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Holidays

Holidays are allways to be specified manually. Holidays are NOT preprogrammed.

Click on the main menu lcon.
Click "Settings”.

In the window that opens select "Import external data”.

Holidays

The window "Holidays” opens. Click "Add” on New Holiday. Enter a name and date. Select what is
affected by it "Working hours” and/or “Access control” click Save.

Holidays
Holidays |

New Holiday

« Holiday

Name L New Holiday

Date ( 24.06.2019

Working hours monitoring No

Access control ( No

| » Holiday

Mame { Christmas

Date { 24.12.2019

Working hours monitoring { Yes

Access control - Yes

Document has changed
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Removing a holiday

A holiday can be removed by clicking on the "Remove cross” on the right ' | . The selected
holidays becomes red. Remove by clicking "Save”.

Holidays
Holidays | Groups

New Holiday

* Holiday

[ Name New Holiday
Date : 24.06.2019

[Workiﬂg hours monitoring No

‘ Access control _ Mo

' » Holiday

Name [ Christmas

Date ( 24.12.2019

Working hours monitoring Yes

Access control { Yes

Document has changed Cancel = Save

Groups

Select the page "Groups”. The is a holiday group called Holidays 2019. To add f.g Christmas to

)
the group, click on the arrow =" | and on the holiday “Christmas”, select “Yes” then click “Save”.
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Holidays | Groups

New Holiday group

| ® Holidays 2019

Name ( Holidays 2019 :
Christmas Yes )

Document has changed Cancel | Save

Creating a holiday group

Click "Add” on "Holiday group”. Enter a name. Now you can create and then add “Holidays” to this
group. “Holidays” dot not become automatically added to a new group as in this example
“Christmas” in on “No”. Click “Save”.

Holidays

Holidays [ Groups |

New Holiday group

| » New Group

Name . MNew Group

Christmas . Mo

« Holidays 2019

Name Holidays 2019

LB - B B
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