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How to Create Electronic Leave Record for Employees
Training Instructions

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.

I Massachusetts Departrent of )
i Workforce Cost Center No:
Leave Record Development Narne:
2008 1 2 3 4 5 13 T & 9 10 11 12 13 14 15 |16 [ 17 | 18 | 19 | 20 Fal 22
January Sick H K A o x x A A K K K X x of of A A K x x H K
January Annual H :0.000 = = = = = = H
January Personal H :0.000 = = = = = = H
February Sick - X X B - A A - X X - - A f R H - - A A
February Annual X X X X X X H
February Personal = = = = = = H
March Sick = = X = = = H =
March Annual X X X X x Xt H X
March Personal X X X X X X H X
April Sick X X X = = = H
April Annual x i i x x x H
April Personal X X X x x x H
May Sick X x X X X X
May Annual = = = = = =
May Personal X X X X X X
June Sick X X X x x H X X
June Annual X X X x x H X x
June Personal X X X = = H X X
July Sick H X X X = = =
Juby Annual H x i i x x x
July Personal H X X X X X X
August Sick X X X X X X
August Annual k3 = k3 k3 = k3
August Personal X X X X X X
Sick H X x x % X X
September Annual H = = = =z = =
P Personal H = = = x = =
........ ’ bl X X X H b b
Elanki4) ¢ BlankiS) ¢ Blankig) ¢ Blanki7) ¢ Blankig) ¢ Blankied & E |4 |

1. Rightclick on"Blank(1) tab and select rename.
2. Type employee first name initial and last name for exampla
3. Inthe worksheet at the top where you see Name, Cost Center Number and

Employee ID Number, enter employee’s iqformation in the appropriate blank
lines and spaces provided.

Workforce / Cost Center No: 4410 Unit:
Leave Record - —_ Jane Smith Emplogee IDNo.:| 1 | 1 [ 1] 1 1 1

2008 12 [ 13 | i 15— 18 | 19 [ 20 2 (22| 23|24 |25 |26 |27 | 28]2 et
January Sick TR THE FEE I R I
January Annual X H H = H AR 7.500
January Personal 2 2 2 2 H i X
February Sick A4 0 o XiX IH: Y NOP: A P iwmw o
February Annual 2 X H XX
February Personal 7500 X 2 H ®iX
March Sick 4 P4 B iR iH 4L A ERERERERE
March Annual H = H i
March Personal H " H HiH




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).

For sick leave
balance type
here

Sick Leave Balance as of 11,2008 0.000 Hours
January February March April May June | July | August September Octobe
Hours Hours Hours Hours Hours 5 Hours Hours
Beginning
Balance 0.000 9.375 18.750 28.125 37.500 For annu al 5,625 T75.000 i ]
Used Time 0.000 0.000 0.000 0.000 0.000 leave balance |ogw 0.000 ot
Ending
Balance 0.000 9375 18,740 28125 A tvype here 5 625 75.000 842
Earned 9.375 9.375 9.375 9.3?y, 9.375 (AL B B 9.375 9.375 9.1
Annual Leave Unused as of 1/11/2008: 0.000 4~ Hours Useor Lose: -187.500
Beginning Alert Uselose
Balance 0000 15.625 31.250 46.875 62.500 78125 93.750 109,375 125.000 140.6
Used Time 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0LC
Ending
Balance 0.000 15625 3.250 46873 52500 78123 93730 108375 125.000 14002
Earned 15.626%] 15.625 L—ThE25 m 15.625 15.625 15.625 15.625 15.625 15.6
Personal Leave as of 20 llowandg: 22,500 Hours h | h
Beginnin: _ﬁ
Bal?mce ? 22.500 m 22,500 22.500 22.500 FO r t . 0S€ em p Oyees who
ijsed Time i i i 5o i receive less than 22.5 of
Ending e~
Balance 22.500 22.500 \&’Ll]l] 22.500 22.500 22.500 p erson ?]I I eav ehyo umu St
change here

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?

G  Scroll over to the right to yellow shaded area where you see “Carry-Over Annual
Time Allowed”. Enter the correct allowed carry-over gnnual time applies to that
employee. (Refer to diagram below).

June July August September October Hovember December

Hours Hours Hours Hours Hours Hours Hours
oo 46.875 56.250 65.625 75.000 84.375 93.750 103.125
0 0.000 0.000 0.000 0.000 0.000 0.000 0.000

Beginning of Next Yi
0 46575 56.250 65525 75,000 84375 93,750 103,125 Sick Leave Total: 112.500
5 9.375 9.375 9.375 9.375 9.375 9.375 9.375
Use or Lose: 0.000
ilert UselLose
oo 0.000 0.000 0.000 0.000 0.000 0.000 0.000
0 0.000 0.000 0.000 0.000 0.000 0.000 0000 |Annual New Year Total : 0.000
Carry-Over Anhual

o 0.000 0.000 0.000 0.000 0.000 0.000 0.000 Time Allowed: @UU
oo 0.000 0.000 0.000 0.000 0.000 0.000 0.000




How to enter unused Comp Time carried over from previous year?

G 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).

|I]ecemher Comp Time Earned \ X X X X X X
|December Comp Time Used \ X X X X X X
December Hot On Payroll (HOP) X X X X X =
Comp Time: Unused as of 2008 0.000 ) Hours
~——

January February March April May June July August September
Beginning
Balance 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
|Used Time 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
Ending
Balance 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
|Earned Time 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000




How to Create a Password to Protect Workbook

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.

Fle Edt Yiew Insert Format Tools Data MWindow Help  AdobePOF Type a quastion for help
NZH2% ERY BB o-o- @ -4 5 gm0,
Yatata A M|V W | vorepy with Changes... ¥ { aral -3 - BIUE=S= § %, HoEEln.
T 2,

Al v F

2.  The Options Box is on screen, then click on the Security,tab.

e
Calor I International I Save I Errar Checking I Spelling I Security
Calculation I Edit I General I Transition I Cuskom Lisks I Chark
Show
¥ Startup Task Fane I+ Eormula bar ¥ Status bar ¥ windows in Taskbar
Carnmenks
" pone * Comment indicator only i~ Comment & indicaktor
Objects
" Show all ™ Show placeholders i~ Hide all
Window opkions
[~ Page breaks ¥ Row 2 column headers [+ Horizontal scrall bar
[ Formulas ¥ cutline symbols I wertical scroll bar
v Gridlines [+ Zero walues I+ sheet tabs
Gridlines color: I Aukomatic vI
Ok I Cancel




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

have typed in your password click on OK.

Wiews I Calculation I Edit I General I Transition I Custom Lisks I
Colar I Inkernational I Save I Error Checking I spelling ]

File encrvption setkings For this workbook,

Password to apen: I

\ Adwvanced, .. |

File sharing settings For this workboolk

Password to modify: I \
[T rRead-only recommended

Digital Signatures...

Privacy opkions

I remove personal information From this file on sawve

Macro security

Adjusk the security lesel For Files that might contain macro viruses
and specify names of trusked racro developers.

Macro Securikty. .. I

o 1

Cancel I

Create your
Password
here

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.



How to Enter Leave Time Being Used for Each Month

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

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

Example:
Enter 7.5 for

Example:
Enter 7.5 for Sick
in Family here

regular Sick Leave

Wﬂrkf;: rce

Leave Record ame: Jane Smith
2008 1 2 3 4 5 [ 6] 7 [ @ Tw]nJwe] 3] /] 15
Janwary Sick H 1 4 4 X x4 TSN A (4 X oW CTEOD; o
January Annwal H X X ;IF x x
January Personal H Exam p|e i x x
Fehruary Sick 1 x : & 4 X x4 4 1
February Asnmal x Must enter SIF : x x
February Perzomal x| code underneath x x ,isnn
March Sick x X “mE B x A P44 E A i1 /4 x
March Annual x x X X /i
March Perzonal x x x x
Example:
Enter 7.5for |
Personal |
i B e ||

2. Enter personal leave taken on February 15™ (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.

Workforce Cost Center No: 4410 Unit:

Leave Record SR Jane Smith Employee IDMNo:| 1 [ 1] 1] 1] 1 |1

2008 21 w15 [w6]17[18]19] 20 [ 21 [22][23]24]2526]27]28[29]30] 31 [ELB
January Sick I T HEEEHERERE HVQ«' diqd i imimidiod
January Annual O iR H \_ AR 7.500
January Personal X L H

Example:
Enter Holiday Work
Code “HWC”

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 21% this is where you would type in code. (See diagram above for
example).















