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
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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, ..
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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

+9 C+ $

4 The Different Sheets on the Planner

4.1 The Monthly View Sheets
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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

# $ $

4.5 The Settings Sheet
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5 Adding Staff to the Planner
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6 Removing Staff from the Planner
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7 Recording Staff Holiday, Training and Sickness
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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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9.2 Creating custom codes
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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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