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Step 1: Go to Dashboard, then select Profile
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From the main Dashboard, click your profile icon from the top-right corner of the header

to open your profile area.
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Step 2: Select HRMS, then HRMS Setting

¢ In the left navigation sidebar, click HRMS.

e On the HRMS page, use the top tabs and select HRMS Setting .

&1

A




CA CloudDesk

Prnl:m@ﬁu'{m: It Litility matification Accouns Services

HRMS ‘

€. °®™ HErMS
@ SETTING _h\‘ LEAVE

"ﬁ HE
ATTEN DAL - FROBATION
AFF ROV AL AFFROVAL

02

Sattings

H HR
GRIEVARNCE
m AFFROVAL

HE
EXPENSE

w70

Step 3: Select Holiday tab and use the + icon to create holiday

* Inside HRMS Setting, click the Holiday tab.

e Then click the blue + button to open the create-holiday menu.

* You will see three options: Add From Template, Add Holiday, and Add Bulk Holiday.

HRMS Setting

Shift Leave Blacklist Leave Leave Quota Club Rules HR Attendance
8 - Al
- From . Holiday
# Holiday Name To Date Optional

Date Type

Mahatma
1310/2026 13M0/2026 Mo Hatianal A

Gandhi Jayanti

Z0 1 of

Branch Office Descrption

Surmmany View-Lock Unlack Timesheat

Mo Dues Farm

FY 26-27

Add From Template
Add Holiday
Hanars the birth anniversary of Mahat Add Bulk Haliday
leager of India’s independence movement.

Step 5: Create holiday options (a. Add From Template)

e Opens template , listing predefined holidays (e.g. Republic Day, Maha Shivaratri)

with name, from/to date, holiday type, and description.

e Use the action icon on each row to add that holiday to your list.
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Shift Template

: From Holiday . :
# Holiday Name To Date Branch Description Action
Date Type

Commemaorates the adoption of India's Constitution
1 Republic Day 26/01/2026 26/01/2026 National - ool P ' i T

A Hindu festival dedicated to Lord Shiva, observed
2 Maha Shivaratri 15/02/2026 15/02j2026 Religious -- ) ' ) ) L]
with fasting and night vigils.

Independence Celebrates India's independence from British rule in
3 D2 15/08/2026 15/08/2026 MNatienal == 1947 '|
y .

b. Add Holiday

Opens the Add Holiday form to create a single holiday. Fill in:
e From Date, To Date (required) - use the date picker
e Holiday Name
» Holiday Type - select from dropdown

e Branch, Office

e Description

e Optional Holiday - Yes/No
e Sandwich - Yes/No

Click Save to add the holiday.

Add Holiday

From Date @ ° To Date @ °
Holiday Name (&) Haoliday Type &
Branch Office

Description ©

Optional Holiday @ Yes Sandwich Yes
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c. Add Bulk Holiday

Opens the Add Bulk Holidays form to create multiple holidays at

once. You can set:

e From Date, To Date (required)
e Holiday Name, Holiday Type
e Branch, Office
o Day selection - All Saturday, Odd Saturday, Even Saturday, All
Sunday, All Friday (checkboxes)
e Description
Click Save to add all matching dates in the range as holidays.
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Add Bulk Holidays

From Date @ To Date @ *

Haoliday Hame O Haoliday Type &

Branch Office

All Sawrday @ Odd Saturday ) Even Saturday (O Al Sunday () All Friday (D
Description @



