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UKG Advanced Scheduling

How to add or remove an employee from a group

This job aid explains how you group your employees in the schedule.

About Grouping Employees

® For self-scheduling purposes, NEVER future date your group, always group as of current date.

e Employees can be placed in multiple groups.

Group your Employees:

1. From the top left-hand corner in the schedule, change the view to Schedule Group
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2. Confirm your date range selected is set to Current Schedule Period
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3. Select the employee(s) you wish to place in a group by checking the box to the left of the employee’s name.




4. Right click on one of the employee's that you selected and select Add to Group

5 Selected Employees

Add to Group

S Selected [ r"-|j.|l"|-__ Basg

Forewer
Specify Date
Remove employees from other schedule

nheritance groups for selected date

range

viKG 20f3




6. Toremove employees from a group, follow the above steps but select Remove from Group listed in step 4.
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respective owners. No part of this document or its content may be reproduced in any form or by any means or stored in a database or retrieval system without the
prior written authorization of UKG Inc. (“UKG”). Information in this document is subject to change without notice. The document and its content are confidential
information of UKG and may not be disseminated to any third party. Nothing herein constitutes legal advice, tax advice, or any other advice. All legal or tax
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Liability/Disclaimer

UKG makes no representation or warranties with respect to the accuracy or completeness of the document or its content and specifically disclaims any
responsibility or representation for other vendors’ software. The terms and conditions of your agreement with us regarding the software or services provided by us,
which is the subject of the documentation contained herein, govern this document or content. All company, organization, person, and event references are
fictional. Any resemblance to actual companies, organizations, persons, and events is entirely coincidental.
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