Work Schedule Time Sheet Instructions

FSIS 3500-4 and -5

Microsoft Excel Spreadsheet


A sample time sheet is provided at the end of these instructions for you to refer to at any time.

1) Getting Started

a) There are two versions of the Work Schedule Time Sheet: A full-time employee sheet 
(FSIS 3500-4) and a part-time employee sheet (FSIS 3500-5).

b) Open the appropriate time sheet in Microsoft Excel.  Do not use Microsoft Word, it will not open correctly.
c) Start with the appropriate pay period sheet.  Pay period tabs are located at the bottom of the Excel window.
d) Fill out your name at the top of the time sheet.  This field will now be automatically filled-in for each subsequent pay period sheet.


2) Time Sheet Entry Guidelines (Tips)

a) DO NOT USE THE “CUT” and “Paste” OPTION.  The “cut” option is destructive to formulas that are hidden in the time sheet and will make that days time block total no longer work.
b) Also, because of formulas in the Proposed Work Schedule you cannot copy times from the Proposed Work Schedule to the Actual Work Schedule.

c) After entering the time, press the space bar and type "am" or "pm" accordingly. (7:30 am)

You also may use a shortcut and just type “a” or “p” instead of “am” or “pm”.
d) A shortcut for entering whole hour times, e.g. 4:00 pm, is to just type “4 p”.
e) Use quarter hour increments (e.g. 7:15, 7:30, 7:45).  Do not use anything else (e.g. 7:41)

f) In the Lunch: block enter the number of minutes you took for lunch (e.g. ½ hour = 30, 1 hour = 60, 1 ½ hours = 90).


3) Filling Out Your Proposed Work Schedule.

a) Fill out the top Proposed Work Schedule section.  (See section 2, Time Sheet Entry Guidelines (Tips) above on entering time).
b) Schedule changes:  If no changes are noted, the employee is expected to work the schedule from the previous pay period. For employees on Maxiflex schedules, work and credit hours must be scheduled within your programs tour of duty hours, except as provided by the Program Maxiflex Plan and with the supervisor’s permission; Sunday may only be used for earning credit hours.
c) Type the time that you propose to arrive each day in the first In: block.
d) If you plan leave during your work day and are coming back to work, use the middle (Out:) and (In:) section to properly subtract any time you propose to be on leave or in a non-work status.
e) You must account for a lunch period.  Enter in minutes the time you plan to take for lunch (e.g. ½ hour = 30, 1 hour = 60, 1 ½ hours = 90).  FT or PT employees working 6 or more hours must account for lunch of at least 30 minutes.  If you take more than 30 minutes please indicate accordingly.
f) Type the time that you propose to leave work for the day in the last Out: block.

g) Your total hours you propose to work will show in the "Total Hrs" row.

h) You must type in the appropriate amount of time you want for each Time & Attendance (T&A) Code.  Example: 8 hours of regular time, 8 hours of regular time and 2 hours credit time earned, 3 hours of regular time and 5 hours of sick time, etc.

i) In the T&A Code section (lower half) of the actual time sheet, enter time in whole or quarter hour increments (e.g. 8, 8.25, 8.5, 8.75)

j) For each row you have entered a time.  Type in the appropriate T&A Code in the left column.
If you plan to use annual leave, sick leave, or family sick leave, indicate those hours in the appropriate pre-filled T&A code line.

k) The most frequently used T&A Codes are shown at the bottom of the sheet.

l) The time section of the Proposed Work Schedule will now automatically fill in for each subsequent pay period.  You will not have to enter in each pay period’s time section of the Proposed Work Schedule.  

m) If your work schedule has changed from the previous pay period remember to type in the appropriate change.

n) Do not use the copy and paste option in the Proposed Work Schedule section.  Because of formulas contained in this section, the copy and paste option will not work.

o) Save your time sheet.  Please follow any guidelines set by your supervisor or timekeeper on where to save and submit your time sheet.
p) The following options may be used for submitting your time sheet to your supervisor.
Option 1 (Email)
i) Enter your name in the signature block under the Proposed Work Schedule section

ii) Save your time sheet.

iii) Email the time sheet to your supervisor (See section 6, Emailing Your Time Sheet below for emailing instructions).

Option 2 (Print)
iv) Print your time sheet, sign it, and give it to your supervisor.


Option 3 (Shared Drive)
v) Type your name in the signature block under the Proposed Work Schedule section.

vi) Save your time sheet.

vii) This will signify to your supervisor that your Proposed Work Schedule is final.
4) Filling Out Your Actual Work Schedule.

a) Type in arrival and departure times in the appropriate blocks.  (See section 2, Time Sheet Entry Guidelines (Tips) above on entering time)
b) Type your arrival time in the first In: block.

c) If you leave during the work day and are coming back to work, use the middle (Out:) and (In:) section to properly subtract any time you are on leave or are not in a work status.

d) You must account for a lunch period.  Enter in minutes the time you plan to take for lunch (e.g. ½ hour = 30, 1 hour = 60, 1 ½ hours = 90).  FT or PT employees working 6 or more hours must account for lunch of at least 30 minutes.  If you take more than 30 minutes please indicate accordingly.

e) Type the time that you stop work for the day in the last Out: block.

f) Your total hours worked will show in the "Total" row for each day.

g) You must type in the appropriate amount of time you want for each Time & Attendance (T&A) Code.  Example: 8 hours of regular time, 8 hours of regular time and 2 hours credit time earned, 3 hours of regular time and 5 hours of sick time, etc.

h) In the T&A Code section (lower half) of the actual time sheet, enter time in whole or quarter hour increments (e.g. 8, 8.25, 8.5, 8.75)

i) For each row you have entered a time.  Type in the appropriate T&A Code in the left column.
If you plan to use annual leave, sick leave, or family sick leave, indicate those hours in the appropriate pre-filled T&A code line.  If you enter your annual leave, sick leave, or family sick leave in another line other than the pre-filled T&A code lines, your annual and sick leave will not calculate.
j) The most frequently used T&A Codes are shown at the bottom of the sheet. 

k) Type in your office’s 7 digit accounting code on each line that you have a T&A code.
If you do not know your office’s accounting code, contact your supervisor or your timekeeper.
l) Part-Time Employees (on the part-time employee work sheet, FSIS 3500-5): Enter in your total hours worked including any leave taken (subtract any overtime from hours worked) in the “Hours Worked:” block at the bottom right corner of the Actual Work Schedule.  If this block is not filled out, annual and sick leave will not be calculated and you will not accrue leave on the form.


5) Filling Out Other Sections of the Work Schedule Time Sheet

a) Annual and Sick Leave Charts
i) Begin by entering in your leave category at the top-right of the time sheet.
This field will now be automatically filled-in for each subsequent pay period sheet.

ii) If you are starting a new time sheet for the first time: 
(1) Enter in any annual or sick leave that you may have in the “Brought Fwd” blocks.
(2) Part-Time Employees (on the part-time employee work sheet): Enter in any carryover hours you may have in the “Carryover BF.” blocks.
iii) If you are continuing on to the next pay period sheet on an existing time sheet:
(1) You will not need to enter in any annual or sick leave, the “Brought Fwd” blocks will be automatically filled in from the previous pay period.

(2) Part-Time Employees (on the part-time employee work sheet): You will not need to enter in any carryover hours as this will be automatically filled in from the previous pay period.

iv) Remember: if you are using annual, sick, or family sick leave to enter those hours into the pre-filled rows in the T&A Code section of the Actual Work Schedule.
v) The annual and sick leave charts are calculated automatically.

vi) Remember: your STAR T&A printout is your official count of annual and sick leave balances in case of any discrepancies.

b) There is a chart available that you can use to keep track of your Comp Time, Travel Comp Time and Credit Time (This section only applies to employees on Maxiflex schedules).
i) This chart is manually done; it will not automatically keep track of your Comp Time, Travel Comp Time or Credit Time.
ii) To start keeping track of your Comp Time, Travel Comp Time or Credit Time, enter any Comp Time, Travel Comp Time or Credit Time you may have in the corresponding “Previous PP” block located in the lower right corner.

iii) Comp Time, Travel Comp Time and Credit Time that are available to you will be shown in the lower right corner in the “Balance” block.

iv) If you have earned or used Comp Time, Travel Comp Time or Credit Time in the actual work schedule, you will also need to enter those amounts in the appropriate blocks located in the lower right corner chart.

v) Comp Time, Travel Comp Time and/or Credit Time will now automatically fill in to the chart on the next pay period sheet.

vi) Remember: your STAR T&A printout is your official count of credit hour balances in case of any discrepancies.


c) After filling out your time sheet each day, remember to save it. 
d) Note:  Totals shown in blue are so that timekeepers can easily enter your official T&A.
e) The following options may be used for submitting your time sheet to your supervisor and/or timekeeper.

Option 1 (Email)

i) Enter your name in the signature block under the Actual Work Schedule section

ii) Save your time sheet.

iii) Email the time sheet to your supervisor (See section 6, Emailing Your Time Sheet below for emailing instructions).

iv) The supervisor will type their name in the signature block and then either foreword the time sheet to the timekeeper or back to you.


Option 2 (Print)

v) Print your time sheet, sign it, and give it to your supervisor.

vi) The supervisor will sign it and then give it to the timekeeper.

Option 3 (Shared Drive)

vii) Type your name in the signature block under the Actual Work Schedule section.

viii) Save your time sheet.

ix) This will signify to your supervisor and your timekeeper that your Actual Work Schedule is final.

f) Tips for the Actual Work Schedule section only. This tip will not work on the Proposed Work Schedule section.
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You can copy a day’s times into another day.  Simply click and hold then drag your mouse down until what you want to copy is selected.  Right-click in the selected area and select copy.  Now go to the day where you want to paste the times, right-click and select paste.
You can also copy from a prior pay period and paste it in your current pay period.
Example below.























Emailing Your Time Sheet
g) Once your time sheet is filled out completely and saved, you may email it to your supervisor using the following option.
h) Right click on the sheet tab (PP##) on the pay period 
Click on “Move or Copy…” 
On the “To Book:” drop down – select NEW BOOK
CHECK “Create a copy” – very important
Click “OK”
If you receive a message about 255 characters, ignore it and click “OK”.
Now you are in a new workbook with just that sheet (Your original time sheet workbook is still there)
Click on “File”
Click on “Send To”
Click on “Mail Recipient (as Attachment…)”
In the “To:” field, select your supervisor
Click on “Send”
Close out of the one-sheet new workbook (bottom x in the upper right corner)
When it asks if you want to save it, click – NO
6) Troubleshooting (Problems and Errors)
a) If you get an error in the "total" row with the following message: #VALUE!
i) Check to make sure you have a space between the time and “am” or “pm”.
ii) Check to see if you have entered a ":" between the hour and minutes.
iii) Only time can be entered in the time blocks.  If you have an "SDO", leave that days time blocks blank.
iv) You may have a space in a block.  Press the “delete” key in a block that looks empty.

b) If you get an error in any "total" row with the following message: #REF!
i) You most likely did a cut and paste.  (Do not use the cut and paste option.)
Do not save your time sheet in this state.  On the menu bar click “Edit”, then “Undo Paste” until the #REF! message has gone away.  If you do have the #REF! message and you have saved it, you will need to contact Microsupport.

c) If there isn't a total in the "total" row.

i) Check to make sure you have the correct time indicator – “am” or “pm”.  Example: You typed 7:30 PM but you meant 7:30 AM
ii) You forgot to put in a time for the end of the day.  Fill in the “Out:” block.
iii) You forgot to put in a time in "(OUT:)" for leave during the day, but you entered a time for "(IN:)"  Fill in the “(Out:)” block.
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FSIS 3500-4 and -5    (11/16/2006)
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