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Holiday Planner: Admin side overview

Application administrators of the Holiday Planner can review this guide to understand what can be changed using the configuration options.

If the application has already been in use, your team made several considerations based on your user base's needs, which should be kept in mind while
reviewing the admin side, as this determines how it has been set up.

The admin side

Head to Applications > Admin > Holiday Planner to review the tabs as outlined below.

Day types

In this tab, the different day types your user base can book are managed.

See our detailed guide for more information here.

Q Admin Admin > Holiday planner G
CONFIGURATION
Day types -+ Add day
| Day Types
General configuration Day
character Day type name Approval required Canbe 2 Quota change Weekday type User comment
Zones & Groups
Global work day
Common Holidays
Usual work day
User Quota
Bradford Factor Clobsl Holiday
UTILITIES Weekend
Set compulsory days H H? H Holiday True True -1 Working days Mandatory
Recalculate users stats
. Sickness day False True none Working days Optional
U u? Ut Unpaid holiday True False none Working days Mandatory
. Late False False none Working days Mandatory

General configuration

Here, configuration options can be changed by administrators.
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* Admin

CONFIGURATION
Day Types

General configuration
Zones & Groups
Common Holidays

User Quota

Admin > Holiday planner > General configuration

iCal notification

Send holiday email notification with .ics calendar file upon holiday confirmation (Please Note: if this option is selected user won't receive in-system
message).

Yes O No

"My team" definition
Users within the same team will be able to see each others' holidays. Specify how a team is defined

Users with the same manager v

Allow team members to view full list of each others holidays requests

Ye N
Bradford Factor Oives °

Display calendar days (elapsed days) along with effective days when applicable
Yes O No

UTILITIES
Set compulsory days
Number of entries per page in reports

Recalculate users stats 20

Save Configuration

e iCal notification: Send an iCal file for the user to import to external calendars (off by default)

o 'My team' definition: Determines who can see each other's holiday. More informationhere.

o Allow team members to view the full list of each other's requests:Within the users who can see each other's holidays, can they view their
‘requests area’ when clicking on their name in the 'My team' area? If 'no’, clicking on their name opens their user profile.

o Display calendar days: Should calendar days appear in the booking creation pop-up (off by default)

o Number of entries per page in reports: How many users will appear per page in reports

Zones & groups

In this tab, the Zones & holiday groups are created and managed.

See our detailed guide for more information here.

* Admin

Admin > Holiday planner > Zones & Groups Ea)

CONFIGURATION

System groups Holidays groups

Day Types ) Add a zone
= 2, Company
2. support
) ; "
e Professional Services
2. Marketing
= 2, Development
2 Testing
9 £
2. Finance
o
2. Human Resources
&2 Learning and Develc
2. onboarding
2 sales
2. Quality Assurance
2. Health Safety >
2. Franchise Submitters
Leadership Team
Video Group
Franchisor HQ
Franchisees
2, USA canada

2 Austin, TX

B @ UK
&% Carnaby Street
&% Grafton Road
@ UsA
@ Japan

General configuration N
Select a Holiday Zone or Group or Add a zone

Zones & Groups

Common Holidays Save changes

User Quota

m

Bradford Factor
UTILITIES
Set compulsory days

Recalculate users stats

7 popofoho

Common Holidays

In this tab, public holidays can be set or updated per Zone.

More information in our guide here.
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a Admin

Admin > Holiday planner > Common Holidays

CONFIGURATION July 2026
Day Types

Holiday zones 1
General configuration Japan

Current year
Zones & Groups i

Every year
Common Holidays UK

Current year
User Quota Every year

USA
Bradford Factor

Current year
UTILITIES Every year

Set compulsory days X
Select days and click below on the day type you want to set

Reset to default

Recalculate users stats

Global work day Global Holiday

2 3 45 6 7 8 910 1 1213 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

User Quota

This tab is where administrators can set or update the holiday allowance for each user.

This can be maintained over time to include increases/descreases based on company policy.

More information in our detailed guide here.

° Admin Admin > Holiday planner > User Quota D
CONFIGURATION
Name: = n
Day Types
General configuration Al A B C D F I'J KLMNOFP R ST \ I First name, Surname
Zones & Groups
Quota for holiday year started in 2026 v
Common Holidays
Full name Role Group Extranet area Holiday start month  Holidays Inherited
User Quota
g Abigail Clark none Human Primary Area January 28 Since
Bradford Factor Resources, 2026
UTILITIES Company,
Learning and
Set compulsory days Development,
Franchisor HQ,
Recalculate users stats Franchise
Submitters
& Alan Metcalfe none Sales, Company,  Primary Area - 25 Since
Franchisor HQ, 2026
Onboarding
o) Alison Kelly none Human Primary Area - e Since

Bradford Factor

An optional report that can be enabled by an administrator from this tab.

More information in our guide here.
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* Admin

CONFIGURATION
Day Types

General configuration
Zones & Groups
Common Holidays
User Quota

Bradford Factor
UTILITIES

Set compulsory days

Recalculate users stats

Admin > Holiday planner > Bradford Factor D

Bradford Factor Configuration

Use the bradford factor formula as a way of measuring employee absence
Bradford factor is worked out as B = "2 x D, where S = number of spells (instances) of absence, and D = total number of days off.

() Enable Bradford Factor

Save

Set compulsory days

This administrator control can be used to set a particular day type for everyone in a group when it wouldn't usually be, e.g. if you have an 'overtime' day

type or similar, you can book it for a whole group on a weekend day here rather than relying on the user to book it.

Q Admin

CONFIGURATION
Day Types

General configuration
Zones & Groups
Common Holidays
User Quota

Bradford Factor
UTILITIES

Set compulsory days

Recalculate users stats

Admin > Holiday planner > Set compulsory days D

Edit compulsory days
Groups Check weekend days

20 @ UK
" gb Carnaby Street
[~ gb Grafton Road
I @ USA Day types
I~ @ Japan

02-07-2026 To: 02-07-2026

O . Sickness day
O U Unpaid holiday
O H Holiday

o . Late

@ Default Day Type

Save

Recalculate User stats

This area can be used to troubleshoot user quotas appearing incorrectly.

More information in our guide here.

£ Admin

CONFIGURATION
Day Types

General configuration
Zones & Groups
Common Holidays
User Quota

Bradford Factor
UTILITIES

Set compulsory days

Recalculate users stats

Admin > Holiday planner > Recalculate users stats D

This will recount number of holidays actually used, taking into account carried holidays and their term according to holidays zone settings. Then
update this information in user holidays statistics.

Year 2026 v The year that the holiday period started

Carry remaining holidays to next year

Users Start typing to add... Browse

View matching users...

Recalculate
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