Instructions for Timesheet Template

This timesheet is optional but is meant to provide you with a tool for tracking your hours.  The assumptions made in the timesheet are that you work 40 hour weeks, and that you get flex time for hours over 40.

Configuring for your use

Only two things need to be set before you start using it.

When you load the Excel file, you should see something like this:
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Switch to the “Setup” sheet by clicking on the “Setup” tab (circled above).

You should then see something like:
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Here there are only two fields you can edit, which are the values for the Starting Date and the Overtime Rate (circled above).

· Starting Date – this should be the start of your workweek.  Most likely this will be a Sunday or a Monday depending on when your office/agency tracks the start date from.

· Flextime Rate – This is for offices that give flex-time for hours over 40.  If you get one hour of flex for every hour over 40, then leave this as 1.  If you get time and a half, enter 1.5.  If you don’t get flex-time, then you can ignore this and also the Flex/Deficit column on the Timesheet sheet.

Using the Timesheet

The columns on the time sheet are:

· Date

· Day

· In 1 – Time you started
· Out 1 – Time you left
· In 2 – Time you started again
· Out 2 – Time you left again
· Lunch (hours) – How long your lunch was in hours
· Daily Hours – How many hours you worked that day
· Weekly Totals – Running total kept for each week
· Weekly Total - How many hours you worked that week
· Flex/Deficit Hours – How many hours you’ve worked above/below the 40/week goal.
· Notes – Where you can enter notes about what you did that day (I use this to explain days where I work unusual hours, like a half day)
The only ones you can type in are: In 1, Out 1, In 2, Out 2, Lunch, and Notes.  The rest should give you a message about the cell being protected.

Notes

Times must be entered with colons and AM/PM designations, or in 24 hour format.

· Acceptable formats:  8:00 AM, 3:15 PM, 17:21

· Unacceptable formats:  8, 3:15, 4

If you use one of the unacceptable formats, you’ll probably see some #VALUE! Errors.

For lunch, enter the number of hours you went to lunch.  For example, a 45 minute lunch would be entered as 0.75, a half hour lunch would be entered as 0.5, and an hour lunch would be entered as 1.

For vacation, I would just enter that you started at 8:00 AM and ended at 4:00 PM.

If you want to unprotect the sheet and change things, the password is “vista”  I highly recommend against doing this unless you know what you’re doing!
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