1. Save

2. The Staff/Administration Timesheet is an Excel-based file in a workbook format. A workbook is a
collection of worksheets for every biweekly 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 biweekly pay period (e.g., 12_01 2016). Each tab identifies the pay period ending on the

of the tab. The tab labeled “12_01_2016” is for the timesheet of the pay period from

November 18, 2016 to December 1, 2016. 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

date

STAFF/ADMINISTRATION TIMESHEET INSTRUCTIONS

a copy of the workbook on your computer for your use.

mouse.
UNIVERSITY OQOF .. - -
SOUTH FLORIDA Staff/Administration Timesheet
Name: a Pay Period: _11/18/2016  to: 12/1/2016
PP# 1711
Empl. ID: %00000 Rec#: 0 FTE: Yo Overtime: Staff or Admin Non-Exempt
Department: a Department 1D: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. [ i)
LEAYE TYPE USED
B s | g3
o = Total | Reg. B
Day Date E —~ o 5= § @ Daily | Pay g L3 8 £
3 a E [ a = = o H = @ O m
2o — Ea = 2 = = = E = ours | Hours | = E e e £
2 E] £° | 2@ 3 = = a9 = o2 £ % £ =
e = g Eo| 3= | 2 E |xs | 82| E EE £ g < =
8z | & | = |s& | &0 | 2 | & |&2 | 22| 8 88 | & | == | &
FRl 1111816
SAT 111916
SUM 11/20M6
Mo (112116
TUE 11/22M16
WED 112316
THU 11/24116
TOTAL
SpecialfRegular Comp @ 1For 1
Qwertime Comp @15
LEAYE TYPE USED
a Total | R bl gl 3
5 o otal eg. o
Day Date g -~ a E 2 E 2 Daily | Pay g & 8 =
2w b EsS = §| & £ 2 ) s || GEms | = E E'% =
=£ | . Z |ES|gs| 2 E |=s | 82| & EE| B | EE| B
32 | 8 | £ |23 2 | 3 |82 |52 8 Sa&| & |2 £
FRI 11/25M6
SaT 11/26M6
SUN 112716
ror [ 11/2816
TUE 11/28M6
WED 113016
THU 120116
TOTAL
SpeciallFegular Comp @ 1 for i
Dvertime Comp @& 15

3. Scroll through the tab names at the bottom of the screen to select a particular timesheet. Place the
cursor on the tab and click the mouse. When you open that timesheet, confirm that it is the sheet
you meant to select by looking at the “Pay Period: __ to: __ " dates on the upper right hand

10062016 | 10202016 | 11032016 | 11172016 | 12012016 | 12152016 | 12.29.2016 | pay Period End Dates

b

<

corner of the sheet.
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STAFF/ADMINISTRATION TIMESHEET INSTRUCTIONS

4. The first time you use the timesheet, click on the tab for the correct pay period, then enter the
identifying information at the top of the timesheet including:

e Name

e Employee ID #

e Rec#

e FTE

e Select Overtime: Staff or Admin Non-Exempt or Staff Exempt
e Department

e Department ID#

o Select a “Y” or “N” for Sick Leave Pool membership status

This information will be transferred to all of the timesheets in the workbook, so you will not need to
enter this information again unless it changes during the year. Your supervisor can provide you
any information you don’t have.

5. The hours worked should be filled out at this time. Fill in your “Daily Hours Worked” through the
end of the first work week, then add any “Holiday” hours earned.

UNIVERSITY OF
SOUTH FLORIDA Staff/Administration Timesheet
Name: 0 Pay Period: _11/18/2016  to:  12/1/2016
PP# 1711
Empl. ID: 300000 Rec#: 0 FTE: % Overtime: Staff or Admin Non-Exempt
Department: 0 Department ID: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. [ 11)
LEAYE TYPE USED
L5 P Total | Reg. = E 3
Day Date g e E f é ] _ Daily [ Pay | £ & fg s
23 = E S| = %‘ = E E EE Hours | Hours i;u E E‘g 2
3 = 2 [Ea|3z:| 2 E |xs | 22| & Ec| B | 2% | %
B2 | & | & |ae|8S| B | 2% |22 |22 8 88| & E2) &
FRI 1118186 8.00 &.00 | 8.00
SaT 111818
SUN 1120016
Mon 1102116 8.00 4.00 | 8.00
TUE 11/2216[ 8.00 8.00 | 8.00
WED |11/2318| 2.00 8.00 | 8.00
THU 11/2418 8.00 8.00 | 8.00
TDTAL- 32.00 8.00 40.00 | 40.00
SpeciallPegqular Comp @ 1for 1
Owertime Comp @15
LEAYE TYPE USED
[ 4 Total | Re: = E‘ 3
Day | Date | £ ~a| 82 Ele | Daily | Pay | 2 £ 8| &
iq = [E5|38| 2| 2|8 |gg|  |Hows|wews| =, | £ |22 £
e = 2 [5a|83| 2 E |z | 82| E Ec| 5 [ Ez| B
82 | 5 | & |s2 |82 | 2 | 3 |28 |82 & 88| & |22 £
FFRI 1112518 8.00 8.00 | 8.00
SAT 11726186
SUR 1172718
MOM 1142806 2.00 8.00 | 8.00
TUE 11/286M6[ 8.00 8.00 | 8.00
WED | 11/30M6) &.00 &.00 | 8.00
THU 12/0118| 8.00 8.00 | 8.00
TDTAL- 32.00 8.00 40.00 | 40.00
SpeciallFeqular Comp @ 1for 1
Overtime Comp @ 1.5
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STAFF/ADMINISTRATION TIMESHEET INSTRUCTIONS

If the total of your “Daily Hours Worked” plus “Holiday” hours is less then 40 hours, use the
appropriate type of leave to bring your “Total Daily Hours” to 40 hours. Leave should be entered
into the appropriate column as “Annual”, “Sick”, etc.

UNIVERSITY OF
SOUTH FLORIDA Staff/Administration Timesheet
Mame: 0 Pay Period:  1118/2016 to:  121/2016
PP# 1711
Empl. ID: 200000 Rec#: 0 FTE: % Overtime: Staff or Admin Non-Exempt
Department: 0 Department 1D: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, & minutes up. (M)
LEAYE TYPE USED
25 P Total | Reg. o E 3
Day Date E —~ o E E E ] _ Daily | Pay E [ 5-03 z
& z = .E E = % = E E Z= Hours | Hours »;U E E1 2 E1
= | | 2 IES 32| 2 | £ |25 82| & ge |z |52 3
B | 5 | £ |ae|ac | 2 | % |22 |22 B 88| & |E2] £
FFI 111818 4.00 4.00 5.00 | 8.00
SAT 111818
SR 11/2018
MOon (1121418 8.00 8.00 | &.00
TUE 11/22M18| 8.00 8.00 | &.00
WED (1123018 3.00 8.00 | 8.00
THU 11/24118 3.00 8.00 | 8.00
TDTAL- 20.00 | 12.00 38.00 40.00 | 40.00
SpeciallRegqular Comp @ 1for 1
COwertime Comp @15
LEAYE TYPE USED
a= 4 Total | Re z E 3
Day | Date | £ a8 JE Ele | Daily | Pag g & af E
i z = E E = % = c E S Hours | Hours i; = E E L E
= | | 2 IES 32| 2| £ |25 82| & ge |z |FE| 3
B | & | £ |&d& |82 2 | % |28 |2F)| B 88| & |E2| £
FRI 11/2516 3.00 8.00 | 8.00
SAT 11/2618
SR 112718
MoK (112816 8.00 800 | .00
TUE 11/28M156| &.00 800 | .00
WED  [11/3016]  8.00 800 | .00
THU 120118 &.00 800 | §.00
TDT.AL- 24.00 | 8.00 8.00 40.00 | 40.00
SpeciallRegqular Comp @ 1for 1
COwertime Comp @ 15

You cannot enter numbers into the cells along the “TOTAL” row, the “Total Daily Hours”
column, the “Regular Pay Hours” column and the “Comp Time Earned”. These are calculated
automatically from the work hours, leave hours, comp time earned and overtime that are entered
each day.
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STAFF/ADMINISTRATION TIMESHEET INSTRUCTIONS

7. After you have finished entering the hours worked and the leave used for a week, notice that the
figure for the TOTAL row in the “Total Daily Hours” reports the sum of all your work and leave
time. Up to 40 hours of this time appears as regular pay hours and the rest as comp time earned.
If you used leave, you cannot have more than 40 hours in the “Total Daily Hours” column.

a. If you selected “Staff Exempt” in the Overtime field, Excel will calculate comp time at

1 for 1.
UNIVERSITY OF .. ; .
SOUTH FLORIDA StafffAdministration Timesheet
MName: 0 Pay Period: _ 12/2/2016  to:  12/15/2016
pp#- 1712
Empl. ID: 2600000 Rec#: 0 FTE: % I Cwertime: Staff Exempt I
Department: 0 Department 1D: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. (¥ iM)
LEAYE TYPE USED
- E—O = Total | Reg. E g‘ E
Day Date = —~ao | 8T 3 @ Daily | Pay g o o w
a o E |23 - & E S o Tw o
£ = Es | 5% = = -} E = Hours  Hours | = E 1= E
EX- = 2 |ES |2 | = £ | =5 | 82| = gl g | S| 3
=% = B = 2 £ 85 F
82 | » | & |s2|82| 2 | % |8 | &2 )| 8 38| &8 |E2 | £
FFRl 1210218 9.00 9.00 | 9.00
SAT 12/03186
SUM 12/04118
ron | 1200516 &.00 8.00 | 8.00
TLE 12/06/M8| 8.00 &.00 | .00
WED |12/07TM8| S.00 9.00 | 9.00
THU 12/08M86| 9.00 9.00 | 6.00 y 3.00
TDTAL- 43.00 43.00 | 40.00
SpeciallFegular Comp @ 1forl | 3
Owertime Comp @1.5
LEAYE TYPE USED
E__O ] Total | Reg. = & E
Day Date ; ~al 8 i 3 ] Daily | Pay | 2 & & o
23 = g = E = 2 = I Hours | Hours | & g 2t \
=E | . 2 [ E9|gE| = E | =5 | 82| B g2 | T [[2E| =
= 5 =5 = = o o
82 | 5 | & |s& |82 | 2 | 2 |58 |82 | B S&| & |EZ| E P
FRI__ |12/0%18| 10.00 10.00 | 10.00 Comp Time is automatically
SAT 12M0M6 Calculated
SUM 12M118
Man |12M2M5] S.00 9.00 | 9.00
TLE 12M3M18| S.00 9.00 | 9.00
WED  |12M4ME[ &.00 &.00 | .00 m—
THU 121518 &.00 800 | 4.00 .00
rora ] 2200 44.00] 40.00] 400
SpecialiFegular Comp @ 1forl | 4.00
Owertime Comp @ 1.5

b. If you selected “Staff or Admin Non-Exempt” in the Overtime field, Excel will
automatically calculate the overtime comp time at 1.5. In order for comp time to be
earned at time and one half (1.5) rate, an employee in a non-exempt status must
actually work more than 40 hours in the workweek. For example, if you actually worked
43 hours in workweek 1, then you have earned comp time at the 1.5 rate resulting in 3
hours of “Comp Time Earned”. The “TOTAL” line under “Comp Time Earned” will
be 3. The “Overtime Comp @ 1.5” line, will show 1.5 times this 3 hour total (4.5 hours).
This is the amount of comp time actually earned.
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STAFF/ADMINISTRATION TIMESHEET INSTRUCTIONS

UNIVERSILY OF .. . .
USF SOUTH FLORIDA Staff/Administration Timesheet
Name: 0 Pay Period: 12/2/2016  to: _12/15/2016
Do 47417
Empl. 1D: 200000 Rec#: 0 FTE: % I Overtime: Staff or Admin MNon-Exempt I
Department: 0 Department 1D: 0-0000-000
|AII overtime must be PRE-APPROVED by your immediate supervisor, | Sick Leave Pool Member:
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. [ h)
LEAYE TYPE USED
g o | B3
= = Total | Reg. B
Day Date E - o E E E o Daily | Pay g I 53 s
23 = eE = 2 B E E Ex Hours |Hours | = g E‘g 2
ZE | 5 | 2[S9 |Es| 2 | £ |ss |82 & EE| B 33| 3
82 | & s |s&| &2 | 2 S | a8 |&2] 35 S& | &8 |s=] &
FFil 12/02M16] &.00 400 [ 800
SAT 12/03M18
SN 1210416
FOn (12705016 &.00 400 [ 800
TUE 12/06M6| 5.00 9.00 | 9.00
WED 120716 .00 9.00 | 9.00
THU 12/08M16] 9.00 9.00 | 600 [ 300
TDTAL- 43.00 43.00 | 40.00] 3.00
SpeciallPegular Comp @ 1for 1
Overtime Comp @15 | 4,50
LEAYE TYPE USED
s Total | R ) el 3
— @ otal eq. =
Day Date g -~ a E 2 E @ Daily | Pay g & 8 =
] == O g 4 = = H H = Pl 0 m m
E) = ES | 5% z c L] gz ours | Hours | = o E Eg | £
2| 5 | 2 |55 88| 2 | E |=2| 82| & EE| 5 [ EE| %
= = 2= 2 £ 2 2
E2 | & | £ |88 | &2 | 2 | § |52 |28 & 8| 3 |EE| &
FFI 12/08M16] &.00 &.00 | .00
s5aT 1210186
SUM 121116
Mon [12M2M6] &.00 4.00 [ 8.00
TUE 12M3M6| 8.00 8.00 | 8.00
WED 12M4M16] 8.00 8.00 [ 8.00
THU 12M5M8| 8.00 8.00 | 8.00
Tora | soo 40.00 [ 40.00
SpeciallFegular Comp @ 1for 1
Owertime Comp @ 1.5

If a holiday falls on one of your regularly scheduled days off or if you work as essential
personnel during an emergency closing, please see your Attendance and Leave
Coordinator about proper credit for comp time.
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STAFF/ADMINISTRATION TIMESHEET INSTRUCTIONS

If you are a Non Exempt employee who has worked over 40 hours and your supervisor has
approved the earning of overtime pay, then these hours may be paid overtime. If you actually
worked 42 hours, then 2 hours should be entered into the “Overtime Paid” column on the last
day worked. Entering the 2 hours of overtime paid will automatically adjust the comp time earned
and the “Regular Pay Hours”.

UNIVERSITY OF .. . .
-[. SOUTH FLORIDA Staff/Administration Timesheet
Mame:" 0 Pay Period: 12/2/2016  to:  12M15/2016
PRE- 1712
Empl ID: " %00000 Rec#” 0 FTE” % Reetime___StaforAdmip Nonicmot
Department: 0 Department 1D: " 0-0000-000
All overtime must be PRE-APPROVED by your immediate supervisor. | Sick Leave Pool Member: ”
Note: Enter daily total hours to the nearest 1/4 hour. Round 7 minutes down, 8 minutes up. [ iN)
LEAYE TYFE USED
2 = | gl 3
o = Total | Req. A
Day Date g -~ o 5 = E @ Daily Pay ﬁ a 3 E
23 = gE = E = = i Ex Hours | Hours | & g 2t E
== | - 2 |E%|c2| 2 | £ [z | 82| & EE| 5 [E£| %
82 | & | & |s&| &2 £ | 2 |52 &2 B S& | & [E2| &
=]
FFRI 12/02M8| 5.00 9.00 | 9.00 2 Hours of
SAT 12103118 Overtime were
SUM__|12/04118 Authorized for
MON (120516 S.00 9.00 | 9.00 payment
TUE 12/06M86| &.00 8.00 | 8.00
WED | 12/07M6| 8.00 8.00 | 8.00
THU 12/08M8| 2.00 8.00 | 6.00 2.00
Tora [l 2 42.00 [40.00 2.00
SpecialiRegular Comp @ 1for 1
Overtime Comp @15
LEAYE TYFE USED
=3 T 1| F = E 3
— El ol al e =
Day Date g - o 5 £ E o Daily | Pay g & 3 b
2 T = g E = E o : ] E = Hours | Hours | £ g E‘ 'g E‘
2| 5 | 2 |Bp 82| 2 | E |3z |82 2 EE| B (35| ¢
8 | & | = |32 |82 2 | 2 |8 |&2| B SE| & | £ &
FRI_ |12/08M8| 10.00 10.00 | 10.00 6 Hours of Overtime
SaT 121016 earned. No payment
sun 12111018 has been authorized. 9
MON  |1212716| 10.00 10,00 | 10.00 Hours will be added
TUE  [1211318 10.00 40.00 | 10.00 in ALT to use at a
wED  |12/14M8| 200 8.00 | 8.00 later date
THU 121518 2.00 8.00 | 2.00 | 5.00
Tora I 00 46.00 [40.00] s.00
SpecialiRegular Comp @ 1far 1
Oyertime Comp @ 15 | 9.00

If you have any questions about how the formula assigns your comp time, please see your
Attendance and Leave coordinator

When you have completed the timesheet for a particular pay period, print that sheet. This sheet is
then signed by the employee and the employee’s supervisor.
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