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Quick Reference Guide 
Applying Holiday Trading through myHR portal 

 
During the Holiday Trading window, employees have the opportunity to buy/sell holidays in line with the company 
policy. Employees will be invited to participate in the Holiday Trading during specific dates. 
 
 
Please follow the steps below to buy or sell holidays. 
 
Step 1:  Login to my HR portal 
 
Step 2:  Click on Benefits 
 

 
 
Step 3:  Click on ‘Make or Change Benefits Election’  
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Step 4:  Click ‘Continue’ 
 

 
 
 
 
 
Step 5:  Click ‘Accept’ 
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Step 6:  To buy/sell holidays, click on the ‘Edit’ button next to the Holiday Trading benefit 
 

 
 
 
Step 7:  If you want to buy additional hours, please tick ‘Buy Holiday Hours’. If you want to sell holidays, 
you must select the ‘Sell Holiday Hours’ option.  
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Step 8:  Select number of hours to buy or sell. The maximum you can buy is an equivalent of your 
working week (35 or 37.5 hours for full time employees. If you work part-time, you will only be eligible to buy 
maximum part-time hours you work per week. For contact centre this will be averaged (i.e. Week 1 - 25 hours 
worked, Week 2 - 20 hours worked = Average 22.5 hours) 
 
You can only sell maximum of 14 hours or pro-rata if you work part-time and your full time equivalent hours 
are 35 or 15 hours if your full time equivalent hours are 37.5. 
 

The system displays the annual leave entitlement in hours. You must therefore ensure that you select the 
correct number of hours, not days, not the screen below.  
 
Step 9:  Click ‘OK’ once you have selected the hours to buy or sell. 
 
 
 

 
 
 

The hours cannot be amended once the Holiday trading enrolment window has closed.  
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Step 10:  Click ‘Continue’ 
 

 
 
 
Step 11:  And then click ‘Submit’ 
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You will now be able to see your monthly cost incurred. "Your Total Cost" will display 0.00  until you submit 
your holiday trading benefit selection 
 

 
 
 
Step 12:  Click on the down arrow to review your holiday trading enrolment and annual cost 
 

 
 

 
 

 Payroll deductions for holidays bought or payments for holiday sold will be effective from January and your 
holiday balance will be amended during the month of January.  
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You can only increase or decrease the number of hours bought/sold during the Holiday trading window. Once the 
window has closed, your selection can’t be amended. To amend your selection, follow the steps below:  
 
Step 1:  Log into the Holiday trading area in the say way you got in when you initially added your 
Holiday trading and click on the ‘pencil’ button 
 

If you are unable to see the ‘pencil’ to edit, please change your screen size to 75% to minimize the 
box size. 
 

 
Step 2:  Amend hours and click ‘OK’ 
 

 
 
Step 3: Click save and submit in the top right corner of the screen to confirm your selection 
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