Time Sheet Instructions

1. Multifeeder Technology’s time sheet is on company’s intranet, which is located at http://spectrum/company/empresources/Time%20Sheet.xls.

2. If you like you can save a blank copy to your workstation. To do this, go to the URL above. Once you see the blank time sheet, select file, Save as.
3. Select a location on your computer where you want to save. It is easiest if you save right to your desktop. Click the Desktop Icon that appears on your save as dialog box. 

4. Select Save
5. It is now saved on your desktop on your workstation.

Using The Time Sheet

1. To use the time sheet you will be filling in only the yellow area. 

2. Put your name in the yellow area next to Employees Name.

3. Also put the date for when the pay period will be ending on the yellow area next to Pay Period Ends. 

4. To put hours in for Monday, put an X in the column (C) for regular hours next to Monday. If you are taking vacation hours, put an X in the column for vacation and so on. Only put one X per row.  

5. Under the start column (H) put in your time you started. For example, Monday I started at 8:00, I’ll put 8:00 am. You can use the following syntax as well 

· 8:00 a
· 8:00 AM
· 8:00 A 

6. Do the same when you start lunch, return from lunch, and end the day (columns I, J, and K respectively). Remember to use pm when returning in the afternoon. For example 12:30 pm. 

· 12:30 p

· 12:30 PM

· 12:30 P
7. The time sheet will automatically figure your hours at the end of the day.

8. On the Friday that the pay period ends print out the time sheet using landscape orientation and have supervisor sign it. You also sign it and turn it into payroll—which is Sharon.

