
Computer Timesheet Instructions  
  

➢ Computer timesheets can be found on the internet at www.usd405.com  

o Forms and Resources o Time Sheets   

  

➢ This is an Excel document that can be saved at a personal computer or wherever you feel it is best. For your privacy, do not 

save to a public computer. 

  

➢ If the timesheet is not saved to a computer, all entries will be lost when the file is closed.  

  

➢ It is possible to use the “Copy” and “Clear Contents‟ features. NEVER use the "Delete‟ or “Cut” features as they will 

eliminate the formula used to figure times.   

  

➢ Do not shrink it from 100%. We found that shrinking it causes some unusual problems. When printing, you may need to  

mark “Fit to 1 Page” under Page Setup to get the timesheet to print correctly.  

  

➢ Please enter your time for the dates shown on this timesheet.   

  

➢ Enter the time by the clock, not by the hundredths.  

  

➢ Time in the morning will automatically show as AM.  

  

➢ When entering a time in the afternoon or evening, you will need to enter your time, space, and add a P (for PM).  

  

➢ In the “Check IN” or “Check OUT” columns, only show actual hours worked. The column for “Temp, Vac, Holiday, Misc” 

is where you would add the hours needed to equal your contract time. When entering to the “Temp, Vac, Holiday, Misc” 

column, always enter at least three digits (example: 0:30 for a half hour). The computer will not accept just :30.  

  

➢ The “Worked HOURS” will only show actual hours worked. Formulas within the timesheet will add the temporary leave or 

vacation time in all totals at the bottom.  

  

➢ Please show in the Remarks column the reason for use of temporary leave. Temporary leave is defined as absence from 

duties for personal illness, illness of an immediate family member, bereavement or personal business. Personal business 

pertains to appointments and/or events (2 days or less) that cannot be made at another time and to illness of others.  

  

➢ Time sheets will need to be printed out, signed by you and the administrator, and sent to the Frisbie Education Center.  

  

➢ Some employees do not always have access to a computer. It is suggested to record your hours daily on a printed copy of the 

timesheet then transfer the information at the end of each week or pay period. 

  

➢ For paraeducators working in USD 376, USD 401, or USD 444, the timesheets will be built for each month using the school 

calendar for USD 405. For example, an inservice day scheduled for teachers will be shaded and “No School” will show in 

the rRemarks column. If your school is in session, it is possible to enter time in these shaded areas. Please delete the “No 

School” in the remarks column and replace it with “School in session for USD ###.”  

  

➢ Feel free to call FEC at 620-257-5196 or e-mail skohlhoff@usd405.com with any questions.  

  

Thank you  

Sydney Kohlhoff 

Treasurer/Payroll Clerk  
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