How to Use Employee Groups

Employee Groups are used to filter staff based on personal preference. It is also used with Advanced Scheduler to place staff in groups for self-
scheduling.

Adding Employees to Groups

Navigation: Homepage > Main Menu > Schedule > AS Schedule Planner
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e Make sure that you are on the Current Schedule Period.
e Select the Location that you intend to set groups in.
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e Under the View By drop down, select Schedule Group.
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e Right click on the employee(s)
o Multiple employees can be selected using the checkboxes on the far left of the scheduler.
e Select Add to Group.
e Select Group that you wish to add Employee(s) to.
e Select Apply.

e Individual employees can be in multiple groups.
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Removing Employees from Groups

Navigation: Homepage > Main Menu > Schedule > AS Schedule Planner

Make sure that you are on the Current Schedule Period.

Select the Location that you intend to set groups in.

Under the View By drop down, select Schedule Group.

Right click on the employee(s). Multiple employees can be selected using the checkboxes on the far left of the scheduler.

Select Remove from Group.
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Select the group that you wish to remove employee(s) from.
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Select Apply.



How to View by Schedule Groups

Navigation: Homepage > Main Menu > Schedule > AS Schedule Planner
Make sure that you are on the Current Schedule Period.

Select the Location that you intend to set groups in.

Under the View By drop down, select Schedule Group.

Ungrouped employees will appear at the top of the list.

Collapse and expand groups using the arrow icon to the left of the group name.
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If an employee is in multiple groups, then they will appear multiple times on the schedule.
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All other scheduler functions will work the same (i.e., Quick actions, Schedule Generator, Schedule Posting, Daily Coverage, Audit, etc.).
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