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Learn: How to read the personal vacation calendar. 

The personal vacation calendar is accessed from the link: 
Figure 1: Main Menu -> Personal Vacation Calendar 

Below View select the relevant Vacation Year. By default the current vacation year 
is selected . 
– If you select a different vacation year then press Show in order to load the 

year in question. 
– Official holidays  are shown with grey text and cannot be edited by 

employees. This can only be edited by a system administrator. 
– Planned vacation  is shown with black text. 
– Planned vacation can be deleted by the employees from the link [Delete] .  
– The time specification is equal to the amount of vacation hours that the 

planned vacation covers. One week of vacation is equal to the weekly normal 
working time for an employee  . Weekends and official holidays do not 
count in the vacation accounting. 

– The Total  number of hours shows how many vacation hours the planned 
vacation covers.  

– Booking of new vacation can be done by opening the New Vacation 
Registration menu . Learn more in E5. 

– The shortcut Company Vacation Calendar  shows planned vacation for all the 
company’s employees. Learn more in E3. 

 
 
 

Figure 1: Main Menu-> Personal Vacation Calendar 

 
 

 

 Access level: All employees 
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