Organization Calendar

The Organization Calendar establishes the foundational working schedule that applies across the
entire organization. It acts as the foundational reference for Project and User calendars, promoting
consistency in scheduling and aligning all timelines with organizational policies and expectations.
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Steps&nbsp;to&nbsp;Configure&nbsp;Organization&nbsp;Calendar

o Define Working Days: Define the organization’s standard working days (e.g., Monday to Friday) to establish the baseline for
operational planning and scheduling.

¢ Set Work Hours: Specify the organization's standard working hours (e.g., 9:00 AM to 6:00 PM with a 1-hour lunch break from
1:00 PM to 2:00 PM). Establishing consistent work hours across departments.

o Add Holidays: List all holidays observed at the organizational level. These may include national holidays, company-wide
shutdowns, and special occasions.
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Toolbar Actions for Organization Calendar:

« Manage Working Hours: Configure the organization’s standard working days and working hours for the organization. Users
can adjust default schedules and apply changes across all projects.
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« Add/Edit Holidays: Maintain a list of company-wide holidays, ensuring they are reflected in all schedules.
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