ETO Component Work Schedule
Instructions
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Note: The ETO Form has numerous formulas for calculating the hours earned and taken. IF cells, rows or
columns are manipulate or delete this will cause the calculations to be wrong.

Steps to complete ETO Form:
1) Save As ... this spreadsheet to "NAME_ETOws.xlIs" (e.g. rwalker_ETOws.xIS)
2) Fill in your personal information.

9)
This cell is use to calculate other information such as time taken and earned

4) If you select a 7.5 or 9 hour shift length SKIP this step (go to step 5)
using the letter "R".

5) Using the letter "E" to indicate the ETO days you are scheduling.

the vacation days.

drop down Lists.

8) Print a copy of the completed form (Fit to page). Sign it and return it to your BCGEU steward
Optional - Email a digital copy to your BCGEU steward as well.

Note: ETO Forms must be returned to your BCGEU steward by March 26, 2007



	Instructions

