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Simply Personnel: Holidays 
 
This document provides step-by-step guide for users to give an easy understanding 
on setting up your system to record holidays and putting this into use on your 
employee records.  
 
If at any time you need help or just need some questions answered please use our 
on-line helpdesk at www.simplypersonnel.co.uk where you will find comprehensive 
articles and an option to open a support ticket.  
 
Thank you  
 
The Simply Personnel Team. 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.simplypersonnel.co.uk/
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Setting up your Holidays: 

  
To ensure that holidays will be recorded correctly on your employee records you must first go 
through the system set up. 

 
 

 
 

Then click on System Parameters, 
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This will open up the following screen, 

 
                         

 
 
Select the ‘Holidays’ Tab,  
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Holiday Entitlement Calculation is where you have the option to round the default holiday 
entitlement by ticking the tick box, you should then choose how you round the holiday 
entitlement by selection one of the radio buttons and the period of time by using the dropdown 
box. 

 
The default Value for Holiday entitlement can be selected next. The default holiday 
entitlement will be used when adding a new employee, you should enter the majority holiday 
entitlement in this box but make sure you take into account the bank holiday entitlement and 
length of service dropdown option (see Bank holiday profiles and Length of service in the 
dropdowns section). If these default entitlements are changed then it will not change the 
employees that have already been allocated any entitlement.  
 
The holiday entitlements functionality has been expanded upon to offer a different method to 
calculating the normal annual entitlement. The calculation is based on the number of days the 
employee works in a week multiplied by the number of weeks holiday per year. The 
calculation is intended to be used for those employees that have a holiday entitlement 
recorded in days, not hours. 
 
The new calculation and number of days weeks holiday per year are configured using the 
System Parameters. 
 
Tick the Use Working Duration to Calculate Entitlement option to enable the new 
calculation. Please note this will replace the default option of assigning the default annual 
entitlement to the employee and, for part time employees, 
 
The new calculation will also use take into account the full time equivalent functionality so it is 
recommended that if you wish to use this calculation you should disable the FTE functionality 
using Personnel options in System Parameters. If you don’t then part time employees could 
have a calculated value based on their working week and then have this multiplied by the FTE 
value, resulting in less days than they should. 
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The default value for the Weeks Holiday Per Year is 5.6, which comes from a standard 
working week of 5 days, e.g. 5 x 5.6 = 28 days per year, including bank holidays. 
 
Select whether the Length of Service will show added to the annual entitlement or show as an 
additional entitlement. 
 
If you use TOIL (Time off in lieu) select the time period that it will expire in. For example if 
someone gains 1 days TOIL but must use this within 4 Weeks, Select Week then add a ‘4’ as 
below. 
 

  
 
Use the Holidays screen in the System Parameters to set the default accrual figure and also 
switch on the login functionality. What this will do is when a user logs in, Simply Personnel will 
check to see which employees need their entitlements updating and add the accrual figure to 
the existing entitlement on the current holiday year. 
 
Users can still change the employee’s entitlement and the next time the accrual is due it will 
be this entitlement that is updated. The program will not calculate what it thinks the total 
entitlement should be, just add to the figure already there. 
 

 
Setting the business Rules; 
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First select Holiday Year Profiles, 
                         

 
 

               
 
 
If all of your employees run from the same holiday year the option that is already in the 
maintenance box is all you will need, however if some employee run from a different holiday 
year you will need to click on the add button and select a name for that Holiday year (ie 
Holiday year Managers or Holiday year employed before 1999 etc etc) 

 
 
Holiday Years: 
 
In order to book a holiday you must tell the system that there is a holiday year available to use 
and what those dates are. 
 
Within this section you are able to allocate start and end dates to the Holidays Year Profiles 
you have created in the previous step, 

 
To add the dates click select Holiday Years then add on the following screen, 
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Once you have clicked add you will see this screen, 

 

 
 

Choose the correct Profile from the dropdown menu, type the name of your year i.e. 2010, 
then click the button on the right hand side of the start date box, this will bring up a calendar 
for you to select the start date of your holiday year. Then repeat the process for the end date. 

 
You will now have the option of using these holiday years on an employee’s holiday record. 

 
 
**Note: If you have different Holiday Year Profiles you will need to add the Holiday Years for 
each one of the profiles.** 
 

 
Bank Holidays 

 
Within this section you are able to create bank holiday profiles which will then allocate bank 
holidays to an employee’s holiday profile. There are already some default profiles set up 
within Simply Personnel which you are able to use. 

 
Once you enter the Bank Holidays section you will see the following screen, 
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You can create as many profiles as you require. To create a new Bank Holiday profile click 
the Add button however if you wish to change or add dates to a previously created profile 
click Update on the correct one. Once you have done this you will see the screen below. 

 

 
 

You will see a list of bank holidays on this screen however you will need to keep this updated. 
To add extra days click the Add button and you will be able to add days using the following 
screen, 
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Simply add the name of the bank holiday and its start and end dates, this will then 
automatically create a duration which will come off the employees holiday entitlement when 
this date is hit. You can also select a colour for this holiday. 

 
On the main bank holiday maintenance Screen next to the dates there is a ‘duration’ field, you 
can set each of the durations to a specific number which will then come off the employee’s 
holiday entitlement automatically. 
 
To change all the durations in one go simply use the set duration’s box with the correct 
number and click the Update button, this will then change all the durations and give you the 
option to update all the employees records who use that profile. 
 
If you do not wish for the bank holiday to take a day off the employee’s entitlement, ensure 
you select ‘0’ in Set duration to, then click update. 
 

 
Holidays on an Employee Record: 

 
To record a holiday request on an employee’s record you need to select the holiday tab on 
employee’s record,   
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First you need to make sure that the correct holiday year is selected, this will be highlighted in 
the top half of the page. 

 
         

 
 
 
This will tell what the employee entitlement currently is and will also show a history of their 
holiday years. If you need to add the correct holiday year for an employee click on the ‘Add’ 
button and this screen will appear. 
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Here you need to select the required holiday year and the required bank holiday profile, you 
can change the employee duration for that year by over typing in the ‘Duration this year’ Box.   
If your employee has accrued any additional entitlement click on the ‘Add’ Button and 
complete the information in the box, see below, 

 

                
 
 
 



 

   
© The Simply HR Software Company Page 13 of 19  

 
 
Holiday entitlements can now be accrued every month. The accrual settings can be changed 
using the Accrual button on the employee Holidays screen, 

 

 
 
Tick the box to indicate that this employee’s entitlement accrues every month. Set the accrual 
amount, the day of the month to update the entitlement and the date of the next update. The 
date the entitlement was last accrued is for reference only. 

 
Once you have the correct holiday year set up and selected you can then book the requested 
holiday for the employee, at the bottom half of the screen there is a record of all the holiday 
that have been taken and are waiting to be taken  (this will include the bank holidays). 
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Select add at the bottom of the screen and the following box will appear, 

 

             
 
Here you need to enter the start and end date of the requested holiday and then click ‘save’, 
this will then show on the previous screen, you can also select a colour (yellow is default) and 
a Category if you have Self Service. 
 
To amend any holiday, just Simply double click on the relevant holiday and change the dates. 
 
To delete a holiday, Just Simply select the holiday and click ‘Delete at the bottom of the 
screen. 
 
 

Holiday Card; 
 
There is the option on the right hand side of the employee maintenance called Holiday Card 
click this option and the following screen will appear. 
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You are able to select the year and this will show you all of the holiday that have been taken 
during it (including bank holidays), there is also the option to print this out so your employee 
can have a copy. If you don’t want bank holidays to be included, Simply un-check the display 
bank holidays box. 

 

 
Global Holidays: 
 

 
 
These options mean you can amend employee records in bulk, firstly you can close the 
current holiday for all you employee at the same time and this will automatically add the next 
holiday year to the employee records. 

 
To do this select close holiday year and the following screen will appear, 

 
                       

 
 

Select the year that you want to close, you can also select the number of unused holidays 
that an employee can carry over, when you have the correct options select close year, this 
will then close the year off for all employees and open the next year. 

 
**Please note if you do not allow carry over please ensure this is set to a maximum of ‘0’ 
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To allocate a holiday to several or all your employee select allocate holidays, this could be 
useful if you have a shut down period over the Christmas. 

 

                         
 
The global holiday allocation wizard will appear, click next and it will take you to a list of you 
employees, select them all by clicking ‘add all’ or you can select by department etc. Once you 
have the required selection click ‘add’ then click ‘next’.  
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A list will then appear of all of the employees that you have selected, you can remove 
employee from this list by highlighting the name and click remove. 
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When happy with your selection click ‘next’ and it will take you to the following screen. 
 

 
                     
 
Select the start and end date then click ‘finish’. This holiday will then appear on the records of 
your selected employees. 

 
 
Attendance Planner: 
 
You can select the holiday planner from the main dashboard by clicking on this button. 
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This will open up the following window, it shows a calendar with all of the holidays that have 
been booked on to the system these will be show by the employee’s name and highlighted in 
yellow. 
 

 
 
At the top of this window you can select different departments and location to show only those 
employees in that area, you can amend the date range by changing the start and end date 
and you can also show all absences and training courses by tick the boxes in the option box. 

 
By clicking on the date in the calendar it will open up a window of all the employees that have 
got an event booked that day then by selecting an employee it will take you to their employee 
maintenance record. 

 
There are options to print preview and print the calendar at the top of the screen. 
 
You can also select ‘View Details’ and select the date range and this will list all Holidays 
during the date range you have selected. 

 
 
 


