicare + Federal Tax + State Tax) / Gross Pay or = (G8 + H8 + I8 + J8) / (F8)

18. Determine any new totals as shown in row 15 in Figure 3-87. Unfreeze the worksheet.
19. Use alignment, borders, and drop shadows to format the worksheet as shown in Figure 3-87.

20. Enter your name, course, laboratory assignment (Lab 3-2), date, and instructor name in the range A17:A21.

21. Save the workbook using the file name, Lab 3-2 The Awesome Music Store Weekly Payroll Report.
22. Use the Zoom box on the Standard toolbar to change the view of the worksheet. One by one, select all the percents in the Zoom list. When you are done, return the worksheet to 100% magnification.
23. Use the Page Setup command on the File menu to change the orientation to landscape. Preview the work​sheet. If number signs appear in place of numbers in any columns, adjust the column widths. Print the worksheet. Save the worksheet using the same file name.

24. Preview and print the formulas version (CTRL+ ') in landscape orientation using the Fit to option button in the Page Setup dialog box. Close the worksheet without saving the latest changes.

Instructions Part 2: Start Excel. Open Lab 3-2 The Awesome Music Payroll Report. Using the numbers in Table 3-14, analyze the effect of changing the Medicare tax in cell B2. Print the worksheet. The first case should result in a total Medicare tax in cell H15 of $129.31. The second case should result in a total Medicare tax of $184.48. Close the workbook without saving changes.
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Instructions Part 3: Hand in your handwritten results for this part to your instructor.

1. Start Excel. Open Lab 3-2 The Awesome Music Store Weekly Payroll Report. Select cell F8. Write down the formula that Excel displays in the formula bar. Select the range C8:C14. Point to the border surrounding the range and drag the selection to the range D17:D23. Click cell F8, and write down the formula that displays in the formula bar below the one you wrote down earlier. Compare the two formulas. What you conclude about how Excel responds when you move cells involved in a formula? Click the Undo button on the Standard toolbar.

2. Right-click the range C8:C14 and then click Delete on the shortcut menu. When Excel displays the Delete dialog box, click Shift cells left and then click the OK button. What does Excel display in cell F8? Use the Type a question for help box on the menu bar to find a definition of the result in cell F8. Write down the definition. Click the Undo button on the Standard tool bar.

3. Right-click the range C8:C14 and then click Insert on the shortcut menu. When Excel displays the Insert dialog box, click Shift cells right and then click the OK button. What does Excel display in the formula bar when you click cell F8? What does Excel display in the formula bar when you click cell G8? What can you conclude about how Excel responds when you insert cells next to cells involved in a formula? Close the workbook without saving the changes.
