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Import the data file Data.txt given in your Z::\ Drive into Microsoft Excel and

save your Excel workbook as Q1.xIs.
a. Sortthe 1mported data in Descendmg
b Calculate the Net. salary,EPF and ETF for each employee using the:

: formula, EPF=15% of Gross Salary, ETF=3% of Gross Salary and |

order of EPF Number.

" Net Salary = Gross Salary + Allowances — Deductions
where Deductions = 10% of the Gross Salary.

e nghllght Net Salaries which are less then Rs. 20 000/= using Red color

background Hint: Use condltlonal formattmg

2. Prepare the Salary Slip for each employee using Mail Merge. Use the Q1.xls as

source. The format of the Salary Sllp is given below Save the original

. your data

document as Q2 doc and Merged documents as Q2- Merged doc.

TITUS IleS'l‘RIE§

23/ 12, Nawala Road, Welisara. Tel: 011-2321321 Fax: 011-2321322
Salary slip ~ December 2006

Employee <<First Name>> <<Last Name>>
Name: R '
EPF No: <<EPF No>>
Designation: < <designation>>
Salary Scale: Rs. <<Salary Scale>>

Salary Details: :
- ‘ : Gross Salary: <<Gross Salary>>

Alloyances: - <<Allowances>>
Deductions (10% For EPF): '»<<Deductions>>-

Net Salary:. <<Net Salary>>
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15% EPF Employee Matchmg; <<EPF>>
‘3% ETF Emplovee Match|ng:~. _‘,<<ETF>>

vSenior Aecountant (Salary)
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