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Updated 4/7/2025
Open the Employee file. Then make the following changes:

1. [1] Save it with the name Employee-FirstName-LastName.xlsx using your first and last name. 
1. [1] Merge and center row 2 over columns A through M 
1. [1] Set the Cell Style of A2 to Title. 
1. [1] Set the Cell Style of Today (A4) and Raise Rate (A5) to Heading 4.
1. [1] Set the Cell Style of A7:M7 to Heading 3.
1. [1] Turn the "wrap text" feature on for row 7. If necessary, make row 7 tall enough so that all column headings are displayed. 
1. [1] Center all of the text in row 7.
1. [2] Put a formula for the current date in cell B4. This should always display the current date (if I open it on 4/20/2025, I'll see 4/20/2025; if I open it on 4/25/2025, I'll see 4/25/2025). If necessary, widen column B.
1. [2] Put the number 5% in cell B5. Format it as a percent with 2 decimal places. 
1. [2] Put a formula in the Job Title column that will look up the ID Number (from column C) in the lookup table on the JobTitles worksheet. Note that you must do an exact lookup.
1. [2] The Hire Date and Birth Date columns currently have date serial numbers in them. Format these serial numbers with the 14-Mar-2012 format (4-digit year). If necessary, widen them. 
1. [2] In the New Hourly Wage column, put the proposed new hourly wage with a raise added in. Compute the raise by taking the current hourly wage times the raise rate (B5). Then add on the current hourly wage. For example, if the current hourly wage is $10.00 and the raise rate is 5.00%, multiply $10.00 times 5.00% to compute the raise (50 cents) and add that to the original hourly wage ($10.00), giving the new hourly wage of $10.50. 
1. [2] In the Annual Salary column, put the proposed new hourly rate multiplied by 2080 (the number of hours in a 52-week year). 
1. [2] In the Years with Company column, put a formula to calculate the number of years an employee has been employed. Subtract the year of the Hire Date from the year of Today. This will give the number of years that the employee will have been employed at the end of the current calendar year. Use the Year function.
1. [2] In the College Grad column, put a formula that will display either the value TRUE (no quotation marks) or the value FALSE (also no quotation marks). Put the value TRUE for all employees who have 16 or more years of Education. Put the value FALSE for everybody else. Note that you do not have to use an IF function here.
1. [2] Put the total of all of the annual salaries at the bottom of the Annual Salary column.
1. [1] Format the total of the annual salaries with the Total cell style.
1. [1] Set the font for the entire worksheet to 12-point Calibri.
1. [1] In Print Preview, set the page orientation for the worksheet to landscape. 
1. [1] In Print Preview, put your name in the right part of the header.
1. [1] In Print Preview, make sure that all of the worksheet (all rows and all columns) is scaled to fit on a single page.
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