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WHAT ORGANIZATION 
WOULD BENEFIT FROM 
EXCEL EMPLOYEE LEAVE 
TRACKER?

● H R  D e p a r t m e n t s               ● E d u c a t i o n a l

● H o s p i t a l s                        ● H e a l t h  &  B e a u t y

● M u n i c i p a l i t i e s                 ● C o n s u l t a n t s

● E n t e r t a i n m e n t                  ● P u b l i c a t i o n

● M a n u f a c t u r i n g                 ● F i n a n c i a l  

● S m a l l  B u s i n e s s                ● R e s t a u r a n t s



• Excel Employee Leave Tracker is a time saving HR tool 

for leave professionals who are frustrated with Third 

Party Administrators portals that have complicated 

instructions to access needed information. Employee 

Tracker is an Excel Spreadsheet that is semi automated 

with “smart” drop down menus and complex formulas 

that will provide instant information using company’s 

data already housed in organization’s HRIS. 

• Excel Employee Leave Tracker will save HR teams time 

by calculating leave days, expected return dates, 

eliminating costly errors and miscommunication to 

employees, vendors and management. 

• With schedule updates from company’s HRIS, leave 

teams will have an easier, more reliable tool to aid with 

WHAT IS EXCEL EMPLOYEE 
LEAVE TRACKER?



Data is used that is already updated within your 

company’s HRIS. No need to research employee’s 

data (i.e. hire date / length of service),information is 

instantaneously provided once EE’s identifiable 

information is inputted

Employee Tracker has built-in reminder “pop-ups” 

that will inform your team if employee is due to 

return, has not returned to work per expected return 

date, or is close to 1-year anniversary. These 

reminders are designed to ensure proper 

administration 

Employee Tracker provides up-to-date State Family Paid 

and Unpaid Leave that is applicable to your employee 

population / work state. This include NY, NJ, CT, CA, 

HI, D.C, WA, MN, MI, RI, PA, VT, OR

Future updates from Employee Track featuring a pre-

designed email template thru Outlook with a push “pop-

up” button to employees on leave. Stay Tuned!!

WHY USE EXCEL 
EMPLOYEE LEAVE 
TRACKER?

S o … w h a t  i s  t h e  “ R e a l  D e a l ” ?

Your time is too valuable to design a workable tool 

yourself  that will provide the required information 

you need. You don’t need a long learning curve for 

your current or new team members to master and do 

their jobs. Employee Tracker uses the information that 

is currently stored in your HRIS system for quick 

rapid information without the hassle of switching 

screens and timeout between platforms.

Plus, Excel  Employee Leave Tracker’s low cost as 

compared to TPA and Cloud / Online Portals, it makes 

economical sense as well.



HOW EXCEL EMPLOYEE 
LEAVE  TRACKER BEGAN

In the beginning:

• Worked as a Consultant and Internal Benefit 

Admin for over 20 years including Leave 

Administrator  for a large investment real estate 

firm and financial services companies as well as a 

Non-Profit organization in New York City

• Noticed that companies used Excel spreadsheets to 

track leave – however each company never fully 

used or developed the full power of Excel to 

reduce multiple screens and perform calculations 

that caused errors and mistakes & would save time

• Spent over two years researching / developing 

Excel Employee Leave Tracker by relying on own 

experiences & consulting with other Leave 

Admins regarding “wish list” on building a 

complete spreadsheet

• Performed research on “Best Practice” regarding 

a comprehensive template that is versatile and 

customizable . 



RESEARCH & 
DISCOVERY

No additional training other than Basic Excel knowledge… honest!

There is no need to know VBA coding, macro designing, or formulas. Once your 
team start to use the template, you’ll wonder why this was not created earlier. 

All coding will be done by Excel Employee Leave Tracker. With instant data 
retrieval using Vlookup and other VBA coding, all relevant data fields will be 
completed for review and temporal reminders given to your team for future pending 
tasks.

Requirements

• Excel 2009 or higher

• HRIS system that can export an 
Excel or CSV files

• Unique Identifiers (i.e. Employee ID 
/ Badge #)

• Copy of company’s leave program –
If leave policy is not available –we 
can assist with designing one!

• Types of data Leave Log should 
capture

• Type of summary reports (pivot 
tables) your team would like



DEMONSTRATION

A  q u i c k  v i d e o  o f  h o w  f a s t  E x c e l  E m p o y e e L e a v e  T r a c k e r  w o r k s
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Press the play button above

*If downloaded pdf…please click icon

F o r  a  f u l l  d e m o n s t r a t i o n  – s c h e d u l e  a n  a p p o i n t m e n t  I n f o @ E x c e l E m p l o y e e L e a v e T r a c k e r @ C o m

https://www.excelemployeeleavetracker.com/video


F.A.Q’S



• How long will it take to create a template?

Depending on the fields requested to build, the different types of leave programs, population, 

and the ability to create an indicative file with relevant fields, the delivery date may take as 

little as two  weeks.

• Can my leave team change or delete fields after the template is delivered to my 

team?

No. The file is password protected and locked. Only those columns and cells that your team 

would need to input data (i.e. employee’s names, employee’s ID #). This is to prevent undo 

errors and deletion of formulas. We will be able to add / delete columns to your template if 

so desire.

• How often should the data from my HRIS system needs to be updated to Excel 

Employee Leave Tracker?

The suggested recommendation is semi-monthly. This is to keep the source data current and 

record any changes in status that your HRIS data may record.

• What if my team is unable to reproduce the source data from our HRIS system into 

one report?

If needed, Employee Leave Tracker will work with your team to run multiple reports to 

create the master list using Power Queries & Connection in Excel. Or, we can create the 

report from your HRIS for you to copy and paste the into the template using a secure data 

transfer application for a small monthly fee.

• What if there are changes to Local and Federal Paid / Unpaid leave polices?

Excel Employee Leave Tracker will update your file within the 1st year the of new 

regulations. If your company is revising the leave policies within the first year, we will 

update the template to your company’s new leave polices at no cost. All other updates will 

incur a small service charge after discovery.

• Can my Leave Team request additional data items to my existing Leave Log?

Of course…just contact Employee Tracker to request additional data points your team 

requires and we will do our best to provide what you need in a short turn-around time.  

Who would benefit using Excel 

Employee Leave Tracker?

• Companies with large / active 

leave populations

• Companies with 100 or more 

employees

• Companies with employees in 

multiple states

• For profit / non-profit 

organizations

• HR teams who want a reliable tool 

that will provide reminders and 

give accurate results



Excel Employee Leave Tracker 

Benefits Summary…

• Automatically calculate actual leave days taken 

and any unused (not holidays and weekends) days

• Will provide employee’s Last Day Work 

spontaneously (based on employee’s handbook & leave 

policies)

• Pop Up Reminders – inform your team to contact 

employees due return to work on STD & 

approaching One Year Limit on LTD  

• Use data from company’s HRIS system to ensure 

accurate employee data

• Automatically provides eligibility for FMLA 

• Smart Drop-Down menus based on employment 

state to determine State Paid Family Leave

• Ability to customize report to meet present & 

future needs

• Affordability

• Ease of use – No need-to-know advance VBA 

programming ..only basic Excel knowledge 

required

• Versatility - Report is sharable for team 

members to work remotely with all the 

advantages of Microsoft  Excel and Office

• HR Dashboard for high level analytical reports

• Instantaneously apply waiting period before 

leave date begins at point of input



CUSTOMIZABLE DASHBOARD 
OPTION
O p t i o n a l  D a s h b o a r d  a v a i l a b l e  t o  p r o v i d e  m a n a g e m e n t  h i g h  l e v e l  v i e w p o i n t s  



Final thoughts…

• Easy to use by all team members 

• Customizable to fit your organization's needs

• Ability to share  report remotely  for input and management analysis

• Affordability

• Optional  dashboard created on a monthly / quarterly basis



To schedule a demonstration:  
Info@ExcelEmployeeLeaveTracker.Com or 
646-527-8450 for more information

mailto:Info@ExcelEmployeeLeaveTracker.Com

