
Scenario 1: Excel – Calculating Percentages 
Janet is responsible for assisting the finance manager.  One of her 
responsibilities is to calculate the commission for the sales people.  
This was not difficult to do on the calculator when they only had one 
salesperson but they have just hired two more and look to be hiring 
two more in the near future.  Also, it is too easy to make mistakes 
when using the calculator.  She needs to find a way to quickly 
document the sales activity and calculate the commission that will be 
given to the sales people.   
 Janet needs to create an Excel spreadsheet that reflects the sales 
of each sales person.  She then needs to total the amount and create a 
calculation to determine the salesperson’s commission.  Below is the 
first week’s sales revenue for John. 
Ace Hardware, Moose County $15,232 
Joe’s Country Store $2,322 
Johnston Hardware $5,294 
Carton’s Hardware $8,049 

Step 1:  Setup data in a spreadsheet. 

1. Open Excel.   It will automatically open to a new 
spreadsheet window. 

2. Enter your data as shown below.  There is nothing special with 
the text.  The text on row two is bolded.  The commission 
amount on E1 of 2% is in a separate cell from the following 
text. 

 

“We supply lumber to a number of retailers throughout the state.  
One of the primary skills we look for in our administrative staff is the 
ability to use a computer to document workflow, create reports and 
generate correspondence.  Just finding someone that knows how to 
use Microsoft Word and Excel well is difficult.” 
 

John Patton, MacKinnon Lumber, Pickax, MI (2010) 

MacKinnon Lumber 
 

EFF Work Readiness Profile Task 
Allocate Resources: 
Use basic computer skills 
well enough to get the job 
done. 

Solve Problems: 
Cope with a work situation 
or tasks that change 
frequently. 

Computer Tips – Excel 
1. Save often and as 

different file names. 
2. The numbers going 

down are called rows 
and the letters going 
across are called 
columns. 

3. The undo button  
is your best friend 
when a mistake is 
made. 

4. Double clicking on the 
border between cells 
will increase the cell 
to the largest entry. 

 
5. You may select an 

entire line by clicking 
on the number and an 
entire column by 
clicking on the letter. 

Vocabulary 
Workflow • Correspondence • Commission • Spreadsheet • 

Window • Cell • Column • Row • Sum 



Step 2:  Calculating a sum or total. 
1. Select the cell below the last row of data.  (Column C, Row 7 

or C7) 
2. Select the Function button on the formula bar.  

3. A new window will appear with Sum as the default option. 
Select SUM if it is not selected and click OK to continue.  

4. Excel will automatically select the data found above the cell 
you selected as shown below.  If this is wrong you can change 
your selection to a different range. Select OK to continue and 
Excel will automatically total the data. 

 



Step 3:  Calculating commission percentage.  We need to use the 
number we generated in the last step, $30,897 and multiply it 
against John’s commission of 2%. 
1. Select the cell next to the total you just created and under the 

commission column (Column D, Row 7 or D7). 
2. Enter the following formula in the cell:  = C7 * E1 

The “=” tells Excel that this is a formula with C7 being the first 
value being multiplied “*” by E1 the second value. 

3. Hit Enter to calculate John’s commission.  Your spreadsheet 
should now look like this.  

 

 
 

 

Think About It! 
1. How could you use this spreadsheet on a regular basis with 

new entries regularly coming in? 

2. What if John’s commission was 3.5%?  What would you need 
to change in the spreadsheet? 

3. How could you use this spreadsheet to help you calculate the 
commissions for all three of the salespersons? 
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