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Select Employees in Schedule

Job Aid You have been assigned a group of employees. This group may include only your
department, several departments or an entire site. In Schedule Planner, you can
select employees using a Hyperfind query or filter the employees based on location

and job. For example, you may want to view only RNs in the ICU or RNs in the ICU
and PCU.

Select employees

1. Select the Locations & Hyperfinds icon &2 ”. 8]~ Vesterday Plus 60ays 2% = AllHome Locations
2. Select either a query under Locations or Hyperfinds or Select Locations to Locations & Hyperfinds
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If you have selected Select Locations, then follow these steps:

1. In the Select Locations, either select locations or click on the blue arrow to view additional locations or jobs.
Select the check box of any job or any level of

the business structure to include that job or Select Locations X
location.
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