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Holidays  

 

Initial Setup 

1) Configuration – Work Calendar – Work Categories – ensure these are set up – if not contact 

Profile support.  These categories are all the different categories for defining working time. 
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2) Configuration – Work Calendar – Work Types.  This screen allows you to set up types that 

you use in your company.  E.g. in work categories – there is a category for work breaks but if 

you don’t record time on work breaks – then no need to set it up here.  Only set up types 

that you would record time for. 
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3) Configuration – Work Calendar – Company Holidays.  This screen allows you to add in days 

that your company is closed (i.e. no employee working).  In the list below I have set up the 

statutory bank holidays for 2014. 
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4) Configuration – Work Calendar – Shift Types.  This screen allows you to set up the common 

shift types in your company.  Before you set up any shift – decide if you are going to record 

working time as a total for each day or each pay period.  E.g. at the most detailed level, you 

can setup for each day – the number of hours worked, holidays taken etc.  You can also have 

the start time and finish time for a work time.  E.g. an employee starts work at 9:00 – works 

until 11:00 – takes a 10 minute break, works up till 1:00 – takes lunch etc. This level of detail 

will require a lot of user time to input.  You can decide to only record hours each day – no 

times.  You can also decide you don’t need this level of detail – you will just record the total 

number of hours worked in a pay period.  E.g. an employee works 37 hours in a week – so 

you record 37 hours for that pay period.  If they take holidays – you just record the number 

of hours taken.  The same for overtime, sick leave, etc. 

Now set up the most common shifts on this screen.  In the example below – we are 

recording each day so I have the different shifts for the number of hours worked each day.  If 

you were recording per pay period – you would have shifts with the total number of hours in 

the pay period.  E.g. if the pay period is weekly and you have some employees working 37 

hours per week – set up a shift type for 37 hours.  If you have employees who work different 

hours each day (or each pay period) – set up a shift type with the number of hours set to 

zero. 

 

 
 

Note: advisable to put the hours in the description as this is what you will see when setting 

defaults for employees.  
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When setting up a shift – you will a description for the shift and the work type and number 

of hours for that shift type.  E.g. below I have 7:30 hours for a work type of standard hours.  I 

could have broken down this day to hours in the morning, hours / minutes for work breaks, 

hours in the evening (if you want to go to that level). 
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5) Now you want to set up default shift types for employees (any employee who works the 

same hours each pay period).  Go to employee file – select the employee and go to Menu 

Options – go down Employment section and pick Holiday entitlements. 

This allows you to set up the standard holidays an employee is entitled to (or leave zero if 

the employee works variable hours and there is no standard entitlement).   

You also have the default shifts here for the employee.  E.g. I am recording hours for each 

day – this employee works 7:30 hours per day from Monday to Friday and does not work 

Saturday or Sunday. 
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If you decide to record for just each pay period (not for each day) – pick a day that you will 

specify the hours for and set the shift against that day.  Set all other days to zero hour shifts. 

 

 
If you have an employee who works variable hours – set each day to the variable shift type 

you set up.  The payroll user will then edit the hours when processing the period’s payroll. 
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Alternatively – you may just want to record hours for CSO records.   

 

Go to Configuration – File Maintenance and Extra References.  Set up “CSO – Standard 

Hours” and “CSO – Standard Mins”. 
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Now these defaults need to be setup against each employee.   

 

Manage Employee – select employee – go to “Menu Options” and “Extra References”. 

 

 
 

You only need to set up the standard hours and minutes for employees who work standard 

hours during a pay period.  If the employee is paid monthly – set up the standard hours / 

minutes for a month.  If they are paid Fortnightly – set up the hours and minutes for a 

fortnights work.  The same applies to all pay periods. 

 

As you can see there are two options for setting defaults for employees. 
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Calendar Setup 
 

You need to tell the system when your working period starts. 

 

Go to Configuration – Tax Maintenance and Tax Calendar.  What date do you start the first 

working period of the year?  In the example below – we are keeping the “working start date” 

as the first day of the year.  Our holiday chart is based on the calendar year.  But you can 

start it off on any date that suits you.  Just change the date and change the working start 

date and it will update all dates for each period.  You need to do this for each different pay 

period that you have.  Ensure you only do this at the beginning of the year – otherwise the 

hours you have already entered for employees may move into different pay periods. 
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Parameters 
 

There are three parameters which govern the calendar editing. 

 

1) CSOFIELDSONLY – if the user uses an option called “Simple Edit” – they get a list of the 

most common types of hours usually used for editing.  If you answer “YES” to this 

question – this list is cut down to hours needed for CSO only, i.e: 

 Standard Hours – paid 

 Overtime Hours – paid 

 Holidays – paid 

 Bank Holidays   

 Maternity Leave 

 Sick Leave 

 Other Leave 

 

 

2) SIMPLEEDIT – if you set this to “YES”, you are saying that you only want to edit the total 

hours for a pay period (not for each day).  When the user clicks on the “Calendar” option 

within the payroll run – the system bypasses the dates display and goes directly to the 

“Simple Edit” option for that pay period. 

3) USETIMES – if you answer “YES” – you will be able to enter start and end times for 

different work types.  This is not applicable if you have set “SIMPLEEDIT” to “YES”. 

 

  



12 
 

Payroll Run 

 

Once you have the initial setup complete, you are ready to enter the information on each 

employee for the pay period you are working on.  If you have completed some pay periods 

before you set this up – you can go back to the beginning and enter the information (even 

though the employee has been processed and posted for that pay period). 

 

Go into the payroll run and select the period you want to edit.  You get your list of 

employees.  You can click on an employee – go to the screen where you see the employee’s 

gross pay, deductions and net pay.  Click on the drop down menu and select “Calendar” or 

you have an option on the list of employees “Step through calendar” which goes through 

each employee and allows you to edit the calendar information. 

 

If you have the parameters “SIMPLEEDIT” and “CSOFIELDSONLY” set to “YES” – you will be 

brought to this screen which is in edit mode and allows you to enter the data you need for 

your CSO reports. 
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If you have the parameters “SIMPLEEDIT” set to “YES” and “CSOFIELDSONLY” set to “NO” – 

you will be brought to this screen which is in edit mode and allows you to enter the most 

common data.  

 

 
Not shown above – Other Leave and Work Breaks. 
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If you have the parameters “SIMPLEEDIT” and “CSOFIELDSONLY” set to “NO” – you will get 

the screen that has your list of dates.  You may be just entering the information for one day 

of the week or as in the example below for each day.   

 
Click on a line to change the details. 

 

 
You can click on “Simple Edit” to get the screen for editing the most common hours.   
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“Edit” – this will allow you to change the details displayed.  You can change the hours / 

minutes.  You can also change the work type id – e.g. change from standard hours work type 

to holidays work type. 

 

 
 

“New” – this allows you to add in a new work type for the date.  E.g. you may have an 

employee who has worked a half day and taken the other half day as holidays. 

 

“Next Date” and “Prev Date” allows you to go through the dates for the pay period.  Useful if 

you are editing the hours for each day. 

 

“Delete All” – will delete all work types for the date displayed. 

 

 

 

 

 

 

 

  

 

 

 


