
 

The file when opened appears like this- 

 
 

Sheets are protected. They have been protected so that no one can change any data therein without 

making use of software. This will help in avoiding all kind of erroneous inputs. 

 

 

When Start button is pressed; provided Macros are enabled, the following screen comes up- 

 
 

 

 

 



Edit Rank, Duty Type, Staff 

 

This screen is used to edit name of Office, do print setup by editing rows per page, add/delete Rank, 

Duty Type, Staff- 

 
 

 

The screen prompts if any box is filled incorrectly- 

 
 

 

 

 

 



Review Duty 

 

The screen can be used to review duties of Personnel. It is basically marking duty changes and 

absentees. 

 
 

 

Personnel can be searched via their Identity Number or Rank and thereafter selecting from 

dropdown. 

 
 

Assign Duty is identical to Review Duty in all aspects, except the Date. Under Review Duty, today’s 

date appears, whereas under Assign Duty, tomorrow’s date appears. Entry can only be made in 

today’s or tomorrow’s date. 



Reports 

 

Various reports which help us are - 

(1) Personal-Specific Report 

(2) Personal Summary Report 

(3) Day-Specific Report 

 

 

‘Personal-Specific Report’ generates an attendance register with summary of selected Personnel. It 

is used when a specific personnel comes with grievance of continuously being given harsh duties. 

 
 

 

 



‘Personal Summary Report’ generates an attendance summary of all Personnel. It is used to 

proactively monitor leniency towards particular personnel. 

 
 

 

 
 

 

 

 

 

 

 

 



‘Day-Specific Report’ generates Duty Roster for the Day. 

 
 

 

Interestingly, at the end you will get a list of individuals who have not been assigned any duty, not 

even ‘Available’ or ‘Leave’ or ‘Absent’. 

 
 

 

 

 

 

 

 



Take Back Up 

 

This will immediately create a back up folder of entries which are older than 60 days. 

 
 

 

 


