Payroll Timesheets – Additional Information
The staff bi-weekly timesheet is an Excel spreadsheet file in a workbook format. A workbook is a collection of worksheets for every bi-weekly pay period in the current year. When you open the workbook (file), tabs will appear along the lower edge of the screen. Each tab corresponds to a specific bi-weekly pay period (e.g. 1_08_09). Each tab identifies the pay period ending on the date of the tab. For example, if the tab is labeled “1_08_09”  it is for the timesheet of the pay period from December 26, 2008 to January 08, 2009. To scroll through the tabs, use the arrows on the lower left of the screen. To select a particular timesheet, place the cursor on the tab and click the mouse. 

If you are required to fill in a timesheet, save a copy of the timesheet workbook on your computer for your use.  See below for examples of how to fill out a timesheet in a week with sick leave or a holiday.

