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Navigate to the Supplier Calendar   

 

Important – The Calendar must be up to date with all Holidays as this prevents the 

calculated Ship Date from being on a holiday/non-working day. Follow the instructions below 

to make sure that the calendar is up to date.  

 

To navigate to the “Supplier Calendar”, Click on “Admin” 

 

 
 

Click on “Calendar” 

 

 
 

 

The “Observed Holidays” screen appears with a list of all holidays that have been entered into 

the system. 
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If you came from another page, click on the link below to return to your previous page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Return to Delete Holiday 

 

 

 

 Return to Add Holiday Observed Calendar 

 

 Return to Editing a Calendar Description 

 

 

 Return to the Adding a Date Range 

 

 

 Return to the Business Calendar Add Holiday 

 

 

 Return to Turn a Non Work day into a Work Day 
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Add a Holiday - Observed Holiday List 

 

To “Add a Holiday”, you must be logged in to the “Supplier Calendar”. If you have not 

already navigated to the “Supplier Calendar”, Select “Admin”, Select “Calendar”. 

 

For more detailed instructions on navigating to the Supplier Calendar, click on the link below. 

 

 

 

 

 

 

 To Add a Holiday, click on the “Add” button. 

 

 
 

Click in the” Holiday Date” field and a calendar will appear. Click on the “Date” for the 

holiday. 

  

 
 

 

 

 

 

 

 

 

 Select Admin, Select Calendar 
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The date will now appear. Enter the “Description” of the holiday and click on the “Save” 

button. 

 

 
 

The Holiday has now been added successfully. 
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Add a Range of Dates to the Calendar 

 

To “Add a Range of Dates”, you must be logged in to the “Supplier Calendar”. If you have 

not already navigated to the “Supplier Calendar”, Select “Admin”, Select “Calendar”. 

 

For more detailed instructions on navigating to the Supplier Calendar, click on the link below. 

 

 

 

 

  

 

 

To “Add a Range of Dates”, click on the “Add Range” button. 

 

 
 

Click on a “predefined date range” or select your own by clicking on “Date Range” 

 

 
 

 

 

 

 

 Select Admin, Select Calendar 
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When entering a “Date Range”, click on the start date in the “Start Date” calendar (Left Side), 

click on an end date on the “End Date” Calendar (Right Side). Click on the “Done” button to 

select the range.  

  

 
 

Add the “Description” then click on the “Save” button. 

 

 
 

The “Holiday Range” has been added successfully. 
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Edit a Calendar Description 

To “Edit a Calendar Description”, you must be logged in to the “Supplier Calendar”. If you 

have not already navigated to the “Supplier Calendar”, Select “Admin”, Select “Calendar”. 

 

For more detailed instructions on navigating to the Supplier Calendar, click on the link below. 

 

 

 

 

 

 

 

To “Edit a Calendar Description”, click on the “Date” to edit and the line will highlight. Click 

on the “Edit” button. 

 

 
 

Add a new “Description” then click on the “Save” button.  

 

 
 

 

 

 

 

 

 

 

 Select Admin, Select Calendar 
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The Description has been modified successfully from “Inventory” to “Supplier Holiday”. 
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Delete a Holiday 

 

To “Delete a Holiday”, you must be logged in to the “Supplier Calendar”. If you have not 

already navigated to the “Supplier Calendar”, Select “Admin”, Select “Calendar”. 

 

For more detailed instructions on navigating to the Supplier Calendar, click on the link below. 

 

 

 

 

 

 

 

To “Delete a Holiday”, select the “Date” to delete. Click on the “Delete” button. 

 

 
 

Click on the “Yes” button. 

 

 
 

 

 

 

 Select Admin, Select Calendar 

 

 



Copyright Ultriva Inc. 2013. All rights reserved  Page 11 

 

The holiday has been removed from the list and has been deleted successfully 
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Business Calendar View  

Important – The Calendar must be up to date with all Holidays as this prevents the 

calculated Ship Date from being on a holiday/non-working day. Follow the instructions below 

to make sure that the calendar is up to date.  

 

To view the “Business Calendar”, you must be logged in to the “Supplier Calendar”. If you 

have not already navigated to the “Supplier Calendar”, Select “Admin”, Select “Calendar”. 

 

For more detailed instructions on navigating to the Supplier Calendar, click on the link below. 

 

 

 

 

 

 

 

To “View the Business Calendar”, click on the “Business Calendar” tab.  

 

 
 

The calendar screen appears. All of the “Holidays” dates are filled in pink. All “Non-Work” 

days will appear in red font. 

 

 

 

 Select Admin, Select Calendar 
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Add a Holiday in the Business Calendar 

 

To “Add a Holiday” in the “Business Calendar”, you must be logged in to the “Supplier 

Calendar”. If you have not already navigated to the “Supplier Calendar”, Select “Admin”, 

Select “Calendar”. 

 

For more detailed instructions on navigating to the Supplier Calendar, click on the link below. 

 

 

 

 

 

 

 

To “Add a Holiday” in the “Business Calendar”, click on the “Calendar Date” of the holiday 

 

 
 

 

The date appears. Enter the “Description” of the holiday. Click on the “Save” button 

 

 
 

 

 

 

 

 

 Select Admin, Select Calendar 
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The holidays appear on the Calendar. All “Holiday” days are filled in pink and the date font 

has turned red. 
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Turn a Non-Work Day into a Work Day 

Quick Tip – All non-Working days are in Red font. All Saturdays and Sundays by 

default, are a non-working day. 

 

To change a “Non-Work Day” into a “Work Day”, you must be logged in to the “Supplier 

Calendar”. If you have not already navigated to the “Supplier Calendar”, Select “Admin”, 

Select “Calendar”. 

 

For more detailed instructions on navigating to the Supplier Calendar, click on the link below. 

 

 

 

 

 

 

 

To change a “Non-Work Day” into a “Work Day”, click on the “Date” chosen for this action 

 

 
 

 

 

 

 

 

 

 

 

 

 Select Admin, Select Calendar 
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Click on the “Yes” button. 

 

 

Quick Tip – When a non-work day becomes a work day, all new releases in Ultriva will 

use this day in the Lead Time calculation and will schedule accordingly. 

 

The font has now turned green and the date selected has now been converted to a work day. 

 

 
 

 

 


