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Turn of the year 2022/2023 

 

The following points must be followed to perform the turn of the year:   

1. Create the company calendar for the year 2023 in the current year! 

2. Execute the annual balancing in the year 2023, as soon as all the remaining leave 

from 2022 have entered.  

Please create the company calendar for all the companies and regions in time.  

Attention: You can enter new bookings for the new year (sickness, annual leave…) only if the 

company calendar for 2023 already exists! 

 

Actions 

• Control the working days 

• Control and add if necessary specific holidays for each region 

• Create the public holidays 

• Create the company calendar 

 
 

Workdays 
 

Open the path: File → basic tables → Workdays 

 

If a weekday is a working day or not is defined in the working calendar by this selection.   
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Edit Public holidays 
 

Open the path: File → basic tables → Regions 

Select the desired region and control the public holidays.  

 

You can add and delete public holidays by using the button and .  

Use the following path: 
File → basic tables → public holidays → public holidays names 

to make sure if the public holiday is already in the system. If a holiday is missing, add a new 

one to the list.  
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Create public holidays 
 

You can generate public holidays for the new year by using the following path:  
File → basic tables → public holiday → public holiday. 

Select the year 2023.  

 

Create public holidays 

Public holidays for every region are generated. 
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Create company calendar 
 

You can create the new company calendar by using the path:  

times → Company calendar.  

Select all the needed companies and cantons.   

 

Create calendar 
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If there are public holidays, on which the employees have to work half a day (f.e. 

“Sechseläuten” in Zürich), adjust the following column:  

 

Set in the column “workday” on that specific day in every region  

• “J” for working day 

• “N” for no working day  

• “H” for half working day 
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Special day 2023 for entrance (profile data) 

 
If you use the entrance-management over plus-time, the special days for the year 2023 must 
be signed in the company calendar, in order to process the profile-list. 
 
For the public holidays, if you have different entrance rules, you can set special day 1: 

  



Lothal Datentechnik & Partner AG  Turn of the year 2022/2023 

Seite 8/8 
 

Annual balancing 2022 

You don’t need to process the annual balancing at the beginning of the year. You can close it 

as soon as all the holiday-bookings for the year 2022 have entered.  

Open Times → Holiday → Annual balancing to process the annual balancing. 

 

Through the button      you can undo the balancing. After editing the bookings, you can 

process the annual balancing again.  

Attention: After processing the balancing, belated bookings won’t automatically update the 

balance of the previous year! Enter the holiday booking for the previous year. Subsequently 

open the annual balancing and close the year again.  

 


