How to request holiday in HCM as an employee

Brief overview of holidays and special holiday days

Holiday is accrued under the rules on concurrent holidays. This means that you accrue
holiday continuously and can generally take it as it is accrued. You accrue 2.08 holiday
days per month and 2.12 holiday days in July, corresponding to a total of 25 holiday days
per holiday year.

The holiday year runs from 1 September to 31 August of the following year. The holiday-
taking period runs from 1 September to 31 December of the following year and is therefore
four months longer than the accrual period. Generally holiday from a completed holiday
year must be planned and taken by 31 December, unless an agreement has been made to
transfer them.

Special holiday days are accrued during the calendar year at a rate of 0.42 days per
month of employment. Special holiday days can be taken from 1 May of the year after they
are accrued until 30 April of the following year.

Requesting holiday days
Log in to HCM: https://hcm.sdu.dk

Select the Me tab, then click Add absence.
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https://hcm.sdu.dk/

Select the type of absence you want to add.
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If you have more than one active employment, select the employment for which the
absence should be registered. If you are unsure, contact your absence administrator.
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Enter the start date, end date and time for the requested absence.
Note: A full day of absence runs from 08:00 to 15:24.

Select Date and Time
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You can calculate the expected balance by clicking Calculate.

When
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Click Calculate before submitting the registration. You can then see the expected balance
after the selected holiday or absence period.

For ordinary holiday days, the expected balance may be as low as -4 days. Special holiday
days cannot be taken in advance, so they can only be registered once they have been
accrued.

Error

You can't record this absence because your Vacation Days
(Almindelige feriedage) plan balance will fall below the minimum
limit set for this absence type.
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A submission confirmation will appear. Click OK.

Confirmation

The request was submitted.

Your immediate manager will receive a notification informing them that you have registered
absence.

Your absence administrator will receive a notification about the added absence and will
either approve or reject the request.
You will then receive an email notification.
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