How to Add a Schedule Group from Scheduler
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1. Navigate to Schedules and select desired department.
2. Change system default’s view to View by Employee in the top left banner.
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3. Change to View By: Schedule Group.
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4. Right click on the associate’s name and select Add to Group
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5. Another window will appear on the right-hand side. Select the appropriate group from the
dropdown option and select apply to save the changes.



