
 
 

MICROSOFT EXCEL ASSIGNMENT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Legion of Super Heroes has hired you as a summer intern in their software applications area. Wonder Woman has asked 
you to prepare a weekly payroll report for the six Super Heroes listed in the table below. The pay for fighting crime isn’t great, but 

it’s very rewarding! 
 

PAYROLL TABLE 
EMPLOYEE NAME 

(Super Hero working) 
RATE per HOUR 

($ amount paid per hour) 
HOURS WORKED 

(total number per week) 
DEPENDENTS 

(number of super kids) 
Super Girl 18.75 56.00 1 

Wonder Woman 27.50 40.52 4 
Flash 21.50 46.50 5 

Saturn Girl 17.50 28.50 4 
Batman 25.57 38.00 3 

Cosmic Boy 19.50 17.52 2 
 

 

 
 



 
 
 
(1)  Enter the worksheet title SUPERHEROES Weekly Payroll in cell A1 – use Arial font, red font color, size 16, Merge & Center 
the cells A1 to H1. Use Arial, size 10 for the remainder of the worksheet. Enter the column titles in row 2 as appears above, 
ensure that you insert a line space within each cell; change the height of row 2 to 30.00 points. Enter the row titles in column A, 
and the data from the payroll table in the columns as appears above. Right-align the data in cells A3 to A13. 
 

(2)  Use the following formulas to determine the GROSS PAY, FEDERAL TAX, STATE TAX and NET PAY for the first Super 
Hero (hey, Super Heroes have to pay taxes too!). BIG HINT: Pay attention to parenthesis and the “order of math operations”. To 
verify that your formula totals are correct, use a calculator (Start/Programs/Accessories/Calculator). 

 GROSS PAY (cell E3): RATE multiplied by the HOURS 
 FEDERAL TAX (cell F3): 20% multiplied by (GROSS PAY minus DEPENDANTS multiplied by 38.46) 
 STATE TAX (cell G3): 3.2% multiplied by the GROSS PAY 
 NET PAY (cell H3): GROSS PAY minus (FEDERAL TAX plus STATE TAX) 
 Copy & paste the formulas for the first Super Hero to the remaining employees to save time. 

 

(3)  Calculate the totals for GROSS PAY, FEDERAL TAX, STATE TAX, and NET PAY in row 9. 
 

(4)  Use formulas to determine the AVERAGE, HIGHEST and LOWEST values of each column in rows 11, 12, and 13. 
 

(5)  Bold the worksheet title. Assign two decimal places where appropriate (money) and apply Currency Style “$” (except for Kids 
and Hours). Insert a light blue background in cells A2 to H2. Insert a light yellow background in the empty cells A10 to H10. Apply 
all the formatting (borders, centering, right and left alignment, etc) exactly as you see in the worksheet above. 
 

(6)  Change the width of the column A to 15.00 points. If necessary, change the widths of columns B through H for best fit.  
 

(7)  Use the CONDITIONAL FORMATTING command to display bold font on a light green background for any Gross Pay greater 
than $1050.00 in the range E3:E8.  Use the help feature or the Internet to determine how to proceed. 
 

(8)  Enter your full name, course, date and Instructor name in the range A14:A17. Name the worksheet tab: Superheroes 
 
(9)  Sort the employee names (Super Heroes) by listing them alphabetically from Z to A. 
 
(10) Insert a Pie Chart of your choice to reflect all the Super Heroes and the Net Pay amounts only. Position the Chart below your 
data. 
 
(11) Cut (not Copy) the Chart to Sheet2 of your Excel file. Rename Sheet2 to: Chart; Delete Sheet3. 
 
(12) Save your file: LAST NAME EXCEL.xlsx (Excel 2007 format). Also save an additional file as an Excel 2003 file (.xls). This is 
an important skill in order to help with software compatibility issues between Office 2007 and previous versions. 
 
(13) Convert either Excel file to a PDF file; name it: LAST NAME EXCEL.pdf 
 

(14) Compress all 3 files (.xlsx - .xls - .pdf) into one zip file. Name the file: LAST NAME EXCEL.zip and email it to: 
assignments@inbox.com 
 
Double-check and proof-read the email address to avoid errors. Ensure that all 3 files are in your zip file. Always keep a copy of 
your email in your SENT folder.  
→IMPORTANT: In the SUBJECT line of your email, indicate the day & time of your class, followed by your LAST name.  
→PLEASE FOLLOW THIS EXACT FORMAT (day & time / last name) - Example: Monday 1pm Smith 
 
(15) This assignment must be emailed before the start of your next class – late work will not be accepted.  
 
(16) This assignment must be completed individually – duplicated spreadsheets cannot be accepted.   


