Employee Bonus Exercise

Sorting Sales Employees
Sort Employees based on Last Name
Click on a cell with an Employee name
Select “Sort & Filter=>Sort A to Z”
Adjusting Column and Row Widths
Compare Auto adjust vs. Manual Adjust
Use Wrap Text and Alt-Enter to manually select wrap point
Center Vertically and Horizontally
Inserting New Columns
Insert a column after the Sales column
Name this column “Difference”
Calculating the Difference between Quota and Actual Sales
Insert a formula in the new Difference column to determine the increase or decrease in the actual Sales compared to the Quota
Calculating the Employee Bonus
The Sales Bonuses are based on the Performance Rating as follows:
If the Employee’s Performance is less than 5, $0 bonus
If the Employee’s Performance is 5 to 7, $500 bonus
If the Employee’s Performance is 8 or greater, $1000
Use If Statements to create the desired Formula
For the first Bonus, type the formula directly
=if(F2<5,0,IF(F2<8,500,1000))
For the next Bonus cell, use the If formula wizard by using the Formula tab
Use “Auto-fill” to copy the formula to each “Bonus Amount” cell
Sorting by Performance Rating
Sort Low to High and also try High to Low
Conditional Formatting
First highlight the cells for which the conditional format should apply
Highlight the Sales amounts
On the Home Tab – 
Select “Conditional Formatting => New Rule
Select “Format only cells that contain”
Cell Value “Greater than” 100,000 
Click the “Format” button
Select the “Fill” tab 
Select desired Background Color
Other Formulas
Total (Sum), Average, Min, Max, Number of Employees (Count)
Try using the “Auto-Sum” pull-down menu and compare to using the Formula tab


Inserting a Chart
Select the Employee list including the title and use the Ctrl key to select the Sales list including the title.
Select the Insert tab and then click on the Pie chart pull-down menu to select a Pie chart
Insert a Chart Title
Experiment with changing colors
Create another new chart by selecting the Employee list and the Performance list

Splitting Columns
Break Name Column into 2 Column separating the First and Last Names
Insert a blank column to the right of the column you are splitting
Highlight the Employee Names
Go to the Data Tab and Select “Text to columns” 
Select “Delimited” 
Check the “comma” box
Click “Finish”
Freeze Panes
Go to the View Tab and Select “Freeze Panes”
[bookmark: _GoBack]Freeze First Row, First Column, and another row or column of your choice
