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AIM 

To define holidays, partial work days and other special days for which employees will receive 

payment, and to record the dates on which these holidays fall each year. 

WORKING ASSUMPTION 

Pay classes were defined in the Pay Classes form. 

Note: Definitions recorded in the Holidays/Convalesc. Tab of this form will affect payment to 

employees for holidays and vacation days. 

PROCEDURE 

STAGE 1: DEFINING HOLIDAY CODES 

Aim: to define the days and hours for which employees will receive payment on holidays and 

special days. 

1. Open the Holiday Definitions form and record a Holiday Code and Description. 

2. For each holiday, define the hours or days for which employees will receive payment, 

in the following columns: 

 Holiday Days- Workday- the relative portion of the day to be paid as holiday 

time to employees who worked on this day (e.g., 0.5, 1). You can record the 

number of hours in the Holiday Hrs-Workday column instead. 

 Holiday Days-Vact’n- The relative portion of the day to be paid as holiday 

time to employees who took vacation on this day (e.g., 0.5, 1). You can 

record the number of hours in the Holiday Hrs-Vacation column instead. 

Note: This definition is used mainly for special days for which it is not legally 

required to pay employees who report absence. 

 Holiday Days-Other – The relative portion of the day to be paid to the 

employee for an absence on this day that is not vacation (e.g., 0.5, 1). You 

can record the number of hours in the Holiday Hrs-Other column instead. 

 Holiday Hrs-Workday – The number of hours to be paid as holiday time to 

employees who worked on this day. For example, on a holiday eve, you can 

decide to pay an employee for 3 hours of work in addition to the hours he/she 

reports. 

Note: You can limit the total payment for this day to the number of standard 

hours defined for the specific pay class by flagging the Limit Holiday-StdHrs 

column in the Pay Classes form.  

 Holiday Hrs-Vacation - The number of hours to be paid as holiday time to 

employees who took vacation on this day. 

 Holiday Hrs-Other - The number of hours to be paid as holiday time to an 

employee for an absence on this day that is not vacation. 
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 Holiday Shutdown - A check mark indicates that an automatic vacation 

report will be created for employees who do not work on the current day. 

 Special Day – A check mark indicates that no eligibility check will be 

performed for holiday payment on this day (i.e., new employees will receive 

payment as defined for the holiday even if they have not worked the number 

of days required for eligibility). 

 Personal Day - A check mark indicates that the current holiday is defined as a 

personal day. Note: It is recommended to record one definition for holidays 

that are similar in terms of hours or payment. For example, record one 

definition for holiday eves that includes Christmas Eve and New Year's Eve. 

3. If holiday definitions vary according to pay clas, move to the Holiday Defs per Pay 

Class sub-level form. Record a separate line for each pay class for which separate 

definitions will be recorded, and fill in the holiday days and hours in the relevant 

columns. 

Note: Definitions in the sub-level form will override definitions for the same holiday in 

the upper-level form. You can define general definitions in the upper-level form, and 

definitions for a specific pay class in the sub-level form; or you can define a special 

day that will apply to a specific pay class. To do so, leave the days and hours 

columns in the upper-level form blank and fill them in only in the sub-level form. 

Result: Holiday days and hours which will be paid to employees have been recorded in the 

system.  

STAGE 2: RECORDING DATES OF HOLIDAYS  

Aim: To record the dates in the current year of the holidays that were defined. 

1. Open the Holidays (Office Closed) form. 

2. Record the Date on which each holiday falls, and assign it one of the codes defined 

in the previous stage, in the Holiday Code-Payroll column. You can also record a 

description of the holiday and the hour as of which the office is closed. 

 For example: If a special code was designated for Easter, record the date on 

which it falls in the current year, the holiday code and a short description such 

as "Easter 2017". 

3. Repeat this process at the beginning of every year. 

Result: Dates have been recorded for all holidays in a specific year.  

STAGE 3: ASSIGNING HOLIDAY CODES TO PAY CLASSES  

Aim: To define separate work hours for different pay classes on partial work days such as New 

Year's Eve or Christmas Eve.  

Note: Assigning holiday codes to pay classes is usually done in companies that work in shifts. 

If all the pay classes in your company have the same holiday definitions, you can skip this 

stage. 
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1. Open the Pay Classes form and retrieve the pay class for which to record holidays. 

Note: Repeat the process for each pay class that is to be assigned different definitions. 

2. Move to the Work Hours & Shifts sub-level form and press F4 to change to full-record 

display. 

3. Record each partial work day in a different line: 

 In the general area of the sub-level form, select the Payroll Component that 

applies to this shift (e.g., regular hours – 101) and record employee work hours 

for this day and shift. For example, if employees usually work from 8:00 AM to 

4:00 PM, and you want to define 3 holiday hours for this day, record 8:00 AM 

for the Start Time and 1:00 PM for the End Time. 

 If the current definition refers to hours that employees are supposed to work 

(i.e., weekdays and not weekends), flag the Standard Hours column. 

 In the Days and Shifts tab, flag the days of the week to which this definition 

applies (usually Monday-Friday). Additionally, select the relevant Holiday 

Code (e.g., New Year's Eve). 

4. Repeat the process for all holidays, partial work days or special days on which 

employees only work part of the normal work day; and for any shift whose work hours, 

payroll component or any other definition is different than the first definition recorded. 

Result: Special days and partial work days have been defined for pay classes, enabling the 

system to identify work hour reports for these days and to calculate payment accordingly. 

PROCESS SUMMARY 

After defining hours and days for which employees will receive payment for different 

holidays, the holidays were linked to various shifts in different pay classes and the dates on 

which these holidays fall were recorded. 

 

 

 

 

 

 

 


