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Holiday Planner: Reports

Managers, substitute managers or those with ‘permission to run reports' can access the Reports area in Holiday planner.

This guide details the reports available and how to run them.

Reports area

Navigate to Applications > Holiday Planner > 3 dot menu > Reports

D Holiday planner

My holidays

Who's out today 82 My team
+ Requiliaiitd

None reported v,
Holiday remaining +# Manager

585 Manager diagram

Carried y

Wil Reports

@ Holiday Planner - Admin
Remaining next year v
Request pending 0 days

Request Absence/Leave awaiting approval
You are: Manager

On the next screen, the available reports will be listed.

The Bradford factor is unique in that it has to be enabled first to appear here, as detailed inthis guide.


https://discover.claromentis.com/knowledgebase/articles/1004/holiday-planner-reports
https://discover.claromentis.com/knowledgebase/articles/590/bradford-factor

O Holiday planner > Reports

(6]

Holidays reports by groups

Users day-type report Users holiday report
Bradford Factor Holiday requests report

Holidays reports by days

Reports available

All the reports can be run in the same way.

1. Review the filters available and set them as appropriate for the information you want to see

2. Click 'View' to run the report

3. Review the data on screen

4. Consider downloading the data to a CSV for easier/further analysis

Users' day-type report: Produces a count of day types across users within a timeframe

G Holiday planner > Reports > Users day-type report

Dates 02-07-2025
To

01-07-2026

For groups B @ UK
¥ g Carnaby Street
View
Name «
Abigail Clark

Austin Glover

Barclay Martin

Brian MacDonald

Show day types

Sickness day

0

Sickness day
([ Unpaid holiday
Holiday

O Late

@ Comma (,) O Semicolon (;)

Holiday

0

Get CSV file

Users' holiday report: Get an overview of users' quota usage, days remaining, requests pending, etc




D Holiday planner > Reports > Users holiday report ®

Holiday year 2026 v
The year that the holiday period started

For groups B @W
¥ g Carnaby Street
View @® Comma () O Semicolon (;) Get CSV file
Name » Holiday start month  Holiday remaining Quota Carried Expired Used Requestpending Manager Substitu
Abigail Clark January 27 28 5 5 1 2 Claromentis Administrator

Holiday reports by days: See how many of each day type have been booked in a certain period across users in a group can be grouped together in
weeks, months etc

D Holiday planner > Reports > Holidays reports by days &
Date Range 01-06-2026  To [ 02-07-2026 Group by Week v
Calculate @ Total holiday time O Full day total O Half-day (am) total O Half-day (pm) total
For groups B @ U Show day types Sickness day
o
[V g Carnaby Street O Unpaid holiday
Holiday
OLate
View @ Comma (,) O Semicolon (;) Get CSV file
Name 1June - 7 June 8 June - 14 June 15 June - 21 June 22 June - 28 June 29 June - 5 July
Sickness day 0 0 0 0 i
Holiday 0 0 0 0 1

Holiday reports by groups: View a count of the included day types taken between holiday groups. Requires you to be a manager.substitute/permission
to run a report on more than one group to be beneficial.

D Holiday planner > Reports > Holidays reports by groups ®
Date Range 01-06-2026  To & 02-07-2026 Group by Two weeks v
Calculate @ Total holiday time O Full day total O Half-day (am) total O Half-day (pm) total
For groups & v ‘{K Show day types Sickness day
¥ gb Carnaby Street () Unpaid holiday
¥ gs Grafton Road
Holiday
OLate
View @® Comma (,) O Semicolon (;)  Get CSV file
Name 1June - 14 June 15 June - 28 June 29 June - 12 July
Carnaby Street 0 0 2
Grafton Road 0 0 0

Bradford Factor: Needs to be enabled by an administrator first to appear. Gives users a score that determines if their absences are excessive or not.

Holiday requests report: Generate a list of all bookings created across the groups you have permissions for.


https://discover.claromentis.com/knowledgebase/articles/590/bradford-factor

D Holiday planner > Reports > Holiday requests report ®
Holiday year 2026 v
The year that the holiday period started
For groups B @WK
¥ g» Carnaby Street
¥ g Grafton Road
View @® Comma () O Semicolon (;) Get CSV file
No
of
Name Type Start Date End Date Days Status Date d~ Date Appr i/Reje | ployee Notes
Abigail Clark H! Holiday 15 July 2026 15 July 2026 1 Cancelled 2 July 2026 2 July 2026 trip
Abigail Clark H? Holiday 28 October 2026 30 October 2026 2 Requested 2 July 2026 Holiday to Colombi:
Abigail Clark H! Holiday 1September 2026 3 September 2026 3 2 July 2026 2 July 2026 Germany trip!
Abigail Clark H! Holiday 10 August 2026 12 August 2026 3 2 July 2026 2 July 2026 Going to Spain!
Charles Johnston ] Sickness day 2 July 2026 2 July 2026 1 2 July 2026 2 July 2026
Abigail Clark H Holiday 2 July 2026 2 July 2026 1 2 July 2026 2 July 2026 paris!
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