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Hello, and welcome to Mark’s Excel Tips.
Today, | will show you how to create a
Weekly Timesheet Template, in Excel 365.
Let's get started.
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To start, click on File.

[ I O T e o e I R
(S0 RN S ST WA - T Co I == B I o TR RN 9

e
o

< ” Sheet1 + - >
Ready [@ 'j_?;hccessibil'rty: Good to go 53] b -——3F—+ 100%




©

|| @ Home

D New

[ Open

Get Add-ins
Info
Save
Save As
Print
Share
Export
Publish

Close

Account

Options

Good morning

v New
A s [ — FzEET=E
1 1 e N e O
Blank workbook Trip planner (worksheet) Student assignment planner

‘ L Search

Recent Pinned Shared with Me

You haven't opened any workbooks recently. Click Open to browse for a workbook.

Homework log

. Jaruary 20XX
= o —————

Family budget planner Any year custom calendar

Make your first

PivotTable

&

PivotTable tutorial

More templates —>

More workbooks —>

On the right side of the home screen, click

on more templates.
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In the search box on the left, type in Weekly
Timesheet. Hit enter, or click on the search
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Excel will load several templates for Weekly
Timesheet. Let’s click on the first one.

Account

Options




New

Hors & Back ‘Weekly Timesheet /O‘
s

e TIME SHEET NOD PUBLISHERS

2 3t ke Ergloyee nane
A 100

Maruger name

Weekly time¢

Befanm WA 80021 Wik startng
B (502) 3850121

Open

- ue

Sw Roseraies

et asers

Weekly timesheet

Provided by: Vertex42

A simple timesheet template can provide a
budget-friendly time tracking solution for your
business. This accessible timesheet, provided by
Vertex42.com, calculates the hours based on time
in and time out, with breaks entered in minutes.
You can allocate the hours as needed to regular
and overtime. Hide the second week if you only
need a weekly timecard. Delete the pay
information if you only need to track time. %
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In the window that opens, Excel tells you
about this template and what it is best used
for.
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e Weekly timesheet (8 1/2 x 11,
WEEKLY TIME RECORD portrait)
MODERN DESIGN CO

Provided by: Microsoft Corporation
) MANAGEE: iyeta Dvee skotintniny This accessible time sheet can be filled out by
Weekly timeg s = employees each week to document their reqular
oAY oute IESUARHOURS  OVINTINE HOUES wex VACATION o1l time worked, overtime, and sick and vacation hours

TOIAL HOURS
RATE PIR HOUR

TOTAL PAY

EMPLOYEE SONATURE

used. Totals are calculated automatically.

Downioad size: 14 KB

You can use the left and right arrows, to

scroll through the different weekly
timesheet templates. Each template will
give you a brief description on what it can
be used for.




Home

New

Open

Account

Options

New

& Back ‘Weekly Timesheet

TIME SHEET NOIl

——

Weekly time¢

Company Name

Out fogeler M | Oveime s | Skt
4 |

Soted
Waisrty Rt
Sokut Poy

Vocuten b
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Weekly time sheet (8 1/2 x 11,
landscape)

Provided by: Microsoft Corporation

Track your regular, overtime, sick, and vacation
hours on a daily basis with this weekly timesheet;
features a table with rows for each day of the week.
This is an accessible template.
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When you find the template that you like,
click on create.




| I Comments |

Fle Home Insert Pagelayout Formulas Data Review View Developer Help Power Pivot
Ijj A |Century Gothic v\||11 v\| AN = |EJ = v E‘E’; Wrap Text |General v\| @ % @ :é#::' :]#X' H:H 2 futosum %Y /(D 'I|ﬂ]|:
IR B ' P ‘ ' N 3 Fill~ . -
Paste il L, By AL == = = o5 . . 0 «0 .00  Conditional Formatas Cell Insert Delete Format Sort& Find&  Add-ins = Analyze
v ¥ B I U = — |:J - - - Merge & Center $ % 9 % 0 Formatting ¥ Table v Styles v v v v 6) Clear v Filter v Select v Data
Clipboard Ty Font N Alignment N Number N Styles Cells Editing Add-ins ~
AutoSave Save ©) Undo ~ (¥ v
N29 v Jx v
A B [ D E F G H J K L M N A
1 Weekly time sheet
. First Up Consultants
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Miguel Reyes
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Select destination and press ENTER or choose Paste

Average: 3528643.201 Count: 83  Sum: 123502512
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View This Tutorial On My Website

View The Video Tutorial Here

Visit My YouTube Channel
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