IBTII: a practice example

Staff pay increases


For this exercise, you will need some data which is shown below. You may already have most of this on a disk from a previous exercise. If you have, then copy the data required to a new sheet in Excel. If not, set up a new Excel worksheet.

The data

	Title
	First name
	Surname
	Department
	Salary

	Mr
	Arthur
	Abbot
	MG
	34000

	Prof
	Derek
	Adams
	MG
	27500

	Mrs
	Brenda
	Allen
	MG
	27500

	Mrs
	Linda
	Archibald
	MG
	24500

	Mrs
	Sylvia
	Winthropp
	FI
	24000

	Mr
	John
	Mckinnell
	FI
	15500

	Miss
	Kaliopi
	Ionades
	FI
	16500

	Miss
	Jennifer
	Lemar
	FI
	15750

	Mr
	Charles
	Jackson
	MK
	17000

	Mr
	Rupert
	Cousins
	MK
	17500

	Mrs
	Judith
	Granger
	MK
	21500

	Ms
	Carole
	Young
	MK
	16000

	Miss
	Cynthia
	Sparrow
	AD
	11000

	Mrs
	Joan
	Wyatt
	AD
	15000

	Miss
	Susan
	Kiran
	MK
	16250

	Ms
	Michaela
	Davenport
	AD
	15250


The spreadsheet tasks

1. Add two new columns, headed Increase pa and Increase pm.

2. In the Increase pa column use a formula which will calculate 5% of the Salary and apply this to all the people in the list.

3. In the Increase pm column, use a formula to divide the annual increase by 12 to provide a monthly increase for each person.

4. Adjust the decimal display of these new figures as necessary so that the annual increases are shown to the nearer £ and the monthly figures to two decimal places.

5. Copy the worksheet and sort the new sheet so that the data is in ascending order of salaries (smallest at the top).

6. Copy the worksheet again and sort the sheet by Department (it doesn’t matter whether this is ascending or descending).

7. On the list that is in Department order, separate the four groups by inserting a blank row below each group. In the Increase pa column type the name of the Department and in the Increase pm column use a formula to calculate the total Increase pm for that Department. An example is illustrated below for Admin – repeat this for the other three.

	Increase pa
	Increase pm

	550
	45.83

	750
	62.50

	763
	63.54

	Administration
	171.88


The chart

A pie chart is required which will illustrate the total extra monthly payments for each Department. These are the totals you will have just calculated. The chart should be labelled and titled like the example contained in the sample document below.

The integrated document

The last task is to produce an information sheet for distribution to staff. The text and items required are as shown in this example:
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I am pleased to advise you that an increase of 5% has been agreed. This will be

effective from 1 October 2001.

The table below will give you an idea of the additional amounts involved.

Salary

Increase pa

Increase pm

11000

550

45.83

15000

750

62.50

15250

763

63.54

15500

775

64.58

15750

788

65.63

16000

800

66.67

16250

813

67.71

16500

825

68.75

17000

850

70.83

17500

875

72.92

21500

1075

89.58

24000

1200

100.00

24500

1225

102.08

27500

1375

114.58

27500

1375

114.58

34000

1700

141.67

The chart below shows the total amounts that will be paid each month in each

department.

If you have any queries regarding the new rates, please contact Cynthia Sparrow at

our Gloucester Administration Department on Extension 345.

Extra monthly payments for 2001/2

171.88

298.96

472.92

367.71

Administration

Finance

Management

Marketing


The table of figures has been copied from the sheet of data sorted by Salary. The pie chart is the one you will have produced earlier.

Save the document with a suitable name, together with all your data and spreadsheet items, in a single folder.
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