0w ® e
@motlgﬁ

Business Days

Published on 07/10/2019

With Business Days, admins can set your team's business days and non-business days, so all
requests and assignments honor your team's working days.

Working with Business Days & Non-Business Days

Setting business days and non-business days will affect how the minimum lead time is calculated in
requests and the duration values in reports.

Let's look at two different scenarios around a new request coming in on a Monday, where there's a
7-day lead time before the due date can be set. Our stakeholder wants their work done as soon as

possible, so they'll choose the earliest possible due date on the 7th day.

In the first scenario, no days are set as non-business days, so the due date will be that Sunday.

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

1 2 3 4 5 6 7- Due Date

In the second scenario, Saturday and Sunday are non-business days, so the due date will be the
following Tuesday.

Monday Tuesday Wednesday Thursday Friday Saturday Sunday Monday Tuesday

1 2 3 4 5 Non-Business Day | Non-Business Day 6 7- Due Date

Enabling Business Days

By default, business days are set to Monday through Friday. Admins can toggle those days in
Account Settings > Business Days.

@ Settings

ACCOUNT SETTINGS <

Business Days

Business Days
Features

Roles & Permissions

Tags

Custom Fields
Custom Statuses

Business Days

PERSONAL SETTINGS
My Profile
Notifications

Integrations

Sunday Closed

@ Monday
@) Tuesday
@) Wednesday
@ Thursday
@) Friday

Saturday

Non-Business Days

Open

Open

Open

Add Date

Enabling Non-Business Days
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Add non-business days for singular dates like company holidays or team off-sites by selectingAdd
Date below Non-Business Days.

Settings Business Days
ACCOUNT SETTINGS @) Tuesday Open
Features

@) wednesday Open
Roles & Permissions
Tags @) thursday Open
Custom Fields

@ Friday Open
Custom Statuses
Business Days | Saturday Closed
Security

Non-Business Days

PERSONAL SETTINGS
My Profile Add Date [N 2021 v

Notifications EXISTING DATES

Integrations

New Years Day 8 sent

Presidents Day B et

Company Volunteer Day 8 Aerts

Business Days in Date Fields and Scheduling

All date fields throughout the system will apply your business day settings, including start dates and
due dates in work and requests, Calendar, and Schedule.

Users will not be able to select non-business day Due Dates on intake forms. If you have an
additional date field on your intake form, the non-business day will be grayed out but is still
selectable. When setting dates on work items, Users will be warned if they select a non-business day
but the date will still be selectable.

Due Date x

< July 2019 >
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5

8 9 |10 11| 12

15 16 | 17 ﬂ 19

22 | 23 | 24

29 | 30 | A 1 2
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In Schedule, if you try to assign work to a team member outside your team's business days, you will
see a prompt letting you know that the date you selected is a non-business day. You can still create
the assignment if the assignment date is firm.

Create Assignment X

Work *

Choose Work v

SINGLE DAY RANGE

The date you selected is a non-business day. Change the date

or click Create Assignment to continue.

Date * Hours *

July 13, 2019

User*

Grace Deng

0h available on date selected 0h remaining with this entry

Cancel Create Assignment
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