Chapter

Using Worksheets

Microsoft Excel provides worksheets at the bottom of the screen. In fact, a workbook
(file) can have up to 256 worksheets. Each worksheet is a separate spreadsheet and
when you save a workbook all its worksheets are saved with it. This means that large
spreadsheets can be split up into smaller sections with each section placed in a separate
worksheet. Toillustrate the use of worksheets we will create paysheets for three
employees of a used car business in separate worksheets.

Loading a Prepared File

The first paysheet has been prepared for you and it needs to be loaded from the EXCEL
2016 SUPPORT FILES.

1 Load Microsoft Excel 2016 or close the current workbook.

2  Click on the OPEN button in the QUICK ACCESS TOOLBAR or from within the FILE
tab or FILE menu.

3 Access the EXCEL 2016 SUPPORT FILES folder and open the CHAPTER 6 folder.

4  Load the PAYSHEET file and select YES to the READ-ONLY dialogue box. The
worksheet shows the weekly pay advice information for the manager of the
business.

Saving the Workbook

1 Click on the FILE tab and select SAVE AS to display the SAVE AS dialogue box.

2 Access your STORAGE folder and
set the FILE NAME to:

Chapter 6 Paysheet.

hiwaey | goin o . 3 Click on the TOOLS button and
e = select GENERAL OPTIONS or, on
the Macintosh system, click on the
OPTION button.

Save as typer Excel Workheok

* Hide Folders.
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General Options ?

D Always create backup
File sharing

4 Turn off READ-ONLY
RECOMMENDED and select OK to
return to the SAVE AS dialogue box.

Passward to open:

Password to modify:

|

Cancel

5 Click on SAVE to save the file.

Naming a Worksheet

When using worksheets it is a good idea to name each sheet so that you know what
information is contained in that sheet.

Chapter 6 Paysheet - Excel

Insert  Pagelayout  Formules  Data  Review  View @ Tell mewhat you want to do..

i dhou Calibri MICERF. R

Paste BB Copy - ===

o Format Painter oo -

Clipboard & Font Alignment Number
AL . J || DOUG'S USED CARS
A B Cc D E F G H J K

1 DOUG'S USED CARS .

: ' Nota Wreck n Sight 1 Double click on the SHEET1 label
3

1

Hempioyes: o oen at the bottom left of the worksheet
8 Occupation:  Manager/Sales Pay Advice for:|_30-Oct | . .

] screen to highlight the label.
9 CREDITS DEDUCTIONS
10 Normal Hours 40.00| Superannuation $61.25
11 Normal Rate $25.00 Tax $306.25
12 Normal Pay $1,000.00 Medical Benefits $24.50

3
14 Overtime Hours 6.00
15 Overtime Rate $37.50

16 Overtime Pay $225.00

17 NET PAY

18 Gross Pay $1,225.00 $392.00 $833.00

19
20
21
Sheet1|
Ready

Chapter 6 Paysheet - Excel

Insert  Pagelayout  Formulas  Data  Review  View @ Tell mewhat you want to do..

o X _

E"‘C“ Calibii -l C A A =2 2

ER) Copy -
Paste B ===
T ¥ Formatpainter 18] T U -

Clipboard 3 Font Alignment Number
Al v )3 DOUG'S USED CARS

A B Cc D E F G H J K
1 DOUG'S USED CARS
]

2 Not a Wreck in Sight 2 E h o
3 nter the name:
i
5 |[Employee: Doug Q'Brien
6 |Occupation: Manager/Sales Pay Advice for:| 30-Oct Doug
7
8
9 CREDITS DEDUCTIONS
10 Normal Fours 2000 [Supsrannuation Wi and press the <enter> or <return>
11 |Normal Rate $25.00 Tax $306.25
42 |Normal Pay $1,000.00 Medical Benefits $24.50 k
13 ey'
14 Qvertime Hours 6.00|
15 | Overtime Rate $37.50
16 Overtime Pay $225.00
w NET PAY

1B Gross Pay $1,225.00 $392.00 $823.00

19
20
21
Doug
Ready
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Copying Data to a New Worksheet

We can copy the information in Doug’s worksheet to a new worksheet and then modify
it for the second employee.

0O

Chapter 6 Paysheet - Excel

Insert Farmulas Data

Page Layout Review View @

- Y o = 1 Click on the SELECT ALL button
Calibri -6 <A A S== &- EWepT k .

paers B CopY - =y Py J, which is the blank rectangle at the
. ¥ Format Painter =TleET v vEESEE=E EE erge - .
L . ) | top of the ROW headings. This
" . . — will cause all of the cells to be

] A B c D E F G hlghllghted

1 DOUG'S USED CARS

2 Mot a Wreck in Sight

3

4

5 |Employee: Doug O'Brien

6 |Occupation: Manager/Sales PayAdvicelor:

7

We could just highlight the table, but SELECT ALL is easier.

O

Insert Page Layout Farmulas Data Review View Q Tell me what you want to do...

™ S Chapter 6 Paysheet - Excel

o, db Cut Calib 16 S
ahorn - -

ptD = C‘ﬁ(* —

¥ Fofthat Painter srimrla CLIPBOARD group of the HOME tab

Clipboard (] Font .

: in the RIBBON to copy the cells.
Al - I DOUG'S USED CARS
4 A B C D E F G H J K
1 DOUG'S USED CARS
2 Not a Wreck in Sight
3
4
5 |Employee: Doug O'Brien
6 |Occupation: Manager/Sales Pay Advice lor:
7

‘ NOTE: You can also press CTRL+C or COMMAND-+C to copy cells. i
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0O ( o Chapter 6 Paysheet - Excel
Insert Page Layout Formulas Review View @ Tell me what you want to do...
r, db Calibri e A A T == ®- EWapTet General - t
Pa':te FormatPainter - &"A' === &= Merge&&,l & 06 a0 00 Cond
Ciobord 1 Aignment 3 Click on the + icon bottom of the

Al . f- | DOUG'S USED CARS worksheet to insert a new blank
“—h S = = SHEET then click on the PASTE icon
1 DOUG'S USED CARS . )
2 Not a Wreck in Sight in the RIBBON to place the copied
3 .
4 data into the blank worksheet.
5 |Employee: Doug O'Brien
6 |Occupation: Manager/Sales
7
8
9 CREDITS DEDUCTIONS
10 |Normal Hours 40.00 Superannuation
11 |[Normal Rate $25.00 Tax
12 |[Normal Pay $1,000.00 Medical Benefits
13
14 |Overtime Hours 6.00
15 |Overtime Rate $37.50
16 |Overtime Pay $225.00
17 NET PAY
18 | Gross Pay $1,225.00 $833.00
19 r
20 /
21

Doug | Sheetl ()]
Select destination and press ENTER or choose Paste

NOTE: You can also press CTRL+V or COMMAND+V to paste cells.

o Chapter 6 Paysheet - Excel
Insert Page Layout Formulas Data Review View @ Tell me what you want to do...
LI & s o =
210G Calibri AR T == &
ER Copy -
Paste i B I U-~ - ===
> ¥ Format Painter = - 0 =

4 Click on a cell to remove the

Clipboard [F] Font Alignment

D5 ’ o highlight.
A B = D E F

1 DOUG'S USED CARS

2 Not a Wreck in Sight

g

4

5 |Employee: Doug O'Brien 1

6 Occupation: Manager/Sales PayAdvicefor:

7

B 5 Double click on the SHEET1 label
9 CREDITS DEDUCTIONS

10 MNormal Hours 40.00 Superannuation 561.25 and enter:

11 MNormal Rate 525.00 Tax 3306.25

12 Mormal Pay $1,000.00 Medical Benefits 524.50

L Linda
14 Overtime Hours 6.00
i ovriime b | Sorre0 / then press the <enter> or <return>

1w NET PAY k
18 Gross Pay $1,225.00 Total Deducti $392.00 $833.00 ey'

Doug Linda

Select destination and press ENTER or choose Paste
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