INSTRUCTIONS FOR USING EXCEL-BASED TIMESHEET
DOWNLOADING AND SAVING

To download the Excel file containing the timesheet template, go to the OHRM web site (http://hr.albany.edu/), select Forms, Time and Attendance, Classified Service Timesheet (Microsoft Excel), Download.  When the Excel file comes up, save it on your local C: drive in a folder under a name of your choosing.  It is suggested that you save it under “My Documents” in the folder for Excel files under a name such as: “Timesheet beginning 12-5-2002.” (Do not use “/” in the date—Windows reads these as file delimiters).  It is also suggested that you download a blank timesheet for each four-week reporting period and you not “recycle” past timesheets because of the embedded formulas and the possibility of erasing them when clearing a previous timesheet for reuse.
HEADING INFORMATION

Complete your name, department, Emplid, campus address and campus phone number by clicking on the appropriate line.  Also complete the beginning date of the four-week reporting period covered by the timesheet in the following format:  MM/DD/YYYY.  You do not have to complete any of the other date fields, as they are all formula-driven from the beginning date that you enter.


RECORDING TIME WORKED

As you do with a regular timesheet, you should enter times “in” and “out” each day in the following format: 8:30 A.  It is important that you put a space between the time and A or P (for AM/PM) in order for the calculation functions embedded in the worksheet to function properly. After you have completed all the “in” and “out” times for a day, the “Hours Worked” column will calculate the number of hours worked for the day (any tardiness or time charged will be added in later).  The only circumstance when you should make a manual entry in this column is for a legal holiday (see Holidays on page 2).  Be sure and save the spreadsheet after completing your entries for the day. 

TARDINESS

Tardiness is arrival for work after the official beginning of working hours, or return to work after the expiration of the time designated for meals without the approval of the supervisor.  If you are tardy either because of late arrival for work or late return from a meal break, you should enter the actual time “in” and calculate the number of minutes you were late.  You should enter this figure in the “Min. Tardy” column.  After you have completed the number of minutes tardy for the day and have entered the actual “in” and “out” times for the day, the “Hours Worked” column will calculate the number of hours worked for the day including any minutes tardy.  There is no penalty for 1 or 2 instances of tardiness, not to exceed 14 minutes total in a two-week pay period.  However, there are penalties for tardiness exceeding this amount in a two-week pay period.  To view the current tardiness penalties, you should go to the following URL on the OHRM web site: http://hr.albany.edu/content/CLSLVREG.asp#tardiness.  The Time Records Section will assess any penalties incurred when auditing the timesheet.

CHARGING ACCRUALS
If you are charging time for all or part of a day, you should enter the time to be charged in the column corresponding to the type of leave you are charging.  Use of partial hours should be entered in .25, .50, and .75 increments only.  Any time charged will be added to the “Hours Worked” column.  If you are charging time for all or part of a day, the total hours in this column should equal the hours in your normal workday (e.g. if your normal workday is 7.50 hours and you work 4.50 hours, you should charge 3.00 hours to accrued leave).


HOLIDAYS
If you observe a legal holiday, you should type “Holiday” in the first time “in” box for the particular day.  The “Hours Worked” column will display “####”.  You must then type over this with your normal number of work hours for that day.  If you work on a legal holiday, you should enter the “in” and “out” times in the normal fashion.  You should then enter the total from the “Hours Worked” column in the appropriate column in the “Hours Worked on Legal Hol.” section as either “Earned C.T.” (Compensatory Time) or “To Be Paid,” depending on the election you have made in regard to compensation on a legal holiday. 


ACCRUAL LABEL
Once you have completed all the entries for the four-week reporting period, all subtotals and totals will be calculated automatically.  Using the leave usage totals for the various leave categories, you should complete the “Used” boxes on the label that you receive from Human Resources for the reporting period.  You should also complete the “Accr” (Accrued) boxes on the label and calculate your new balances.

PRINTING INSTRUCTIONS

Before printing the timesheet, you should check “Page Setup” in Excel to make sure that the timesheet will print on one page.  To navigate to “Page Setup,” you should first select “File” and then “Page Setup.”  On the “Page” tab under “Scaling,” select the “Fit to:” radio button and enter “1” for both width and tallness.  You can then select “Print” from this page and the timesheet will be printed on the selected printer. (NOTE:  On certain older printers with limited memory capacity, some of the lines on the timesheet may not print.  If this occurs, you can either use a ruler to draw the missing lines by hand or you should select a network printer with sufficient memory capability.)


SUBMISSION
After printing the timesheet, affix the label to the bottom of the form in the space provided.  Finally, you and your supervisor should sign the form in the spaces provided on the label, make copies for yourself and your supervisor, and forward the timesheet to the Office of Human Resources Management in UAB-300. 
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