
Automated Team Attendance Form Sample in Excel
This automated team attendance form sample in Excel simplifies tracking employee presence with ease and accuracy. Designed for efficiency, it
allows seamless input and automatic calculation of attendance data. Ideal for managing team records and ensuring punctuality without manual
errors.

Sample Automated Team Attendance Form (Excel Layout)

Employee
ID

Employee
Name Date Status

(Present/Absent/Late/Excused)
In

Time
Out

Time Total Hours Remarks

1001 Jane Doe 2024-
06-15 Present 09:00 17:00 =IF(D2="Present",TIMEVALUE(F2)-

TIMEVALUE(E2),"")

1002 John Smith 2024-
06-15 Late 09:30 17:05 =IF(D3="Present",TIMEVALUE(F3)-

TIMEVALUE(E3),"")
Arrived
late

1003 Alex Lee 2024-
06-15 Absent

How Automation Works

Automatic Total Hours Calculation: Excel formulas calculate work hours based on In/Out times.
Status Drop-down: Use Excel Data Validation for status selection (Present, Absent, Late, Excused).
Conditional Formatting: Highlight absent or late entries for quick visual review.
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