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A Holiday is a day for which an organization suspends normal operations. The Holiday Table contains all the holidays for an organization for the year. This master list of holidays must contain all holidays for all locations in the organization.
[image: ]

[image: ]
To access the Holiday Table,
 access Setup and select
Holidays under the
Pay Policies menu.
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The holiday table setup will be completed during implementation. The holiday table contains the following information:
· Holiday Name and Display Name: All Holiday Names must be unique, but the Display Names can be the same. Example: Thanksgiving Day CANADA and Thanksgiving Day US can both be set to a Display Name of Thanksgiving Day.
· Start Date and End Date: will automatically populate but can be changed if needed. 
· Code: a short name for the holiday that is used in calendar views.
· Start Time and End Time: default to midnight (12:00AM) but can be changed if needed.
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1. [image: ]To carry holidays to the next year, use the right arrow to go forward to the next year. 



2. [image: ]Use the Select Holidays button to access the list of previously created Holidays.




3. [image: ]In the Available Holidays box on the left, select all Holidays you wish to carry forward. Use the right arrow     ( > ) to move them to the Selected Holidays box on the right. Then click Save and Return. 











[image: ]Adjust the start date if needed. The exact date from the previous year is carried forward. Holidays that typically need to be adjusted include Memorial Day, Labor Day, and Thanksgiving. When finished, click Save.
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If you need to add a new holiday that your organization will be recognizing, the procedure is similar. 
Note: It is recommended you reach out to the MM Hayes Helpdesk should you need to add a new holiday.

1. Access the Holiday Table from the Pay Policies menu. 
2. [image: ]Add a new row where the new holiday occurs chronologically. In this example, we need to add a new holiday for Labor Day. We will add a new row beneath Memorial Day, since this holiday occurs between Memorial Day and Veteran’s Day. 









3. Complete the holiday information across the table.
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