Employee Scheduler for Microsoft Office Excel™ and OpenOffice™
The Employee Scheduler for Excel and OpenOffice is a simple spreadsheet that produces weekly employee schedules. It is designed with the very small business in mind. It doesn’t have a lot of bells and whistles, and is intended to bridge the gap between doing schedules by hand, and spending hundreds of dollars on a “scheduling system.”  

The Employee Scheduler also allows managers to manage hourly wages as a percentage of sales by calculating how many hours are available to schedule.

To get started, first enter your employees’ names and wages in the left column.  Then, in the “Labor Cost Analysis” box at the top of the spreadsheet, enter your estimated weekly sales, your labor expense target as a percentage of sales, and average hourly sales.
	Enter Labor Target as a percentage of anticipated sales, the average hourly wage, and anticipated sales.
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	Enter employee names and wages.
	

	Begin scheduling hours.
	


The Employee Scheduler will automatically estimate the number of hours that you have to schedule.  

If you have a manager who is hourly, enter their schedule in the first row (labeled “Manager”).  Hours entered into this row will not decrement the hours available to schedule hourly employees.  Since the manager’s fixed salary is a known expense, the Employee Scheduler does not manage it.
The “Hours Available” window will show you how many hours over or under you have scheduled, compared to your target goal.

Keep in mind that this scheduler does not calculate or estimate local, state or government taxes.  If your wage target goal includes taxes, be certain to include an extra 15% to 25% in the average hourly wage. In other words, adjust your average hourly wage or your labor target percentage to compensate. 

One other number to take care with:  does your estimated sales include sales tax?  We recommend that you NOT include sales taxes in estimating your weekly sales goal, or you may find that you are over scheduling employees.

We hope the Employee Scheduler works well for you, and that it is a tool that you will customize to meet the needs of your specific situation.

Our sincere wishes for your continued business success.

Frequently Asked Questions about the 

Employee Scheduler for Excel and OpenOffice
My schedules are not printing out correctly

Check the print preview to ensure that the margins are set correctly for your printer. In Excel, go to FILES>PRINT PREVIEW>SET UP>MARGINS.  All margins should be set at .5 inches.  You may need to experiment with the margins.

How do I re-use the scheduler once all the schedule workbooks are full?

Each spreadsheet contains 5 weekly schedules, or workbooks.  Typically, users make a copy of the spreadsheet for each month, and name it for the month (like 2004-09-schedules.xls).  This allows you to keep all of the schedules made during that month in a single place.  

How can I make copies of this spreadsheet?

You may make as many copies as you wish, but only on a single machine. We encourage you to keep a “back up” copy, especially if you plan to make a lot of changes to the spreadsheet.  To make a backup copy, right click on the Scheduler, select Copy, then right click again on your desktop and select Paste.
When I click on the scheduler, nothing happens!

This scheduling spreadsheet is not a stand-alone application. It requires that you have installed either Microsoft Excel or OpenOffice. Otherwise, it can’t run. Microsoft Office can be purchased just about anywhere. OpenOffice can be downloaded for free at www.OpenOffice.org.

How can I add more employees to the schedule?

First, make a backup of the scheduler so that if as mistake occurs, you can just start over with a  fresh copy. In Excel, highlight the 2nd-to-last rows buy clicking on the row numbers. Then, right click on the highlight and select Copy. Right click again, and select “Insert Copied Cells.”  Remember that adding rows will change how the scheduler prints out the schedules.  Check the Print Preview (File menu>Print Preview). If you need to adjust the print margins, go to File menu>Page Setup.

How can I change the dollar signs to my country’s currency?

In Excel, highlight the cells that contain the dollar sign.  Right click on the highlighted area, the choose Format Cells, click on Currency, then choose your currency from the drop down list.

The cells say “#VALUE!”  What happened?
When entering the times, be certain to enter them like this:  7 pm, or 7:30 pm, or 19:30.  Excel and OpenOffice recognize these formats.  

However, you will experience difficulty and see the #VALUE error if you enter the times in an unrecognized format, such as: “7pm” (no space between the 7 and pm), or as 730pm or 1930 (no colon). 

Be certain not to enter a space in the cells, as this will cause an undesirable result. Finding an erroneous space can be very difficult, as they can not be seen.

