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Bi8» How to Create a Public Holiday Calendar

y Access level: Director and System Administrator

Learn: How to create a new Public Holiday Calendar.

- When a company has departments and divisions in other countries, it can be
beneficial to create one Public Holiday Calendar per country and to use the
calendar when creating new employees.

- The calendar affects the time registration in TimeLog Project and because of
this all calendars should be updated when the year ends.

Creation of a New Public Holiday Calendar
Figure 1: Main Menu -> System Administration -> Public Holiday Calendars

- Anew Public Holiday Calendar can be created from the link New Public Holi-
day Calendar @.

Figure 2: Main Menu -> System Administration -> Public Holiday Calendars ->
New Public Holiday Calendar

— Select a descriptive Name: @ for the Public Holiday Calendar and click on Save
©. An empty Public Holiday Calendar for the current year will be opened.

Figure 3: Main Menu-> System Administration-> Edit Public Holiday Calendar

- Anew public holiday is created by entering Date @, Hours ® and Name ®.

— Click on New @ in order to add the holiday to the calendar.

- Public holidays can be deleted from the link [Delete] @ to the right.

When a Public Holiday Calendar has been created it can be selected in System
Administration —> Employees -> Edit Employee.

The selected Public Holiday Calendar and the Normal Working Time is the point
of reference for the time registration and the vacation accounting.

Holidays are not working days and do not count in the vacation accounting
For more information on how to plan personal vacation see = E5.

# Tip: The field Hours defines the number of hours employees are to work on a
specified public holiday. Typically 0 hours is specified however in some
cases employees may be working half the day.
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New Public Holiday Calendar
Hame: E UK Standard |

Figure1: Main Menu -> System Administration -> Public Holiday Calendars

PUBLIC HOLIDAY CALENDARS = ASC [ Search (F2) | Personal Prafile | Help (F1) | Log Out ]
Main Menu -> Systern Administration -> Public Holiday Calendars

Actions

New Public Holiday Calendar
Public Holiday Calendars
DK Standard [Edit | Delete 1
Mersk standard [Edit | Delete ]
Svensk helgdagskalender [Edit | Delete ]
Tysk standard [Edit | Delete ]
LK Standard [ Ediit | Delete ]

Figure 2: Main Menu -> System Administration -> Public Holiday Calendars ->New
Public Holiday Calendar

Save

Figure 3: Main Menu -> System Administration ->Public Holiday Calendars ->Edit
Public Holiday Calendar

EDIT PUBLIC HOLIDAY CALENDAR [ ASC [ Search (<2} | Persanal Profile | Help (F1) | Log Gut ]
Main Manu -> System Administration > Public Holiday Calandars -> Edit Public Holiday Calendar
View View Options
Hame: UK Default | K pefaut |
| 2008 |

ER

Public Holidays
[Towte ——owyotwesk—| e |
01012008 Tussday 0] |Mew vear's Day [ Delete ]
21/03jz008 Friday 0| Good Friday [ Delete ]
24/03j2008 Maniday | 0| Easter Monday [ Delete ]
05/05(2008 Monday 0| |Early May Bank Holiday [ Delete ]
26/05/2008 Manday 0 || Spring Bank Holiday [ Delete ]
25/08/2008 Manday 0| Summer Bank Holiday [ Delete ]
27/12/2008 Saturday | 0| christmas Day [ Delete ]
Update
New Public Holiday
\26/12f2008 | | 0| |Boxing Day|
New
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