Full Time Audit Instructions using the Excel Spreadsheet

Step 1.  Click on “Audit Category” tab at the bottom of the spreadsheet.
Step 2. Enter leave year that you’re auditing. i.e., 2007 (at the top of the spreadsheet).

Step 3. Enter the employee’s leave category, 4, 6 or 8 hrs.

Step 4. Enter the T& A Contact Point Number. i.e. 03-24-1265-22-01.  (Number can be found at the top of the T&A printout.)

Step 5. Enter Name, SSN,  (SCD, EOD, Separation Date-Optional)

Step 6. Go to Pay Period 1 of the spreadsheet, enter the ending Balances  Brought Forward from Prior Period for Annual, Sick, Credit, (usually ending balance from PP 26 of the prior year). 
NOTES: Compensatory Time, Military Leave, etc. continue on second page of spreadsheet—Click 2nd page tab at the bottom of the audit).  
LWOP balances do not carry over from a prior year.  LWOP balances start at zero in a new leave year.

If the employee did not start in PP 01 begin in the Pay period in which they started.

Be careful not to delete formulas in the spreadsheet.

Use Tools, Protect, Unprotect, to unprotect the spreadsheet and make changes; i.e, Employee is in Leave Cat 4, changes to Cat 6 in PP 05. Go to PP 05, change Cat to 6 hrs.
Step 7. Using the T& A Log (not the STAR printout), enter the amount of leave used each pay period. Important: Audit should be done with corrected data and changes made noted in remarks.
Step 8. If the employee has donated leave or received donated leave, enter those figures. (enter minus (-) for annual leave donated; enter plus (+) for annual leave received)
Step 9. Spreadsheet automatically totals columns.  Timekeeper should still check totals by using the following formula.

Balance Brought Forward (top of Spreadsheet-- usually PP 01) + Total amount of Leave Earned (total at bottom of spreadsheet) – Used (total at bottom of spreadsheet) (+/-) donated leave (total at bottom of spreadsheet) = Ending Balance (total at bottom of spreadsheet)   i.e., 240 brought fwd + 208 accrued – 50 used = 398 balance
Step 10. Enter remarks, timekeeper information

Step 11. Supervisor must sign and date.

