
Simply Personnel – Creating a new holiday year 
 

This document is guide for administrators of Simply Personnel, creating a new holiday year and 

applying this to your employees. 

This guide assumes you already have an existing holiday year profile and is assigned to your 

employees. 

 

 

 

 

 

 



HOLIDAY YEARS 

This section the user can enter the start and end dates of the new holiday year and assign it to the 

relevant holiday year profile. This will be used later when activating holiday years to allow holidays 

to be entered to the relevant year.  

 Select Add 

 Select the relevant profile for the year  

 Enter the start and end dates press OK 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



BANK HOLIDAY 

In this section the user can detail the bank holiday dates for the year, and also specify if they are 

additional to employees’ annual leave entitlement and therefore would be duration of 1. 

Alternatively set to 0 so the system does not deduct a day from annual leave entitlement. 

On selecting bank holiday the user will be greeted with three different profiles - select the 

appropriate profile for the Organisation.  

IMPORANT - Bank holiday dates must be updated each year. 

 

 Highlight the profile for amendment  

 Select Update 

 Once in the relevant profile begin entering the dates 

 Select Add and provide the name of the bank holiday 

 Enter the start and end date 

 If the duration 1 is entered a day will be deducted from employee’s entitlement - 0 will not 

 Select OK 

  Click Yes 

 

 

 

 

 

It is necessary to enter the bank holiday dates each year 

 

 

 



APPLYING NEW HOLIDAY YEAR TO EMPLOYEES 

In this section a user can utilise the updating of multiple employee records at the same time. This 

section is only accessibly from the toolbar. 

 

Each of the global update functions will open a wizard to allow the user to select the employee 

records to update. 

 

 Select the global update  

 Select Next from the first wizard screen 

 Highlight the employee records to update

 

 

 

Highlight the 

employee’s, 

select add 

Alternatively select 

Add all; the wizard will 

add all the employee 

in the list 

Users can use the 

different tabs to filter 

employees by their 

department/location 

etc. 



 

The next page will display a confirmation page of the employee records being updated 

 

 

 

 

 

 

 

 Select Next 

 

 

 

 

 

 

 

 

Users can also remove 

employee records at this 

stage 



The final screen of the Create Holiday Years wizard will allow users to select the year being activated 

and apply the bank holiday profile set within the business rules. 

 

 To finish the wizard and apply the change select Finish  

 An audit report will be opened to allow a view the changes made 

 
  

Before applying the change 

a preview of the 

adjustment can be viewed 

displaying the records 

being updated and the 

areas being updated 



CLOSING THE PREVIUOS HOLIDAY YEAR 

When you wish to close the old holiday year to prevent employee from booking holiday from that 

year’s allocation and if required carry over any untaken holiday entitlement into the holiday year. 

This will remove the year from availability in any dropdown list the employee may see in Self Service. 

 

The below screen will appear allowing the user to select the year that will be closed and specify a 

carry forward. 

Selecting ‘All Duration’ will carry forward all untaken holiday entitlement into the new holiday year 

Selecting ‘Maximum of’ you can limit the number of days of untaken entitlement into the new 

holiday year. Change the value to zero if no untaken holiday is to be carried into the new year. 

 

 


