STAFF TIME SHEET USER INSTRUCTIONS

Reed staff time sheets are formatted in an excel workbook. At the bottom of the workbook, each month is set up in it’s own worksheet within the workbook.  The formulas in the worksheets allow the entries made in one month to carry forward to the next month, so you don’t need to keep modifying the accrual numbers.  You will input your monthly hours in the appropriate worksheet each month after selecting the current month’s tab at the bottom of the workbook.

If you have accrued vacation and sick hours that you will use in the current fiscal year, you will need to type in these balances on the July time sheet only.  

For example, if you worked at Reed from July 1st of 2010 until June 30th of 2011 and  work full-time (37.5 hours per week), on the July 2011 time sheet you will type in 165.00 (22 days times 7.5 hours) in the yellow highlighted Accrued space listed under “Vacation Tracking”.   

If you worked less than a full fiscal year, please work with your supervisor to determine the balance that you would input here.

If you are not a full-time employee, please work with your supervisor to determine the balance that you would input here. 

Please note that if you borrowed vacation time against this year (which is strongly discouraged), you will need to subtract those hours from 165.00 or the actual beginning accrual number. 

Type in your balance of accumulated sick hours from your June 30th time sheet onto your July sheet in the yellow highlighted Accumulated space listed under “Sick Tracking”.

If you are a new employee or have any questions regarding the workbook, please contact nnehler@reed.edu and to have the workbook customized for you.

Each fiscal year, the updated workbook will be sent to supervisors in June to be distributed to employees.  It is also posted on the Business Office website:

 http://www.reed.edu/business/business_forms.html#payroll
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