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Using the Flexitime Sheet 

Features

Features of the Flexitime sheet include:

· Calculation of hours worked each day and fortnight

· Calculation and display of credit/debit hours 

· Recording of leave hours and type

· Certification by staff member and manager

· A ‘New Fortnight’ button which:  

· prints your current flexi sheet

· clears all entries from the current flexi sheet

· carries forward the flexi hours balance and populates the new sheet with the next fortnight’s dates
Assistance

Assistance with using the flexi sheet is available by email to: HRWeb@edumail.vic.gov.au 

Instructions
Initial Set-up

1. Download the timesheet file from HRWeb and save either on your hard drive or on a network share drive.
2. Open the timesheet file.  You must click ‘Enable Macros’ when prompted.

3. On the timesheet, click the New Fortnight button until the start date of your current flexi fortnight appears next to ‘Date from’ on the top right of the flexi sheet.
4. Update the relevant fields with your:

· Opening flexitime hours balance (if applicable)
· Name

· Employee ID

· Division Name

· Branch Name 

5. Save 
Part time employees
For part time employees it will be necessary to enter your progressive standard hours in the Standard Hrs field.

Entering time and leave details

Enter your start and finish times in the relevant fields eg: 8:30am would be entered as 830, 4:30pm would be entered as 430; 5:00pm would be entered as 500, etc.

The leave taken fields provides supervisors and managers with a record of absence types and number of hours absent.  Absence hours are entered in the same format as start and finish times eg: for a public holiday, enter 736 (number of hours in a standard working day) in the public holiday row for the day of the public holiday; if absent for two hours on sick leave with a certificate, enter 200 in the Sick-cert row for the day absent.
At the start of each new fortnight
Click the ‘New Fortnight’ button.  This will 

· print your current flexi sheet

· clear all entries from the current flexi sheet

· carry forward the flexi hours balance and populate the new sheet with the next fortnight’s dates
Important Note:  when creating the timesheet for the new fortnight, BEFORE saving make sure the previous fortnight’s sheet has printed and the carryover balance on the new one is correct.  Once you have saved the spreadsheet you will not be able to retrieve the previous fortnight’s data.
Creating a Shortcut

For easy access to your timesheet, create a shortcut on your desktop as follows:

1. Click the right mouse button on a blank section of your desktop.

2. Select ‘New’ and then ‘Shortcut’ from the list.

3. Click the ‘Browse’ button and navigate to where your flexi sheet file is saved.

4. Click on the ‘Next’ button.

5. Type the name you want for your flexi sheet shortcut.

6. Click on the ‘Finish’ button and your shortcut will be created on your desktop.

Protecting your flexi-sheet with a password

If your flexi-sheet is on a network you may wish to password protect it by following these steps:

1. Open your flexi-sheet.
2. From the top of the page select ‘Tools’ and then ‘Options’.
3. Within ‘Options’ choose the ‘Security’ tab. 
4. In the ‘Security’ section you will find “File sharing settings for this workbook”.  Under this you will need to enter a password in the “Password to modify:” field.  

5. This password will be requested each time you open your flexi-sheet.  You will only be able to modify your flexi-sheet if this password is entered.       

Please ensure that you remember your password.  A forgotten password cannot be recovered or reset in Excel.
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