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Click on List Timesheets

Click on Excel symbol



Explanation of Spreadsheet

Excel spreadsheet opens up with five tabs listed at the bottom:

• Tab 1--Current PP Utilization – Lists all employees in an organization with 
the WBS charged, type of hours, and number of hours being recorded for 
the current pay period.  It also lists if a WBS is a teleworking WBS.

• Tab 2--Previous PP Utilization – Lists the same things as the first tab but 
for the previous pay period.

• Tab 3--Telework Status – Lists all the employees in an organization with 
the type of teleworking agreement (i.e. episodic, core, etc.), when it 
begins, and when it ends.  

• Tab 4--Leave Balances – Lists all the employees in an organization and 
their leave balances (all leave types).  Does not reflect any leave taken 
during the current pay period.

• Tab 5—Leave Balances Help – Acronym listing of types of leave (i.e. AL = 
Annual Leave, RL = Restored Leave, etc.)



Tab 1 -- Current PP Utilization



Tab 2 -- Previous PP Utilization



Tab 3 -- Telework Status



Tab 4 -- Leave Balances



Tab 5 -- Leave Balances Help
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