Staff Leave Planner Instructions
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1 Introduction
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2 Requirements

2.1 Versions of Microsoft Excel
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2.2 Macro Security

2.3 Setting the Macro Security Level in Excel 2000 and Excel 2003
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Tools | Daka  Window  Help

. I 1 3

Share Workbaak. .. IR N &l 2] (il 43 100%

Pratecti 3 ==

Protection % » S | EE £ |

| Marro 4 | F Macros... Alt+F3
Options. .. @  Record Mew Macro, ..
¥ ! Security. .. |
P visual Basic Editar Al+F11
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security (x|

| Trusted Publishers |

€ Wery High, Only macros installed in brusted locations wil be allowed
ta run. Al other signed and unsigned macros are disabled.

" High. Only signed macros from trusked sources will be allowed to
run. Unsigned macros are automatically disabled.

&+ Medium. You can chonse whether or not to run potentially unsafe
mMacros,

€ Low {not recommended), You are not protecked From potentially
unsafe macros, Use this setting only if vou have virus scanning
software installed, or you have checked the safety of all documents
¥ou Open,

ok, I Cancel
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2.4 Setting the Macro Security Level in Excel 2007
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@ Security Warning 5ome active content has been disabled.
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3 Getting Started
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3.1 The Setup Screen
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To help setup the planner for your use, please Fill out the Following Fields,
‘ou can change all of these settings at a later point if wou wish,

Counkry: LK x

— Weekends and Mational Holidays
[¥' Show weskends on the planner

™" Show national holidays on the planner

— Employee Data Details
¥ Shaow "department” colurn an the planner

Show "sickness" column on the planner (the planner will still track
sickness even if wou don't show this column

~ Show "extra leave" column on the planner {enable this if vou wish
to have a column to record additional leave entitlement)

ok |

x|
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3.2 Navigating the Planner




[ain Menu Go

Staff Data [edit skaff details]

B Alle
Jan-Jun -

Jul-Oec Le

Eey [edit codes]
Settings [change appearance]
Sratistics
FRepart=
Instructions
About
(B I
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4 The Different Sheets on the Planner

4.1 The Staff Data Sheets
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4.2 The Monthly View Sheets
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0soft Excel - StaffLeavePlanner _JD08u25d.xls
Type aquestion for help
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‘B Pl Edt Yiew Insert Format Tools Data Window Help -8 x
DEHRSSRBIVE XRR-F 9-0-18 -5 3|l H oo '@!
 arial -6 «|B I U] | oo, 5 %2 \,'&'é'!
R3I05C2 - £
L 2008 Staff Leave Planner
Staff Data [edit staff details) =] [0 ]
1D | Firstname| Sumame | o flowsd ety
Leave Left
John Smith Accounts dl
Dravid Jones ales 5
Sarsh Johnzon ales
Amy | Daniels ales
Andrew | Hutching dmin 1
Stewen Bennst Sales
Daniel | Higginz | Admin
Andrew ichaels Sales
Sally | Francis Sales
Thomss | George | Admin
Willizm Armit Sales
Fupent | Jones Sales B
Micheal | Sander uppart 1
Grsham | Pillrerd uppart 4
Temy Wit uppart
Charlie | Wallace uppart E
Man O-Dannel Sales 3
Feliz | Madden | Suppart B
Chioe Richards Sales 2 1]
Denise Shaw Sales 2 T
4
5
4 4« ¥ W[ Menu / Staff Data 3 Jan-Jun 4 JulDec Stats £ Reports / Settings /_Instructions 4 About 1«
Ready NUM

4.3 The Key Sheet
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4.4 The Statistics Sheet

4.5 The Reports Sheet

4.6 The Settings Sheet
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5 Adding Staff to the Planner

6%

| Remowe Staff from Planner | | Add Staff to Planner |

| Jan-Jun

<[]

Staff Data - cdit the data of the staff on the plannar

| Remove Staff from Planner | | Adld Staff to Planner |

Staff Data - edit the data of the staff on the planner

- The Total L titl t
[3an-2un MY is automatically calculated
) Annual Leave | Extra Leave Total Leave
HED)| S ST e Entitlement | Entitlement | Entitlement
1 Johin Smith Accounts 30 a 35
2 1
3
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6 Removing Staff from the Planner

| Remove Staff from Planner | | Add Staff to Planner |

| Jan-Jun LI kﬁi‘

Staff Data - edit the data of the staff on the planner

Remove Staff From Planner x|

13 Member of staff

I 003, gilmaore, tom j ,J‘l
#Add ko List |

List of staff to remove:

Clear
selected
From List

Remove these Staff Members
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7 Importing Data from Previous Versions of the plan

&

$
<
A >$ & $
‘A G
A ) 7< 7
"A = $&
<

$

&

&

@ < A

F$ 6&

$& $& $

ner

| Remove Staff from Planner | | Acld Staff to Planner |

Staff Data - edit the data of the staff on the planner

| Main Manu LI Go | [ sort |
. Annual Leave | Extra Leave Total Leave

Staff ID First Hame Surname Department Entitlement. Entitlement Entitlement
1 ik e Jones Sales 20 u] 20
2 Sally Simith Sales 23 Ju] 23
3 James Adams Admin 22 u] 2
4 John Hirbey Admin 20 Ju] 20
5 Jazper Evans Sales 15 Ju] 15
G Craig Jackson Admin 19 Ju] 19
7 ‘Willizm Thomas Support 3 Ju] 23
g Sarah Gearge Sales 22 0 22
9 Rogie Barnett Sales 20 1] 20
10 Anthany Hall Admin 21 a 2
11 michelle Peet Support 20 u} 20
12 Paul Thwaites Sales 23 u] 23
13 Chiris Turner Support 22 i} 22
14 Taky Drynatmite: Back Office 20 Ju] 20
15 Susan Till Back Office iyl u] 1
16 Anne Hicks Back Office 20 u] 20
17 Peter Hart Managemert 22 Ju] 22
15 Henry Smith Managemert 3 Ju] 23
40

< 3 , 6 , B4%$&
) < 7 & $&
) 7 & $& G H

| Remove Staff from Planner | | Add Staff to Planner |

Staff Data - edit the data of the staff on the planner

|Main Menu LI Go Sort
. Annual Leave | Extra Leave Total Leave
Staff ID First Hame Surname Department Entitlement Entitlement Entitlement
1
2 £ cu
3 h
4 =3 Copy
5 |2 Paste
5 | |
7 Paste Special...
g
]
10
" Clear Coptents
12
13 B
14 ) .
- Pick, From D op-down List, .
16 Add Watch
17
15
19 .
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8 Recording Staff Holiday, Training and Sickness

&6 & &$

$& $ & <

8.1 Recording Leave with the Days version of the Pl anner
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8.2 Recording Leave with the Hours version of the P lanner
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9 Using Comments

9.1 Adding Comments onto the Monthly View
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9.2 Removing Comments from the Monthly View
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10 Configuring the Key Sheet
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10.1 Changing the code for annual leave
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10.2 Creating custom codes
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10.3 Changing the colour of codes
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11 Using the Statistics Sheet
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12 Adjusting the Settings on the Planner

12.1 The Department Column
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12.2 The Sick Taken Column
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12.3 The Extra Leave Entitlement Column
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12.4 Showing / Hiding Weekends
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12.5 National Holiday Dates

12.5.1 Editing National Holiday Dates
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12.5.2 Showing National Holiday Dates
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12.5.3 Clearing National Holiday Dates
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13 Creating Reports
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13.1 Creating a New Individual Report
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13.2 Creating New Individual Batch Reports
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13.4 Creating Monthly Reports
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14 Miscellaneous Tips

14.1 Printing the Planner
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14.1.1 Page Break Preview
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14.1.2 Print Area

14.1.3 Page Setup
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14.2 Customising
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