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This reference guide provides a process overview of how to sort the employee schedule order within ScheLtulgRe'
process steps and instructional information are provided within this document:

dy 4.5. The following

() Sort the employee schedule order

heduleRead
ScheduleReady

Search by Schedule Id |- |

Enter your search... Go

“[J central Lab

Feedback & | Help 7 Audit +
Order Name On Schedule FTE Job Descriptions Availability Pattern Available Time Lookup HNew
[arMin | to [QrMax ] [Show Al [+] [Showar [+]
= 1 James Gardner 0.90 8 assigned Weekly 9:00-17:30
=2 Elizabeth Bruch 090 11 assigned Weekly 7:00-17:30
= = Jim Rodgers 1.00 9 assigned Three weeks 6:00-0:00
= 4 Joe Fox 1.00 12 assigned Three weeks 6:00-0:00
= & Donovan Dorsey 1.00 G assigned Three weeks 6:00-0:00
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Sort the Employee Schedule Order

To adjust the order that employees appear on the schedule, complete the following the steps:

Sort the' Employee'Schedule/Order.

1. Click Employees.

2. In the row of the employee you - —

wish to reorder, drag the ~ icon =2 Elizabeth Martin 1.00
to the new position.

—
L=

= 26 Greg Cable 1.00
29 Elizabeth Martin 1.00 14 0:00-0:00
= 27 Julie Pradhan 1.00
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Dian Steiner 0.50

= 28 Greg Cable 1.00
= o7 Elizabetn blartn . 100
= 28 Julie Pradhan 1.00
= 29 Dan Steiner 0.50
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