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Timesheet Tips

Make a workbook for the entire year.

1. Open the blank timesheet document and SAVE AS Timesheet 2016 in your personal folder.  From now on, you only have to click SAVE or the Save icon.  You don’t need to make multiple documents.

2. Be sure the document is full screen so you can see the tabs at the bottom. 
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3.  Right click on the Sheet 1 tab. 
4. On the pop up menu, click Rename.
5. [image: ]Type Master.
Create a Master time sheet for you.

1. Click under Employee Name.  You should see a long green outlined column.
2. Type your first and last name.  Don’t worry, it will look funny until you hit Enter.
3. You should see your name sideways in that first column. 
4. Now add your normal schedule.  Don’t worry about the dates.
5. Save your work.  
NOTE:  You will not make any more changes to this sheet unless your normal schedule changes.

[image: ]Copy your Master for the next time period.

1.  Right click on the tab that says Master.
2. Click Move or Copy.
3. Click on Sheet 2.  
4. Check Create a copy.
5. [image: ]Click OK. 

6. Right click on the Master (2) tab.
7. On the pop up menu, click Rename.
8. Put the date of the time period.  You can use beginning or ending date – whichever works best for you.  Just be consistent. 
Customizing the Master for the time period

1. [image: ] Add the dates.
a. Enter the first date of the time period in the Date column.  It will format itself so you can type 5/1 and it will change to 5/1/2016 when you hit Enter.
b. Click on that date.  A green box should appear around that cell with a little square in the lower right corner. 
c. [image: ]Click on that little square and drag it down to the end of the column.  The dates will magically appear when you lift your finger off the mouse button! 

2. Make any changes to your normal schedule if needed – sick time, vacation, holidays, shift changes, etc.
3. Double check!  Your hours and totals should calculate for you, but be sure they’re correct.
4. Save.

Repeat!
1.  When it’s time for the next timesheet, repeat:
a. Copy the master.
b. Customize the master for the time period.
c. Save. 
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[image: ]Your timesheet workbook will begin to look something like this:
image6.png
Sun. |

T Master

Master (2)

Sheet2 | Sheet3 |




image7.png
@EHS 0= @ == - H - @& = - Timesheet 2016 - Excel ? @ - x
EERl -OVE  INSERT  DESGN  PAGELAYOUT  REFERENCES  MALINGS  REVEW  VIEW  DEVELOPER Linda Ehrmschuwender ~ GERl HOME  INSIRT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW Linda Ehvnschuwender ~
ﬁ t:‘ CalibiBody) <11 -| A A A2 o 2l 9| nasbcene Assbeene AaBbCe Asebcct AQBI assbeer acsbeeoc aasbeene aasbceo: ;"‘:::m ﬁgz:;y B |pral hd L L »- Ol Date - ] i X é:fs“m 4y
PO Format Painter I U-sx,x A-¥-A- -~ | TNomal TNoSpac.. Headingl Heading2  Title Subtitle  SubtleEm.. Emphasis IntenseE. gwm_ Paste @ Format Painter I u- HEi- DA~ Merge&iCenter = $ - % * %8 &% éﬂ;j;;ﬂ;‘ F;’;Ef:ji ;&i Inset Delete Format | o @ ore é:t';& ;‘":d&
Clipboard 5 Font 5 Paragraph 5 stes 5 Editing Clipboard 5 Font 5 Alignment 5 Number 5 stes celts Editing ~
. L2 2 3 B B G B2
== 03 - 5/1/2016 v
2. dlick Move or Copy.
3. dlickon sheet 2. A B . C E F ¢ H J K L n N 3 a R B T u v w x Y
4. Check Create a copy.
5. Click OK. 1 Supenvisor Signature:
Taweram [Time Comp
— Employe Date  [Details/ Regular | PIC | Staf |vacation| Sick | Howss | Holiday |Personal
2 leName loptional hours | Hours |Weetings | Howrs | Hours | Used | Hows | Hours | | Total Hours
6. Right click on the Master (2) tab. B e
7. Onthe pop up menu, click Rename. Sun | in 7 oa | moe 000
8. Put the date of the time period. You can use ] m ) B . FRET
beginning or ending date — whichever works best for N fout 515 P 700 700
You. Just be consistent. 7 Wed fin T2aspu
8 Jout .45 Pu 700 700
9 Thut.[in 915 |
10 Jout 5:15Pu 700 700
EEAR = Y
2 @ Jout 000
3 2 fsat fn
. EA Jout 000
Customizing the Master for each time period 15 2 sun|n
B £ Jout 000
17 @ Monfin
Add the dates. B [out 000
a. Enter the first date of the time period in the Date column. It will format itself 5o you can type 5/1and it 19 £ Tuefn S5 A
B will change to 5/1/2016 when you hit Enter. 20 W [out 515PM 7.00 7.00
b Click on that date. A green box should appear around that cell with a lttle square in the lower right 21| @ Wed[n 1245 P
corner. 2| O [out 8:45PM| 7.00 7.00
2| £ Tefn 915 |
2| = Jout 5:15Pu 700 700
h 2 Fi [in
2 Jout 000
27 sat [in 930 |
2 Jout 5:30PU 725 725
2 sun. [in 100 P|
M 0 lout 500PH 400 400
3 Fegusr | _PC SM_ | Ve | Sok [Compured| Fal | Pen
2 [Fotat Hours 5325 000 000 000 000 000 000 000 5325
B -————+ 100 [ ~ -
; oD » MASTER | Dec.28 | Janil | Jan2s | Febs | Feb22 | Mar7 | Mar21 | Apra | Apris | May2 | Ma .. ® i [ >
<o g 2w — [ r————r





image8.png
/12016

915 Al
122016 [ 615PM
1245 PMI
/312016 [ easPu
.15 Al
51412016 [ 515PM

552016





image9.png
Feguar | PIC M Wao | Sik |Compused| Hal

[Total Hours §325 000 000 000 000 000 000

MASTER | Dec.28 | Janil | Jan2s | Febs | Feb22 | Mar7 | Mar2i | Apra | Apris | May2




image1.png
TS TIME SHEET

P





image2.png
Sun.

Sheetl

Sheet2

Sheet3





image3.png
SMH’T

Master | Sheetz | Sheets





image4.png
[Time.

Employe Date [petais/ | 5§ | Reguiar
& Name loptional__| = 2| hours
Won [n
low
Te. [im S5
low saseul 700 | 700
wed i 1245 P
low saspul 500 | 700
Thut i 515
low saspul 700 | 7.00
_ Fin
[} |Out
lan
S low
2 s
£ low
S won i
E |Out
S meln S5
[} low saseul 700 | 700
@ Wed|n 1245 P
ko] ot sasen] 700 | 700





image5.png
Move or Copy
Move selected sheets
To book:

Timesheet-master (s
Before sheet:
Mast

sheetz
Sheets
(move to end)

Create a copy





