Chapter

15

Payroll Systems

Companies can use Microsoft Excel to keep pay details. In this activity you will create a
company payroll table and pay advice slips for the individual employees. The data for the
payroll system has been prepared for you, your task will be to complete the formulas.

Loading the Payroll Template

1 Load Microsoft Excel or close the current file.

2 Display the FILE menu and select OPEN. Access the CHAPTER 15 folder of the EXCEL
2008 SUPPORT FILES and load the template:

PAYROLL
Selecting YES to the READ-ONLY dialogue box.

3 There are two worksheets in the template. Look over the PAYROLL sheet which will
show the pay details for all employees. Click on the PAY ADVICE sheet. It will display
the pay details for an individual employee. The employee would receive the PAY
ADVICE printout when they receive their pay.

4  Save the template in your STORAGE folder under the file name:
Ch15 Evesalon
Remember to turn off the READ-ONLY RECOMMENDED option.

Completing the Payroll Worksheet

The first sheet is the payroll sheet showing the pay details for all the employees of the
company.
1 Ensure that the PAYROLL worksheet is on the screen.

2 Position the cursor at cell G12. We need to calculate the OVERTIME RATE OF PAY. It
is 1.5 times the NORMAL PAY RATE.
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Learning Microsoft Excel 2008

# Excel File Edit View Insert Format Tools Data Window Help #
3 [ & 0yx] =E12*15

o

Ch15 Evesalon.xisx
1 3 Incell G12 enter the formula:

=E12*15

o A | B _ c ] !

i 3 [— -

Bl EVE'S SALON

¥W| Excellence in Hair

5 4 Autofill the formula down for
7

8. Payroll for Week Ending: 20-Apr the other employees.

[
=4

NORMAL NORMAL OVERTIME OV RTIME GROSS SUPr <
88§ CODE EMPLOYEE OCCUPATION HOURS PAY RATE HOURS 'ATE PAY ANV ATION

Eve Michaelson Manager 40 $18.00 5 $27.00
Brenda Lomas Halrdresser k3 $15.00 $22.50
Julia Lombardi Hairdresser $22.50
Brian Knowles Hairdresser (app

5 The GROSS PAY is the total weekly pay earned by the employee before deductions
are taken out. We need to multiply the NORMAL HOURS by the NORMAL PAY

RATE and the OVERTIME HOURS by the OVERTIME RATE then add the two results
together.

® Excel File Edit View Insert Format Tools Data Window Help %
3 =(D12*E12)+(F12*G12)

Ch esaton.xlsx 2
] | 6 Move the cursorto cell H12,

enter the formula:
di 8 N = (D12*E12) + (F12*G12)
5 Y B Y S 7

£ s —— s | and Autofill the formula down
for the other employees.

_|Payroll for Week Ending: 20-Apr

(10 06|~ onlinl

b
=i

NORMAL NORMAL OVERTIME OVERTIME

88 CODE EMPLOYEE OCCUPATION HOURS PAY RATE
Eve Michaelson Manager a0 $18.00
Brenda Lomas Hairdresser 35 $15.00 o
Julia Lombardi Hairdresser g
Brian Knowles Hairdresser (8pp 2

$855.00
$525.00
$705.00
$380.00

16
17

NOTE: The brackets in the GROSS PAY formula are not really

necessary, but they help to separate the two calculation
sections and make the formula easier to understand.
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Payroll Systems 15

7  The SUPERANNUATION is the amount contributed by employees each week to a
retirement fund. Itis usually a percentage of the employee’s Gross Pay. We will use
a rate of 5% here.

# Excel File Edit View Insert Format Tools Data Window Help #

ai ‘2 Y =HIZ SR . -
Yl 8 Set the cursor at cell 112 and enter:

=H12*5%

then autofill the formula down for
the other employees.

8 |Payroll for Week Ending: 20-Apr

[l
19|

NORMAL NORMAL OVERTIME OVERTIME GROSS
EMPLOYEE OCCUPATION HOURS PAY RATE RATE
Eve Michaelson Manager 40 $18.00 5 $27.00

Brenda Lomas Halrdresser 35 £15.00 i} $22.50 $525.00 |
Julia Lombardi Hairdresser 35 $15.00 8 $22.50 $705.00
Brian Knowies Hairdresser (2pp g 2

The Tax Calculation

Normally the TAX is calculated through a series of lookups which you did in an earlier
chapter. This could be done at the right of the payroll and set not to print when the
payroll is printed. To make things a little easier we will use a base tax rate of 25%.

& Excel [lie Edit. Miew. jnsert Formar Toals  Qawm Window  Heip  $
Q'i na 1= ] =Hi12*25%

Set the cursor at cell J12 and enter:
; ; =H12*25%
% 5 e e i Y then autofill the formula down for the

. other employees.
Excellinee n Halr

Fayroll for Week Unding: 20-40c

Siim T b e

HORMAL MORMAL OVERATIME OVERTIME JROSES SUPER-
iX EMPLOVEE OCCUPATION  MOURS PAY RATE RATE PAY ANNUATION
Lv# Michaelsan Mansgar At Fiug = 2100 FUSs 00 42,75 | e i
Srenda Lomas Hasngresser xs §15.00 o 423,50 452500 F26.35 | FLIL2%
Sulin Lmard| Hurdrrsser i5 415.00 & 422.50 sras.00 3505 | §17EN
1 Briam K 7 i
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Learning Microsoft Excel 2008

Calculating the Net Pay

The NET PAY is the GROSS PAY minus the deductions (superannuation and tax),

& Excel [lie Edit View. fnserf Format Tosls  Dus Window Help $

"l k13 = | =H1ZA12213

| Set the cursor at cell K12 and enter:

e =H12-112-J12
e e S ——— “ | then autofill the formula down for the
| EVE'S SALON
E=i other employees.

| Payroll for Week Ending:  20-Apc \

HORMAL MNORMAL OVERTIME OVERTIME OROSS SUPER-
CO0E EMPLOVEE OCCUPATION HOURS PAY RATE HOURS RATE FAY ANNUATION TAX ME ¥

BB micso  vve michseisen  mansgar ag 1800 = 2000 SussO0 $2.05  g2lads | sseany
E®ioms0 Srendalomas  Hasgresser 15 $15.00 0 $2380  seasan $36.25 gi3pps | goay

LomEl Bulin Lmiard| Hurdrrsser i5 41500 & 420.50 40800 3535 §iMER5 | 449KE)

KnOSO  Arian Knowins  Hasresser (any 15 1000 7 31500 §3WO0.O0 1900 7500 | g2

5e

Printing the Payroll

The print area needs to be checked so that the whole payroll fits on one page and the
ORIENTATION needs to be set to LANDSCAPE.

[ oEeeal Fle EOU Vi it et Jeels Oas Wiedos  Holo §

'::x .l |-". '-mu.u}.n;! -

FORMATTING PALETTE set the
ORIENTATION icon to LANDSCAPE.

EYE'S SALON
Excelience hn Hair

HadHAL  BONMAL SVRETIME OVERTINE
CTOUFATIOS HOUES FAY RATE FrURE MATE
ALE I
LHS
LI LR
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