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AP.010.080 Creating a Business Calendar
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create a new Business Calendar. A Business Calendar is used to create the business (or working) calendar that identifies holidays and nonworking days. The business calendar is assigned to the disbursement bank account to identify the normal working week and bank holidays.

The dates established as nonworking/holidays, are used by the system to assure that pay cycles and direct deposit files can only be processed on a regular work day. 

A new business calendar needs to be created prior to running a pay cycle in the new calendar year.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

Prior to running a pay cycle in the new Calendar Year, you will need to create a Business Calendar for the new year. 

For this topic, you will add a Business Calendar for 2009. 

	Step
	Action

	1. [bookmark: ID0x000001A5] 
	Click the Set Up Financials/Supply Chain link.


	2. [bookmark: ID0x000001A6] 
	Click the Common Definitions link.


	3. [bookmark: ID0x000001A7] 
	Click the Calendars/Schedules link.


	4. [bookmark: ID0x000001A8] 
	Click the Business Calendar link.


	5. [bookmark: ID0x000001A9] 
	Click the Add a New Value tab.


	6. [bookmark: ID0x000001AA] 
	Enter "2009" in the Holiday List ID field. 

	7. [bookmark: ID0x000001AB] 
	Click the Add button.


	8. [bookmark: ID0x000001AC] 
	Click in the Description field.


	9. [bookmark: ID0x000001AD] 
	Enter "2009 Business Calendar" in the Description field. 

	10. [bookmark: ID0x000001AE] 
	Confirm that your Normal Business Days (Monday-Friday) are selected.

	11. [bookmark: ID0x000001AF] 
	Enter your regular Working hours per day.
Click in the Monday field.


	12. [bookmark: ID0x000001B0] 
	Enter "8.00" in the Monday field. 

	13. [bookmark: ID0x000001B1] 
	Click in the Tuesday field.


	14. [bookmark: ID0x000001B2] 
	Enter "8.00" in the Tuesday field. 

	15. [bookmark: ID0x000001B3] 
	Click in the Wednesday field.


	16. [bookmark: ID0x000001B4] 
	Enter "8.00" in the Wednesday field. 

	17. [bookmark: ID0x000001B5] 
	Click in the Thursday field.


	18. [bookmark: ID0x000001B6] 
	Enter "8.00" in the Thursday field. 

	19. [bookmark: ID0x000001B7] 
	Click in the Friday field.


	20. [bookmark: ID0x000001B8] 
	Enter "8.00" in the Friday field. 

	21. [bookmark: ID0x000001B9] 
	Click in the Calendar Year field.


	22. [bookmark: ID0x000001BA] 
	Enter the year you wish to enter, delete or display holiday details.
Enter "2009" in the Calendar Year field. 

	23. [bookmark: ID0x000001BB] 
	Click the Search button.

If no results were returned, begin entering your holidays for the new year.


	24. [bookmark: ID0x000001BC] 
	Click in the Date field.


	25. [bookmark: ID0x000001BD] 
	Enter "01012009" in the Date field. 

	26. [bookmark: ID0x000001BE] 
	Press [Tab].

	27. [bookmark: ID0x000001BF] 
	Click in the Holiday Name field.


	28. [bookmark: ID0x000001C0] 
	Enter "New Year's Day" in the Holiday Name field. 

	29. [bookmark: ID0x000001C1] 
	Click the Add a new row at row 1 (Alt+7) button.


	30. [bookmark: ID0x000001C2] 
	Click the View All link.


	31. [bookmark: ID0x000001C3] 
	Click in the Date field.


	32. [bookmark: ID0x000001C4] 
	Enter "01192009" in the Date field. 

	33. [bookmark: ID0x000001C5] 
	Press [Tab].

	34. [bookmark: ID0x000001C6] 
	Click in the Holiday Name field.


	35. [bookmark: ID0x000001C7] 
	Enter "Martin Luther" in the Holiday Name field. 

	36. [bookmark: ID0x000001C8] 
	Click the Add a new row at row 2 (Alt+7) button.


	37. [bookmark: ID0x000001C9] 
	Click in the Date field.


	38. [bookmark: ID0x000001CA] 
	Enter "05252009" in the Date field. 

	39. [bookmark: ID0x000001CB] 
	Press [Tab].

	40. [bookmark: ID0x000001CC] 
	Click in the Holiday Name field.


	41. [bookmark: ID0x000001CD] 
	Enter "Memorial Day" in the Holiday Name field. 

	42. [bookmark: ID0x000001CE] 
	Continue to insert rows for each holiday for the new calendar year.

	43. [bookmark: ID0x000001CF] 
	Click the Save button.


	44. [bookmark: ID0x000001D0] 
	Congratulations. You have just completed the Creating a Business Calendar topic. 

The Business Calendar identifies holidays and nonworking days. This ensures that pay cycles and direct deposit files can only be processed on a regular work day.
End of Procedure.
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