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Download & Save the Timesheet Template File

N
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Download the timesheet template file found
https://www.sumter.k12.fl.us/Page/252

Save this template to your Desktop

From within Excel,
select File

Select Save As
Select “Browse” or
“This PC”

Select “Desktop”
which is usually
found under “Quick
Access” at the top of

your directory listing.

Press Save. Note do
not change the file
name.

Save As
“ 1 B> Th
Organi New fold:
@ Recent
s Quick access
(% ¥ Download:
& 0D IEM &
Dora.Pleasant@ieminc.com &= Pictures
0.5 ey
@ Sites - IEM Project
Dora.Pl <.com
umter
PPPPPPPP st Er
& OneDrive - Personal -
Jacpleasant@gmail, File
ave s
nnnnnnnnnnnnnn
[y misec
D Addar

Tools v Save

@E} A02542_43946_TH_45_NH_9_C19H_36_0H_0_C_ 4_xIsm

Time Sheet Template is
saved on Desktop

eeeeeeeeeeee

3/27/2020 5:34 PM

4/3/2020 2:35 AM

4/3/2020 1:33 AM

4/3/2020 3:33 AM



https://www.sumter.k12.fl.us/Page/252

Open the Timesheet Template
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B. Launch Excel by double clicking Excel from the list of programs on your computer.

C. Select “Open”

D.Select “Browse” or “This PC”

E. Select “Desktop” which is usually found under “Quick Access” at the top of your directory listing.

F. Select the “Sumter Timesheet FINAL 2020.04.03” file

G.Press OPEN.




Daily: Populate the Timesheet
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By signing this time sheet | cerlify that | have carefully reviewed this fime
sheet and that the hours reported on this time sheel, including all dates, start
and stop times, aclivity type, lasks, work locatfions and comments, are
accurate.

Type Signature

Dote Signed 4/3/2020
Instructions
Mote: Fyou get a Macra Disabled Naties - Enable Masros
1. Select Week ends date fram the dop dewn menu

2 Type User Name o select fram drapdawn menu

3 Far eachdaywarked, enter DATE warked

4. Enter START TIME and END TIME

Farmat: Hour:Minute M or PM

Moteif you enter a day prior to the start or after the end dates youwill get an eror message.

what you want to do 1= Share 1 Comment
3 Fill - -
Insert Delete Format Find &
- - - & Clear~ Select -
Styles Cells Editing

R

A. Review the instructions

B. From the drop down, select your

User ID

C. From the drop down, select the

pay ending date

D. Enter the date worked

T o

Enter activity start time

Enter activity end time

From drop down, choose activity type
From drop down, choose task

From drop down, choose work location

J.

Enter comments to support
COVID-19 and Other
activities



Daily: Review Timesheet for Errors
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Total Time
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Activity Type

Wesk Start Date

“week End Date
Taal Hours

Espected Total Hours

Taal Marmal Hours

Taal COVID-18 Heurs
Tatal Other Hours

41502020
412020
1z.00
32.00
Fail
1150
0.50
Pass

4/512020 700 AM| 7:30 AN 050 | Nerms “warh from hom:
4i512020 7:30 AM| 100 A 350 | Norm: “warh from hom:
Hstzoz 1100 &M| 1130 AN 050 | Morm: Wark from hom
HiEtE020 11:30 &) 230PM| 3,00 | Mormal Accigned Dutice | Curriculum warl b | Work fram hom
sierz0zn) 250 PM 2:00PM| 050 coviD-a Mcating Other | Waork from home [ Comment Explaining COVID-13 or Other Activity 2 Required

Weekly Time Sheet

[

] M (] F Q
By signing this lime sheet | cerdify that | have carefully reviewed this fime
sheet and that the hours reported on this fime sheet, including all dates, start
and stop fimes, activity type, tasks, work locations and comments, are
accurate.

Type Signature

Date Signed 4/3/2020

Hlate: IF you gt = Macro Disabled Notice - Enable Masios
1. Sebect Week ends date from the drop down menu.

2, Type User Hame or sslect rom dropdawn menu

3 For eachdayworked, enter DATE worked

4. Enter START TIME and END TIME
Format: Hour: Minute AM or PM

A.Your standard expected hours are listed here.

B. Until you reach your standard expected hours “Fail” will appear here. At the end of
the week, this should turn to “Pass” as presented in C below.

C. The total of your Normal, COVID-19 and Other hours should equal the Total Hours. If
they do you will see “Pass” here. If they don’t you will see “Fail” (presented as in B
above). If you see “Fail” it means that you did not select an “Activity Type” (see G on
the previous slide) for one or more of the time entries.

D.Comments are required for all COVID-19 and Other time entries.




Daily: Save Timesheet
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o Afile named "C\Users\dpleasant\Desktop\C| it Time Sheetxlsm’ already exists in this location, Do you want to replace it? o ‘_":-Urr'lt'r_'r
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A. Save time sheet daily time sheets, pressing the CTRL +s keys. x E

B. AfterY] u save the timesheet the first time you will get a message indicating a file

with the same name already exists, select “Yes” to save over the existing file.

Google Current Time
Chrome Sheet

C. The file will be saved on your desktop as “Current Timesheet”

Note there are now two timesheet files on your desktop: ﬂ~
1. The Sumter Timesheet 2020.04.03 template file and join.me
2. The Current Timesheet file.




Weekly: Review Timesheet for Errors
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Wesk Start Date

“week End Date
Taal Hours

Espected Total Hours

Taal Marmal Hours

Taal COVID-18 Heurs
Tatal Other Hours
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412020
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Weekly Time Sheet
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By signing this imesheet | cerify that | have carefully reviewed this
timesheet and that the hours reported on this fimesheel, including all date
start and stop times, activity type, tasks, work localions and comments, ar|
accurate.

Type Signature

Date Signed 4/5/2020

1. Sebect Week ends date from the drop down menu.
2, Type User Hame or sslect rom dropdawn menu
3 For eachdayworked, enter DATE worked

4. Enter START TIME and END TIME
Format: Hour: Minute AM or PM

A.Your standard expected hours are listed here.

B. Until you reach your standard expected hours “Fail” will appear here. At the end of
the week, this should turn to

as presented in C below.

C. The total of your Normal, COVID-19 and Other hours should equal the Total Hours. If
here. If they don’t you will see “Fail” (presented as in B

they do you will see

above). If you see “Fail” it means that you did not select an “Activity Type” (see G on
the previous slide) for one or more of the time entries.

D.Comments are required for all COVID-19 and Other time entries.

E. Make sure you sign your timesheet. Once signed, the “Fail” will become here



Weekly: Validate File Name

* Review cell M30 of the timesheet.
* In this cell, is the name that will be applied to your timesheet when you submit it.

* If the name starts with “F” it means that one of the two “Pass / Fail” indicators on the timesheet (see B
and C on the prior slide) is reading “Fail”.

* When your file name starts with an “F” it means the file cannot be processed properly. In this case, you
need to fix the errors before you save and submit the weekly timesheet.

Improperly named file starts with Properly named file starts with
“E” and looks like: the User ID and looks like:

3. Sign the TIMESHEET [aft iewing th tific-ation] by tpi i Il ME.
'gn the [aher reviewing the centification] by typing your name in e 3. Sign the TIMESHEET [after reviewing the certifization) by typing vour name in cell MG,

0. Press CTR +
F_#85319

mit TIMESHEET 0. Press CTR +e to Execute and Submit TIMESHEET
H_12_NH_11.5_C19H_0.500000000000001_OH_0 C_ ¥Y05319_43932_TH_12_NH_11.5_C1SH_0.500000000000001_OH_0_C_Wo

\




Weekly: Sign Timesheet

A. To sign the timesheet, manually type in your name in Cell N6 of the timesheet.

L I w i C
By signing this fime sheet | cerlify that | have carefully reviewed this time
sheet and that the hours reported on this ime sheet, including all dates, start
and stop fimes, activity type, tasks, work locations and comments, are

. | A2/ SCHOOL DISTRICT oo gy
* Mk
El ‘Week End Date 4itizozo
4 | JUser Mame Y0533 Total Hours 46,50
5 | |Emplogee Mame  GEEATES TS Expected Tatal Hours 32.00
B | | Assigned Location & Type Signature "P 0‘;&& Wa
7 | |Emploges e-mail o Tatal Mormal Hours 17.50
8 | |rznager 3 MOV _ Taral COVID-19 Hours 23.00
9 Ianager e-mail “william. Suber@ SUMTER.K1Z FL.US Tatal Other Hours = . .
Signed Timesheet Pass
10 Aztivity Haurr Equal Tatal Haurr Pass Date Signed 4/3/2020
1 Start Time  End Time  Total Ti Comments
= pr— 100441 1304 050 | Werm Assigned Dutiez | Fhaning | Wark fram home Hate: |f you get a Macra Disabled Notice - Enable Macras
B si6r2020 30 A 1100 A 550 | Mermal Assigned Dutics | Curriculum wath | Work from home 1 Select Week ends date from the diop down menu
14 aierz0z0 100 AN 130 as0 | Mormal Azcigned Dutise | LunchiBresk | Work from heme 2. Type User Mame or select from dropdow nmenu
b Avs12020 150 A 250 BM 5,00 | Mormal Assigned Dutics | Curriculum work | Work from home 3. Fereach day warked, enter DATE warked
B 4l6t2020 2:50 Ph 2:00 Ph 050 COvID-13 Meeting Other | Work from home | O 9. Enter START TIME and END TIME
Farmat: Hour: Minute AM ar PM




Weekly: Save and Submit the Timesheet

A. Save Timesheet, pressing the CTRL +e keys.
F ] +

Tableau
2019.2

B. The file will be saved on your desktop with a file name that should start with your User ID.
Note there are now three timesheet files on your desktop:

1. The Sumter Timesheet 2020.04.03 template file and
2. The Current Timesheet file.

3. A Coc!:)y of Your Submitted timesheet. Note this will be a PDF file and not an excel file. You

can delete this file if you wish. Acrobat  Microso
Reader DC Teams
C.  Yourtime sheet will be sent to the aﬁpropriate personnel responsible for process COVID-
19 time. You will receive a copy of the email. The file saved on your desktop will be _
included in the email. * X E
2]
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IZ_:E_ZI You replied to this message on 4/3/2020 5:51 PM. . -
- Microsoft
EE F_Y05319_43932_TH_12_NH_11.5_C19H_0_Weekly Time Sheet.pdf _ Edge

= 138KB

By signing and submitting this time sheet | certify that | have carefully reviewed this time sheet and that the hours reported on this time sheet, including all dates, start a
and comments, are accurate.
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