
How to Remove Holiday Pay (Symplr) 
1. Open your selected employee and go to their TCS. 
2. Select Add Adjustment. 

a. Located on left side panel, under Employee Actions. 

 
3. Enter the Pay Group Instance using the drop down. 

a. Pay Group Instance is the pay period in which the adjustment is being recorded.  
b. Select the current pay period that the holiday falls in. 

 
4. Enter the Date of the holiday. 
5. Enter the Pay Code (Holiday). 

a. Click in the box below Pay Code on the right side of the screen you will have a list of 
all pay codes. 
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6. Enter hours as a negative. 
7. Click Save. 
8. Select Calc Me Now. 

a. Located on left side panel, under Employee Actions. 

 
9. Pay distribution should now reflect 0 holiday hours. 
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