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How to Create a Group in Timeclock

Step 1: Go to Maintenance Menu.
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Step 2: Select Employee Groups.
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Step 3: Select Add New Group.

Employee Groups

( » INSTRUCTIONS

Add New Group

Step 4: Enter the name of the group you are created and select members of the group. Click Save when
finished.

Name of this group

® Everyone
Who can see this group?
Just mie

= All active employees

Who is in this group? All employees (including inactive)
Specific emplayees

Select by criteria

Action |Save| [Cancel|




