1. Open the Excel Payroll Attachment.

2. Insert two new columns between A and B.

3. Cut and paste the data from f8:f18 into b8:b18.

4. In cell c8, type the label EE ID #.

5. Enter the following ID numbers in column C:

	Name
	EE ID #

	James Fulton
	54193

	Kindley Wilson
	12934

	Michael Ryan
	43197

	Maria Diaz
	53149

	Carol Dawkins
	78664

	Relia Marcus
	33964

	Bob Canton
	79341

	Lee Chang
	49781

	Vic Swain
	63978

	Walter Brown
	56791


6. In column F, type the label Rate in cell F8, enter each employee’s rate:

	Name
	Rate

	James Fulton
	17.35

	Kindley Wilson
	15.64

	Michael Ryan
	14.98

	Maria Diaz
	15.62

	Carol Dawkins
	17.75

	Relia Marcus
	14.23

	Bob Canton
	15.62

	Lee Chang
	14.78


7. You accidently typed some information wrong! Insert cells in the range f13:f14. Shift the selected cells down.  Type the correct information:

	Carol Dawkins
	14.35

	Relia Marcus
	16.55

	Bob Canton
	17.75

	Lee Chang
	14.23

	Vic Swain
	15.62

	Walter Brown
	14.78


8. Adjust the widths of the columns to fit the titles and data.

9. In row 8, right align all the heading columns except the first one.

10. Format the range F9:F18 to Currency, with two decimals and a $.

11. In cell G9, enter a formula to compute gross pay:

a. Multiply the rate times the number of regular hours.

b. Then multiply the rate times 1.5 times the number of overtime hours.

c. Add these two figures to compute the gross pay.  =(f9*d9)+(f9*e9*1.5)

12. Copy this formula to the range G10:G18.

13. In cell O9 enter a formula to compute the net pay. Copy this formula to O10:O18 (Net pay is the gross pay minus all taxes and other deductions. If the FED, SS, and State Columns show a 0, you lost the formula for these columns when you pasted in excel.  Use =G9*0.18 for FED,  =G9*0.079 for SS, and =G9*0.03 for State.

14. Format the range G9:O18 with Currency Format, two decimals and a $.

15. Cut and Paste the title and subtitle from d4:d5 to b4:b5.

16. Set up the Worksheet for the next week:

a. Click the graphic and copy it.

b. Then copy the range B4:B5 as well.

c. Click in cell B25 and paste the Magnolia Steel Bearings and Fittings title and subtitle.

d. Change the date in cell B26 to read March 14-20.

e. Click in cell A21 and paste the graphic from the clipboard.

f. Clear the clipboard by clicking its close button.

g. Copy the range A8:O18 to A28:O38.

h. Delete the contents of the range d29:e38.

i. Print  in landscape orientation and adjust to print on one page.

17. Save the Excel as Excel 4.

