Set working times, vacations, and holidays for your project
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You can use the project calendar (project calendar: The base calendar used by a project.) to reflect the general working days and hours of your project, as well as regular nonworking times (nonworking time: Hours or days designated in a resource or project calendar when Project should not schedule tasks because work is not done. Nonworking time can include lunch breaks, weekends, and holidays, for example.) (such as weekends and evenings) and special days off (such as holidays).
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Add a vacation day for a resource
1. Click the Project tab, and in the Properties group, click Change Working Time.
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2. In the Change Working Time dialog box, click the resource whose calendar you want to change in the For calendar list.
3. Click the Exceptions tab.
4. Type a descriptive name for the exception, such as Vacation day, and the start and finish times for the time during which the exception will occur.
5. If the exception will be repeated throughout a portion of the schedule, click Details.
6. Under Recurrence pattern, select the frequency from Daily to Yearly, and then select additional details about the recurrence pattern. 
NOTE The details of the recurrence pattern change, depending on whether you want to create a daily, weekly, monthly, or yearly pattern.
7. Under Range of recurrence, choose the starting time for the exception by using the Start box, and then select either End after or End by.
8. Type or select the appropriate information, based on your ending time selection.
· If you selected End after, type or select the number of occurrences for the task.
· If you selected End by, type or select the date when you want the recurring task to end. 
Any tasks that this resource is assigned to will now be scheduled around the vacation day by, typically, lengthening the number of days that will be needed to complete the task.






[bookmark: BMholiday]Add a holiday to the project calendar
NOTE Project does not include a preset holiday calendar. To add your organization's holidays to a project, you must specify them one at a time on the project calendar. If you plan to use this holiday schedule for multiple projects, consider making the project a template or adding the calendar to the global file. If you are using Project Professional, consider asking your server administrator to add the calendar to the enterprise global template.
1. Click the Project tab, and in the Properties group, click Change Working Time.
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2. In the For calendar list, click the calendar that you want to change. The project calendar for the current project is followed by (Project Calendar). The default is Standard (Project Calendar). You can also choose 24 Hours or Night Shift.
3. In the Change Working Time dialog box, click the Exceptions tab.
4. Type a descriptive name for the exception, such as Company Holiday, and the start and finish times for the time during which the exception will occur.
5. If the exception will be repeated throughout a portion of the schedule, click Details.
6. Under Recurrence pattern, select the frequency from Daily to Yearly, and then select additional details about the recurrence pattern . The details of the recurrence pattern change, depending on whether you want to create a daily, weekly, monthly, or yearly pattern.
NOTE The details of the recurrence pattern change, depending on whether you want to create a daily, weekly, monthly, or yearly pattern.
7. Under Range of recurrence, choose the starting time for the exception by using the Start box, and then select either End after or End by.
8. Type or select the appropriate information, based on your ending time selection.
· If you selected End after, type or select the number of occurrences for the task.
· If you selected End by, type or select the date when you want the recurring task to end. 
Any tasks scheduled around the holiday will automatically be rescheduled to take into account the nonworking time of the holiday.






[bookmark: BM2]Set the working times for resources or tasks on the project
The following procedure applies to changing any calendar in your project, including the default standard project, a specific resources calendar, or a task calendar. 
NOTE Project does not include a preset holiday calendar. To add your organization's holidays to a project, you must specify them one at a time on the project calendar. If you plan to use this holiday schedule for multiple projects, consider making the project a template or adding the calendar to the global file. If you are using Project Professional, ask your server administrator to add them to the enterprise global template.
1. Click the Project tab, and in the Properties group, click Change Working Time.
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2. In the For calendar list, click the calendar that you want to change. The project calendar for the current project is followed by (Project Calendar). The default is Standard (Project Calendar). You can also choose 24 Hours or Night Shift.
NOTE If you want to create a new calendar instead of changing the default calendar, click Create New Calendar, type a name for the calendar, and then choose whether you want to create a new base calendar or make a calendar that is based on a copy of another calendar.You can use this feature to customize your project calendar to your organization's needs (such as by creating a work week that includes weekend days).
3. To change the default work week for either the project calendar, resource calendar or for a new one you created, click the Work Weeks tab.
4. On the Work Weeks tab, you can choose or create an additional work week schedule for a range of days that differ from the default work day, such as a summer schedule for road work or a work week that includes weekend days. In the Working times table, type a descriptive name in the Name column for the new work week schedule, such as Road Work, and then enter the start times and the finish times for the time during which the additional scheduling will occur.
5. Click Details.
6. In the Details for dialog box, select in turn each day you want to change from a working day to non-working day, or vice versa, and then select one of the following:
· Use Default working times for these days Choose the days that should use the default working times, which are 8:00 A.M. to 12:00 P.M. and 1:00 P.M. to 5:00 P.M., Monday through Friday, and nonworking time on weekends.
· Set days to nonworking time Choose the days on which no work can be scheduled. For example, if no one in your organization works on a Friday, select Friday, and then select Set days to nonworking time.
· Set days to these specific working times To set the working times for the selected days throughout the schedule, type the times that you want work to start in the From boxes and the times you want work to end in the To boxes. For example, if people in your organization work on Saturdays, select Saturday, and then select Set day(s) to these specific working times.
[bookmark: BM3][bookmark: BM1]Overview of Project calendars
Project uses several calendars (calendar: The scheduling mechanism that determines working time for resources and tasks. Project uses four types of calendars: the base calendar, project calendar, resource calendar, and task calendar.) to determine resource availability (availability: Indicates when and how much of a resource's time can be scheduled for assigned work. Availability is determined by project and resource calendars, resource start and finish dates, or the level at which the resource is available for work.) and the way that tasks (task: An activity that has a beginning and an end. Project plans are made up of tasks.) are scheduled.
· Project calendar This is the calendar that is used to designate the default work schedule for all tasks in a project.
· Resource calendar For each resource that you enter, Project creates individual resource calendars based on the settings in the Standard calendar. You can modify those calendars by clicking Change Working Time on the General tab of the Resource Information dialog box. You can also create and assign resource calendars for individual resources or resource groups to indicate specific working hours. For example, you can assign a resource to the swing shift or night shift. You can edit the resources' calendars to indicate nonworking time (nonworking time: Hours or days designated in a resource or project calendar when Project should not schedule tasks because work is not done. Nonworking time can include lunch breaks, weekends, and holidays, for example.), such as vacations and leaves of absence. 
· Task calendar Tasks are scheduled based on the working times (working time: Hours designated in a resource or project calendar during which work can occur.) in the project calendar. However, you can customize the working times from the project calendar in a task calendar if you have tasks that need to be completed at different times, especially tasks that are independent of resources. A task calendar is especially useful for equipment that runs and completes tasks throughout nights or weekends, which are designated as nonworking time in the project calendar.
· Base calendar A base calendar (base calendar: A calendar that can be used as a project and task calendar that specifies default working and nonworking time for a set of resources. Differs from a resource calendar, which specifies working and nonworking time for an individual resource.) is used as a template that the project calendar, resource calendar, and task calendar are based on. Project provides three base calendars: 
· Standard (8:00 A.M. to 5:00 P.M. weekdays, with an hour off for lunch)
· 24 Hours
· Night Shift
TIP If you set up the same calendar each time that you create a new project, consider saving a completed project as a template (template: A Project file format [*.mpt] that lets you reuse existing schedules as the starting point for creating new schedules. Task and resource information, formatting, macros, and project-specific settings can all become part of a template.) or adding the calendar to the global file (global file: A Project file [Global.mpt] that contains information you can use for different projects. Information in a global file can include views, calendars, forms, reports, tables, filters, toolbars, menu bars, macros, and options settings.).
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