Assigning Employees to Primary and
Working Schedules
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From the Main Toolbar go toEmployees

Expose available Schedules from the dropdown selector shown below
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Employees will appear grouped with schedules / locations where they are able to work
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Configuring Employee's Primary / Working Locations
1. PressEDIT
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Working Location Quick-Add / Remove

1. From Employees Page, find the schedule you want to add an employee to, and pressAdd Existing
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2. From the Dropdown list, find employee from their Primary location, and check to add.



Add Existing Employees to SGM

employees for this schedule [ Add Existing Employees A
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Quick Add / Remove from a location can also be taken from the Schedule (sorted in the By
Employee schedule type)
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e From the Dropdown list, find employee from their Primary location, and check to add.
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