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Completing the Over-the-Cap Effort Report 

Step 1 
 
Open the report in 
Excel, taking note 
that each employee 
has their own tab 
in the workbook to 
complete 

 
Step 2 
 

 Click the column 
F heading to 
highlight the 
whole column 

 Right-click > 
Format Cells 

 Choose Number 
> 2 Decimal 
Places 

 Click OK 

 
Step 3 
 

 Click the column I 
heading to 
highlight the 
whole column 

 Right-click > 
Format Cells 

 Choose Currency 
 Click OK 
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Completing the Over-the-Cap Effort Report 

Step 4 
 
Activate formulas 
in columns F & I by 
clicking behind the 
last ) in the 
Formula bar for 
each cell and 
pressing Enter 

 
Step 5 
 

 Complete the 
report, filling in 
all required data 

 Add new rows, 
if necessary, 
for accounts 

 Copy formulas 
to maintain 
uniformity 

 Verify all Totals 

 
Step 6 
 Print each 

completed report 
(employee tab) 
to PDF 

 Send for 
signature using 
AdobeSign 
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