Staff Leave Planner Instructions
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1 Introduction
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2 Requirements
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2.1 Setting the Macro Security Level
? 6 : @ @
Tools | Daka  Window  Help
Share Warkbook. .. M. @ E - el |H_:H 43 100%
Protection 3 TR .(_0_3 _;’.33 = = . . A
| Macro * | F Macros.., Alk4+Fa
Options. .. @  Record Mew Macro, ..
¥ ! Security. .. |
P visual Basic Editar Al+F11
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security 21|

| Trusted Publishers |

€ Wery High, Only macros installed in krusted locations will be allowed
ta run, All other signed and unsigned macros are disabled.

€ High. Cnly signed macros from trusted sources will be allowed to
tun. Unsigned macros are automatically disabled.

% Medium, You can choose whether ar not ko run potentially unsafe
macras,

€ Low (niot recommended), You are not protected 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,
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3 Getting Started
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3.1 The Setup Screen
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Ta help setup the planner for your use, please Fill ouk the Follawing fislds.
‘fou can change all of these settings at a later point if wou wish,

Caurkry: Ukl hd

— Weekends and Mational Holidays
¥ Show weekends on the planner

I”" Show national holidays on the planner

— Emplovee Data Details
I¥' Show "department” column an the planner

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

~ Show "exkra leave” column on the planner {enable this iF wou wish
to have a column ko record additional leave entitlement)
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3.2 Navigating the Planner
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Key [edit zodes]

Settings [change appearance]
Statistics
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4 The Different Sheets on the Planner

4.1 The Monthly View Sheets
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‘B Fle  Edit Wew Insert Format Tools  Dasta  Window  Help Typeaquestionforhelp - - @ X
NEHRLSGRIVE X2QR-F/9-0- @8 =-5 il 43 ooe -
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| 2008 Staff Leave Planner
Staff Data [edit staff details) =] [0 ] Tew years day
i January
e Allowed [ Leave |[[Sick | T1 %[ T | F | S]S | M[T |w|T[F|5]S|M|T w|T[F|S][S | M[T|w|T|F|[S5]s M1
irstname| Sumame | O
Leave | Left || Taken || o1 | 02 | 03 |04 | 05|05 o7 |0 |0a| 10| 1| f2| 3| | 5 | ® |17 |t | fa| 20| 21|22 23 24|25 6|27 |2
John | _Smith | Accounts 1 O H[A[H]|HA
David | Jones ales 5 0
Sarah | Johnsen ales B s s
Amy | Danielz ales 0
Andiew | Hutching | Admin [ o H H A [Hm
Steven | Bennet | Sales 0
Daniel | Higgins | Admin B s s
Andiew | Michsels | Sales 0
Sally | Francis | Sales o L
Thomas | George | Admin 0
Wiliam | Amit_ | Sales a H H H H H
Fupert | Jones | Sales 5 0
Wichesl | Sander | Support 1 0
Graham | Pilford | Support 4 o H H
Temy ait uppart O
Charie | wallace | Support E 0
Ma: | O-Domnell| Sales 3 0
Feliz | Madden | Suppant E o H H H HHH Ha Ha
Chice | Richards | Sales E o 0
Cenise | Shaw |  Sales i 7 0
.
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4.2 The Key Sheet
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4.3 The Statistics Sheet
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4.4 The Reports Sheet
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4.5 The Settings Sheet
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5 Adding Staff to the Planner
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| Remove Staff from Planner | | Add Staff to Planner |

™

| Jan-Jun

Staff Data - edit the data of the staff on the planner
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| Remove Staff from Planner | | Agld Staff to Planner |

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

Tan-Jun — Go The Total Leave entitlement
| —I | | is automatically calculated
. Annual Leave | Extra Leave Total Leave
StaffiD)  Firstllame Surname Department Entitlement | Entitlement | Entitlement
1 John Smith Accounts 30 a 35
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6 Removing Staff from the Planner
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| Remowve Staff from Planner | | Add Staff to Planner |

|Jan-Jun LI | Go |

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

# C
Remove Staff From Planner x|
1) Member of staff I oot Smith, Jahn j Add ko Lisk |

Lisk of skaff bo remowve:

Clear From List |

Remove these Staff Members
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7 Recording Staff Holiday, Training and Sickness

+ # / 99 / $



9
#/ C

EJ Microsoft Excel - StaffLeavePlanner_JDD8u25d.xls

E File Edit Wiew Insert Format Tools Data  Window  Help
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[aioeo |[Rgoc | [Bamments] 2008 Staff Leave Planner |
[ stat Data (edit statt detaitz) = |
: Allowed | Leave Sick M| T|W|T|F = S| M| T|w|T 7 = S|M|T|Ww
10 | First name | Surname | Department
Leave | Left || TakenJl 07 0z o3 w0 2|12 | 14 16 & 17 1% w|a| ) )z
1 John Smith Ancounts 35 i 1]
2 Diavid Jones Sales 15 15 0
& Sarsh | Johnzon Sales 28 28 2 -
4 Amy Dariels Sales 20 30 0
5 | Andrew | Hutchins | Admin 18 5 0 [HH| [H Hm
E | Stewen Bennet Sales 20 20 0
7 Dianiel Higgins Admin 30 30 2
8 | Andrew | Michaels Sales 32 32 0
k] Sally Franzis Sales 21 21 0 T|T|T|T|T
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8 Using Comments

8.1 Adding Comments onto the Monthly View
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8.2 Removing Comments from the Monthly View
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9 Configuring the Key Sheet
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10 Using the Statistics Sheet
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11 Adjusting the Settings on the Planner
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11.1 The Department Column
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11.2 The Sick Taken Column
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11.3 The Extra Leave Entitlement Column
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11.4 Showing / Hiding Weekends
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11.5 National Holiday Dates
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11.5.1 Editing National Holiday Dates
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11.5.2 Showing National Holiday Dates
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11.5.3 Clearing National Holiday Dates
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