SBD Consulting Monthly Payroll Assignment #2
Related Vocabulary:

Hours Worked: The number of hours an employee works during a particular time period.  In this situation the time period is one month.
Overtime (OT): The amount of money earned beyond an eight (8) hour day or forty (40) week.  The rate for this is 1.5 times the rate of regular pay.

Rate Per Hour: How much money each employee earns per hour of work.

Bonus: Money or equivalent given in addition to an employee’s usual compensation.

Gross Pay: The total amount of money an employee makes before taxes are taken out.

Deductions: Amounts of money taken out of a paycheck for expenses such as taxes, health insurance, retirement, and union dues.   

FICA: Stands for Federal Insurance Contributions Act (FICA).  The amounts of money taken out of a paycheck paid towards employee contribution to social security and Medicare.  
Federal Withholding: The amounts of money paid to the federal government through the Internal Revenue Service for federal taxes.
SDI: State Disability Insurance (SDI) is the amounts of money contributed towards disability insurance in case you are injured and are out of work.  

State Withholding: The amounts of money paid to the state government through the Franchise Tax Board for state taxes.
Insurance: Paid protection for health care.
Retirement: Money put into savings or investments, often time before taxes are taken out.
Net Pay: Gross pay minus deductions, also called take-home pay.
Instructions:
Open Excel, the spreadsheet program.  Open the spreadsheet you have saved as Consulting.  You will now make some additions to this spreadsheet.  Add the names and information highlighted in gray to the existing spreadsheet.  (Hint: Use Insert on the Toolbar to add rows and columns as needed.) Once you have added the names and information save the new spreadsheet as Monthly Payroll Report.  Remove the average, highest, and lowest rows from the bottom of your new spreadsheet, only the Total should remain.
Formula Instructions:

1. Calculate the Wages column by multiplying the Hours Worked by Rate per Hour for the additional employees.
2. Calculate the Overtime hours by multiplying the Rate per Hour and number of OT hours *1.5.
3. For the additions, calculate the Gross Pay by adding Wages and OT wages columns together, or the Wages and Bonus columns together. 
4. Calculate the FICA by finding 8 percent of the Gross Pay.
5. Calculate Federal Withholding by finding 12 percent of the Gross Pay.
6. Calculate the SDI by finding .006 percent of the Gross Pay.
7. Calculate State Withholding by finding 3 percent of the Gross Pay.
8. Calculate the Insurance by finding 1.8 percent of the Gross Pay.
9. Calculate the Retirement by finding 3 percent of the Gross Pay.
10. Calculate the Total Deductions by adding all deductions.
11. Calculate the Net Pay by subtracting Total Deductions from Gross Pay.
12. Total each column except the Rate per Hour column.
Formatting Instructions:

1. Resize the columns, if needed.

2. Bold and underline the title (SBD Monthly Payroll)

3. Center the title across the columns being used in the spreadsheet, (Merge and Center button)

4. Bold, italicize and center the column headings. 
5. Put a line border around all of the cells in the spreadsheet as shown.
6. Change the Hours Worked column to Comma Style with two decimals.

7. All columns to Currency Style, except the Hours Worked and OT columns.
8. Spreadsheet, when printed, is centered vertically and horizontally on page.

9. Scale the spreadsheet to fit on one page. (Hint: it will be smaller)
10. Your Name and Period are in the right header of the page in a custom header.

11. The name of the spreadsheet (Monthly Payroll) is in a customer header on the left side of the spreadsheet.
12. Print spreadsheet.  Print formula page and attach it to first spreadsheet.  Turn both spreadsheets in for credit.  

