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Assignment #7
Excel Tutorial 7
“Using Advanced Functions,

Conditional Formatting, and Filtering”
I.  The Assignment

Our next assignment is Case Problem 2 - “Town of Baltic Administrative Office” - on pages EX 386-387 of the textbook.
Make sure you understand the assignment completely before beginning, and that you follow all directions explicitly, with the following clarifications/modifications:
1. Each worksheet must have a custom header and/or footer with your name and any other pertinent information you wish to include

2. In step 3, the current date is stored in cell B3, not in Z6
3. In step 4, do not use nested IF functions as directed.  Instead, use a lookup table. Place the table in a new worksheet named Lookup Table
The VLOOKUP function will be the second argument to the IF function.  I.e., if the employee is full-time, then look up the number of years employed in the table, retrieve the number of vacation days, and display it in the cell.  Otherwise, display zero

4. In step 6, use nested IF functions, but do not use the algorithm suggested in the book (see below).  Instead, use the simpler, alternative algorithm (see next page) that has one less level of nesting 

Algorithm suggested in the book:

IF the employee is full-time AND has worked at least 1 year, display 5;

otherwise, IF the employee is full-time AND has worked less than 1 year OR the employee is part-time AND worked more than 1.5 years, display 3;

otherwise, display 0.

· Note that this requires two levels of nesting: The nested IF has an OR function as the condition, and the arguments to the OR are two AND functions!

Alternative algorithm (with one less level of nesting):

If the employee is full-time AND has worked at least 1 year, display 5;

otherwise, If the employee is full-time AND has worked less than 1 year display 3;

otherwise, If the employee is part-time AND worked more than 1.5 years, display 3; 

otherwise, display 0.

5. In steps 8 and 9, you must use the conditional functions
6. In step 11, you must use a criteria range and advanced filtering
II. What to Hand In

Hand in the completed workbook on a flash drive, in a folder named “Assignment 7”
Make sure your name is securely attached to the flash drive in some way.  If this is not possible, place the flash drive in a small envelope with your name on it!
III.  Due Date:
Thursday, March 11th
