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Monday Tuesday WednesdayThursday Friday Total
Harry 15 7 7 7 7 7 35 $525.00 $131.25 $393.75
Martha 20 8 5 5 6.5 6
Sally 12 8 8 7.5 3.5 6
Joe 17 7 5.5 6 8 8

Total 
Average

KEY

Multiply = *
Add = +
Subtract = -
Division = /
Instructions:

8.  This las .

Tax wthld Net Pay

1. Fill in cells I5 through L5.  In column I you will add all of the hours from each day of the week. In column J you will multiply the 
total hours times the hourly wage. In column K you will multiply the Gross Pay times .25 and in Column L you will Subract the 
taxes withheld from the gross pay. 
2.  Now do the same for the remaining cells, but use the short cut method.  Click your mouse on the bottom right corner of cell 
I5 and Auto Format: drag your mouse down to cell I7 (thereby highlighting all of the cells that you want to contain the same 
formula). Repeat this process for columns J, K and L. 

Name Hourly 
Wage

Hours Gross Pay

7.  Finally, format all cells with text and numbers so that information is justified Center. And now click on cell B33.
6.  Create a box within the larger top box to distinguish the Hours, with each day of the week, from the rest of the information.

3.  In cell A4 type in the number 1.  In A5 type in the number 2. AutoFormat the remaining cells so that each name has a 
number before it, but be sure to highlight cells A4 and A5 before dragging down.
4. Fill in the Total row (row 9) and the Average row (row 10) using the same method. If you choose to use Auto Format, you'll 
have to create the first formula in cells C9 and C10 first.  
5.  Create a box/boarder around rows 2 through 7, columns A through L and a separate box around rows 9 and 10, columns A 
through L.  



Answer Key:

Monday Tuesday Wednesday Thursday Friday Total
1 Harry 15 7 7 7 7 7 35 $525.00 $131.25 $393.75
2 Martha 20 8 5 5 6.5 6 30.5 $610.00 $152.50 $457.50
3 Sally 12 8 8 7.5 3.5 6 33 $396.00 $99.00 $297.00
4 Joe 17 7 5.5 6 8 8 34.5 $586.50 $146.63 $439.88

Total 64 30 25.5 25.5 25 27 133 $2,117.50 $529.38 $1,588.13
Average 16 7.5 6.375 6.375 6.25 6.75 33.25 $529.38 $132.34 $397.03

KEY

Multiply = *
Add = +
Subtract = -
Division = /

Tax wthld Net Pay
Hours

Name Hourly 
Wage Gross Pay


