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Project 5
Increasing Productivity
Background

Conrad Steele, President of Klassy Kow Ice Cream, Inc., has asked Robin McDonald, Director of Human Resources, to develop a new compensation plan for the company’s full-time employees. He wants this plan to be easy to use, quick to implement, and equitable.
Robin has decided to develop a template for the shops. She plans to introduce a pay raise based on years of service and a bonus based on hourly wages. The template will include data validation, a macro, and graphic elements to make it visually appealing. The template will also include a hyperlink to the company’s Web site, which will provide a detailed explanation of how to use the template.
Business Purpose

Create a template that will calculate pay raises and bonuses for employees at a Klassy Kow Ice Cream Shop. Create lookup tables to determine the bonus and increase amounts. Use a formula to calculate the new weekly wage based on a 40-hour work week.
Procedures

1. Create a landscape worksheet template that meets the required business purpose.

a) Use WordArt to create a main title that says Klassy Kow Ice Cream, Inc. on a single line. Size the WordArt to be three to five rows tall and across column A:G. To the right of WordArt, insert the cow.gif image.
b) In the first usable row in column A, key Store Location: with the colon and apply bold formatting.
c) In the next row down, key labels for columns A:G. The labels are Last Name, First Name, Hourly Wage, Years of Service, Pay Increase, Annual Bonus, and New Weekly Wages. Make the labels bold.
d) Size the columns, the rows, the WordArt, and the image to fit a single landscape page with .75-inch left and right margins. Format the Hourly Wage column as Currency with two decimals for 10 rows below the label. Format the Years of Service column as Number with one decimal for 10 rows. Name the sheet Raises.
2. On a separate sheet, key and name two lookup tables as shown below. Name the sheet Tables.
	Hourly Wage
	$6.25
	$6.50
	$6.75
	$7.00
	$7.25
	$7.50

	Bonus Amount
	$100
	$125
	$150
	$175
	$200
	$225


	Years of Service
	% Increase

	1.0
	1.0%

	2.0
	1.5%

	3.0
	2.0%

	4.0
	2.5%

	5.0
	3.0%

	6.0
	3.5%

	7.0
	4.0%


3. On the Raises sheet, create lookup formulas for the Pay Increase (a percentage) and Annual Bonus (a dollar amount) columns. Format the results appropriately. Copy the formula for 10 employees.
4. In the New Weekly Wages column, create an IF formula that calculates an employee’s increased weekly wages based on a 40-hour work week and the percentage in column E. An employee who has worked less than one year will not receive an increase, and column G should show “N/A” in such a case. Format the results appropriately. Copy the formula for 10 employees.
5. Use data validation in the Hourly Wage and the Years of Service columns to check for a minimum hourly wage of $6.25 and a minimum of one year of service. Include an error alert message for these settings that prohibits entry of data that does not meet the minimum requirements.
6. Insert a hyperlink in column A below the row for the tenth employee. Use http://www.mhte.com as the URL, but show Klassy Kow Ice Cream, Inc. on screen.
7. In this workbook, create a macro named Shading with a shortcut key of [Ctrl]+[Shift]+[S]. This macro should allow you to quickly highlight every alternate row.
8. Create a documentation sheet named UserInfo. Key a section for File Information that includes rows with these labels: Created by, Date created, Revised by, Contact for help. Key a section for Purpose of worksheet with a brief paragraph about the template. For another section, key Instructions to user and describe steps for a user to complete the worksheet, the formulas that are included, and so on.) Create another section with a list of range names. Make this sheet visually appealing and easy to read.
9. Add a footer containing our name, the filename and tab name, and the date to all worksheets. All the sheets should have landscape orientation, fit to one page, and not centered.
10. Save the workbook as a template named [your initials]Project5aSolution.xlt. Print all sheets. Print the macro with your name added as a comment. Print a formula sheet for the Raises worksheet. Close the template.
11. Create a new workbook based on your template.
12. Key data for employees in the Salinas store:
Employee
Hourly Wage
Years of Service

Mabel Smith
$6.25
1

Jim Washington
$7.00
3

Enrique Perez
$7.50
7

Tim Longfellow
$6.50
4

Martha Cunningham
$6.75
6

Juan Valdez
$6.10
4

Mary Stout
$6.25
.5

13. Run the macro on the first employee row and every row after that. 

14. Save the workbook as [your initials]Project5aSolution.xls. Print the sheet.

15. Hand in the following materials: Project 5 instructions; Raises, Tables, and UserInfo worksheets from the template; Shading macro; formula printout of the Raises worksheet; the worksheet with data; and your files from Project 5 on a disk..
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