Using Absolute Cell


WAGES – USING ABSOLUTE CELL REFERENCES

Load Excel and key in the following.  You will notice that some of the headings take up too much room for the width of the cell.  Therefore, you will need to use wrap.  (After typing the first word of the heading hold Alt+Enter to wrap for the second word).

	
	A
	B
	C
	D
	E
	F

	1
	WAGES
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	GRADE 1
	2.5
	
	
	
	

	4
	GRADE 2
	4.5
	
	
	
	

	5
	GRADE 3
	6.5
	
	
	
	

	6
	
	
	
	
	
	

	7
	NAME
	GRADE
	HRS
WORKED
	OVERTIME
HOURS
	TOTAL
HOURS
	TOTAL 
WAGE

	8
	B Harris
	1
	40
	4
	
	

	9
	G Timmins
	1
	35
	0
	
	

	10
	J Mears
	1
	40
	3
	
	

	11
	P Singh
	1
	35
	0
	
	

	12
	H Hloway
	1
	35
	0
	
	

	13
	K Sullivan
	2
	30
	2
	
	

	14
	K Allessi
	2
	40
	4
	
	

	15
	B Bushnell
	2
	35
	4
	
	

	16
	P Smith
	2
	40
	0
	
	

	17
	R Patel
	2
	40
	4
	
	

	18
	T Yelland
	2
	40
	3
	
	

	19
	W Salter
	2
	35
	3
	
	

	20
	B Sohal
	3
	35
	3
	
	

	21
	V Hubble
	3
	35
	0
	
	

	22
	T Jones
	3
	35
	0
	
	

	23
	E Worsnip
	3
	30
	2
	
	

	24
	P Petruski
	3
	40
	2
	
	

	25
	H Ul Haq
	3
	40
	4
	
	

	26
	J Knight
	3
	40
	4
	
	

	27
	
	
	
	Total Wages
	
	


The Calculations

Calculate the Total Hours for B Harris. Replicate this formula for the remainder of the employees.

There are 3 basic grades of pay, so to work out the Total Wages figure you will need to use an absolute cell reference for each of the 3 grades of pay.  You will then need to replicate the formulae.

THE FIRST FORMULA WILL BE:

1. In the Total Wages column, against B Harris, key in =
2. Now point with your cursor to the cell containing the Grade 1 pay rate

3. Press F4

4. This will now result in =$B$3
5. Now key in an asterisk then point to the cell containing the Total Hours.  You should have =$B$3*E8
6. Copy this formula down the column until you reach cell F12 – H Holloway

TRY IT!!

In F13 place the appropriate formula to work out the wages for Grade 2’s and then work out the Grade 3’s.

7. Save your spreadsheet using a sensible filename.

8. In the footer, include the full pathname eg A:\SS\Spreadsheet1\Wages (see below for details if you do not know how)

9. Print your spreadsheet, once showing the figures and once showing the formulae (instructions on next page).

Headers/Footers

1. Select File followed by Page Setup
2. Select the Header/Footer tab

3. Choose Custom Footer

4. Key in the details either on the left, centre or right

Printing formulae

Hold down the Ctrl key and press the key located to the left of the figure 1 on the top row of your keyboard.

Your spreadsheet will now display the formulae, but NOTE, all other formatting is removed.

It is also a good idea to change the orientation of your paper to landscape, or alter the column widths so that the printout fits onto one page.  You can use the ‘Fit to’ command which is located under File, Page Setup, Page.  Look under scaling and click in the box next to Fit to.

Simply repeat the procedure to reinstate your figures.

GIVING THE SPREADSHEET A MORE PROFESSIONAL APPEARANCE

1. Firstly, alter the font on the main heading, WAGES, to 14pt and bold.

2. Embolden all column headings.  

3. Right align headings over figures

4. Ensure that the monetary amounts are in currency format.  (Highlight cells, choose Format, Cells, Currency)

5. Highlight the entire spreadsheet

6. Select Format, Cells, Border tab, click on outline.

7. Now highlight the row containing the column headings.  Select Format, Cells, Patterns and select a shade of your choice.

8. Repeat for the row containing the heading Wages.

9. Ensure you have calculated the Total Wages figure.  Highlight this.  Select Format, Cells, Font, the Colour pull-down menu and select a colour of your choice.

10. Name your sheet by double clicking on the ‘Sheet1’ tab at the foot of the spreadsheet and keying in an appropriate name.

11. Save and print your spreadsheet.

Skills you have gained:

· Using an absolute cell reference

· Printing formulae

· Using a footer

· Using borders and colours to enhance appearance
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