
HOW TO FILL OUT YOUR WORKING RECORD
Reason for this update:

This form has been formatted into a new, “smarter” Excel Sheet. Hopefully this form will speed up your monthly reporting. There is a 
helpful guide on the right side of the document outside the grid. Just to ease your mind, here is a quick manual helping you through the 
general process.

How to use:

1. Fill out your NAME:

For this form to work correctly YOU MUST WRITE YOUR NAME FIRST(!) in the upper right corner of the document to “ACTIVATE” the
“auto-calculation” feature. (Surname First).

2. Select the CORRECT month:

Go to the top right side of the page and click in Cell W1: “1 click here”. A down arrow button will appear at Cell X1:

“2 click select month from list” allowing you to choose the month from a pulldown menu.

Time-format and Totaling:

Please be careful when filling out your working hours to use the 
H:MM format: 1:30, 2:00 etc. If you simply put a “2” in the box, it 
will be calculated as 2 DAYS! 

The form automatically calculates the Daily and the Grand Totals.

                    Filename convention for your attachments:

                    WR2024(T1/K1/C1/N1)JANSMITHJ

                    T-Tokyo

                    C-Chubu

                    K-Kansai

                    N-Nishinihon

                    JAN – MONTH

                    SURNAME - SMITH

                    FIRST NAME INITIAL – J(John)

                    Filename example: WR2024T1JANSMITHJ.xlsx


