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Overview 
 
 

Page 1: How to create Electronic Leave Record for employees 
 
Page 2: How to enter carry-over sick and annual balances for the 
 first of the year 
 
 Where would you enter the allowed annual carry-over hours  
 for employees 
 
Page 3: How to enter unused Comp Time carried over from previous 
 year 
 
Page 4-5: How to create a password to protect workbook 
 
Page 6-7: How to enter leave time being used for each month 
 
Page 8: How to enter unpaid medical leave code and not on pay time  
 
Page 9: How to enter to enter Extended Leave Illness Bank time being charged 
 
Page 10: How to create Electronic Leave Record for new employees 
 
 
 
 

Taabbllee  ooff  CCoonntteennttss  
  



 

1 

HHooww  ttoo  CCrreeaattee  EElleeccttrroonniicc  LLeeaavvee  RReeccoorrdd  ffoorr  EEmmppllooyyeeeess  
TTrraaiinniinngg  IInnssttrruuccttiioonnss  

 
 
Before you begin make sure you have the blank Electronic Leave Record Excel 
workbook on screen. 
 
Each worksheet blank tabs is for each individual employee’s leave record information. 
 
 

 

 
 

1. Right click on Blank(1) tab and select rename. 
 
2. Type employee first name initial and last name for example: J. Smith. 
 
3. In the worksheet at the top where you see Name, Cost Center Number and 

Employee ID Number, enter employee’s information in the appropriate blank 
lines and spaces provided. 
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For those employees who 
receive less than 22.5 of 
personal leave you must 

change here

For annual 
leave balance 

type here

For sick leave 
balance type 

here

 
How to enter carry-over sick and annual balances for the first of the year. 
 

1. Scroll down to the section where you see “Sick and Annual balance as of 
1/1/09”.  Type in the unused hours for sick and annual leave on the blank lines 
provided.  (Refer to diagram below). 

  
 
 
 

 
  

2. This is where you enter the monthly annual time earned for the month of 
January.   You must type the correct time earned for that employee. 

 
  
 

Where would you enter the allowed annual carry-over hours for an 
employee? 

 
ü Scroll over to the right to yellow shaded area where you see “Carry-Over Annual 

Time Allowed”.  Enter the correct allowed carry-over annual time applies to that 
employee.  (Refer to diagram below). 
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How to enter unused Comp Time carried over from previous year? 
 
ü Scroll down to the second page and if the employee has any comp time unused 

as of 2008 enter hours on the blank line provided.  (Refer to diagram below). 
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HHooww  ttoo  CCrreeaattee  aa  PPaasssswwoorrdd  ttoo  PPrrootteecctt  WWoorrkkbbooookk 
 
 
 
 
For Agency security purposes you must create a password to protect this workbook 
before saving. 
 
 

1. Click on Tools in the toolbar and then select Options.  
 
 
 
 
 
 
 
 
 
 
 
 
2. The Options Box is on screen, then click on the Security tab. 
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Create your 
Password    

here

 
 
 
3. Where you see Password to open: inside the box type in a password.  Once you 

have typed in your password click on OK.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Another box will show on screen prompting Reenter password to proceed and 
type in the same password then click OK.  

 
5. Go up to File located on the toolbar and select Save As, and rename this file. 

 
 
Note:  Make sure you save this file to a central location i.e. on your department’s share 

drive so “backup” and manager(s) can have access. 
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HHooww  ttoo  EEnntteerr  LLeeaavvee  TTiimmee  BBeeiinngg  UUsseedd  ffoorr  EEaacchh  MMoonntthh  

  
  

To enter weekly sick or sick in family leave being use. 
 

1. Jane Smith has taken 7.5 hour sick in family on January 9th.  (See diagram 
below for example).  

 
 
 
 
 
 
 
 
  
 
 
 
 
 

 
 
 
 
2. Enter personal leave taken on February 15th (this is where you would type in 

7.5).  This will also apply to enter vacation leave.  (See diagram above for 
example). 

 
 
 

To enter holiday work code and actual time earned. 
 
 

 
 
 
 
 
 

 
 
 
 
 

1. Enter time code (HWC) on holiday cell located on first page of leave record 
showing that this person worked on that holiday.  For example: person worked 
January 21st this is where you would type in code.  (See diagram above for 
example). 

 

Example:           
Enter Holiday Work 

Code “HWC”  

Example:         
Enter 7.5 for 

regular Sick Leave
Example:     

Enter 7.5 for Sick 
in Family here

Example:       
Enter 7.5 for 

Personal

Example:       
Must enter SIF 

code underneath










