
HOW TO ADD HOLIDAY



Step 1: On the left sidebar, navigate to Holiday.
Step 2: On the top right corner, click the “Add Holiday” button.
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Step 3:  In the pop-up form, provide 
the following information:

● Enter the name of the holiday.
● Specify the date of the holiday
● Select the holiday type (e.g., 

regular, special, or 
non-working).

● Choose whether the holiday is 
paid or unpaid

● Once all fields are filled, click 
“Add Holiday” to add the holiday 
to the list.

Note: If the holiday set recurs 
annually, simply enable the "Recurring" 
option.

For an offset holiday (a holiday moved 
to a different date), update the 
holiday by changing its date 
accordingly to reflect the adjusted 
schedule.



HOW TO ADD HOLIDAY 
EXCEPTION



Step 1: On the left sidebar, navigate to Holidays.
Step 2: On the top right corner, click the “Holiday Exceptions” button.
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Step 3: On the upper right corner, click the “Add User.”



HOW TO ADD HOLIDAY EXCEPTION

Step 4: In the pop-up form, provide the following 
information:

● Select the branch on the dropdown
● Select the department on the dropdown
● Select the designation on the dropdown
● Select the employee on the dropdown
● Select the holiday on the dropdown
● Once done selecting click the “Add 

Designation” to save the details 

Note:

Holiday Exception is used when an employee is not 
entitled to receive holiday pay.



Additional Note: 

Holiday computation also depends on the employee’s salary type:

Monthly-Fixed Employees

● Regular holiday → Automatically paid 100%. If present/worked → Additional 100% (Total of 
200%)

● Special Non-Working Holiday → Automatically paid 100%. If present/worked → Additional 30%

Daily Rate & Hourly Rate Employees

● Regular Holiday
○ No Work → No Pay (unless company policy states otherwise)
○ With Work → +100% (Total of 200%)

● Special Non-Working Holiday
○ No Work → No Pay
○ With Work → +30% of daily rate

Use the Holiday Exception only if an employee should not receive the holiday benefit based on 
your company’s policy.
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