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Employee List Edit — Menu or CTL-L

2+ Employee Maintenance 39 - The Train USD o m] [
File | Options | Window  Help  Videos  Hot Keys
<3 % Search by 55N Chrl+Alk+5
% Search by External Ref ChrH-alk+E
@ sSearch by Mame Chrl+alk+M
Search by ID ChrH+-alk+I 3 — G arch Panel
Put cursar in current search Field F1 ey o - . -
Byss | ByExtRer By Mame | By D District: |39 IV Include Terminated [ a&dd to gid
Gl Search F3 Selected Employes,/List
Help .
B2 Advanced Search ChrhAl+A |SMITH. BARBARELLA R =]
fir  select Highlighted F4
“P Clear search resulks Ctrl+F1 SRR SSN i858 SEID: n/a
Change 55N Fin —Search Results [Press Cirl + Enter to select the highlighted emplopee]
4 Add Mew Employee Fa Marne Eﬁéeé?al G Ty Site B | RC | LG Terminated
Add Substituke Employes Ctr+Fa Iﬁ SMITH. EARBARELLA, 001046 F S1 (0000 (oo 00
1 rid Output shift4F11 SMITH, JANE A Q02002 F FT (0026 |02 |00 [650)33
;J ! SMITH, JO ANME E 002003 F FT |0000 (oo |00
* Print Screen F11
SMITH, SaM 5 00047 [&] FT (0026 |00 |00
Bl First Employee Shift+F5
Prewious Emplovee F5
Mext Employee F&
Gl Last Employee Shift+F&
Wiew Auto-load Settings Chrl+HM
B Enable Favorites
Edit Employee Lists Chrl+L
- AssignmentsISTD (PO}
Azzignment Info (EC)
Position Control Search
iJob History (JH)
PAT - Other Assignments ‘l | v
- PAT - Related Data =
.- Geniority Inspection (S LI
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Edit Employee Lists

=1olx|

File  Options

B QG E 8

ChangeMode .:
’E; Mew List - Delete Organize - W | Edit Import - Export - Remove Select - | Edit
- Unassigned |Di$t | Mare | D | G | Ty | Site | BU | RC | LG | Teminated | Wwhork. Phone

- TEST LIST FOR DAP[ Readonly]
- TEST DB LIST FOR DEADAP

. .My Big List

- Payroll Lists
.My PERS People




Define New Collection & List

Employee List Editor

File  Options

A B8

=10l x|

ChangeMode .:

‘E; Mew List «| o Deleke Crganize = | Edit

& Addin:

% New Collection. ..

»

Impart = Expaork = Remove

Seleck = | Edit

Readonly]

ADAP

My Big List
[~ Payroll Lists
My PERS People

| Dist

| M arme

1D

| G | Ty | Site

| BU | H
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New List & New Collection

Employee List/Collection Mame Enktry

Callection:

Employes List:

—Enter Collechion/Emplayes List M ame

Personnel Lists

The Swmiths

| OF. I

Cancel
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Result of Adding Collection & List

Employee List Editor =10l x|
File  Options

ElS N Al iR "

No records found ChangeMode .
‘E; Mew Lisk  ~ Delete Organize - W | Edit Import = Expart = Remove Select - ] Edit

=l Unassigned Dist | Hame | D | G | Ty |Site | BU | R

- TEST LIST FOR DAP (Readonly)
- TEST DB LIST FOR DEADAP

. . My Big List

= Payroll Lists

My PERS People

El Personnel Lists

‘- The Smiths [Active]
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Click Edit Above Grid

Employee List Editor 10| x|
File  Options
Bl N Tm dliER
No records found ChangeMode .:
Mew Lisk Delete Qrganize - Edit: &Impnrt vELijExpnrt v%Remove %Select - ,!_- Inspect
= Unassigned | ot | Marne | D | G | Tw [Site | BU

- TEST LIST FOR DAP [Readonly)
-~ TEST DB LIST FOR DEADAP
- My Big List
Payroll Ligts
- My PERS People
=l Personnel Lists
.. The Smiths (Active]
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Import from Main Grid

Employee List Editor =10l %]
File  Options
Bl i m iR~
Mo records found ChangeMode .:
Mew Lisk = Delete Qrganize - Edit &Impurt - EALE:]Export - %Remwe ':-é.; Select - Inspect

all from Emplovee Search grid (4) D [ G | Ty | Site | BU

=-Unassigned
. . TEST LIST FOR DAP [Readonly]
: TEST DB LIST FOR DEADAP
: My Big List From List 3
- Payroll Lists
. '~ My PERS People
- Personnel Lists

‘. The Smiths [Active]

w
-
-

Selecked from Employvee Search grid
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Import Results

o
File  Options
EH =S |
Completed ChangeMode .:
Mew List = Delete Organize - Edit &Import - 55:] Export = %Remove ";‘éﬁ Seleck - .,5-- Inspect
T T i | R 5| | s by Rl | Tem
. .TEST LIST FOR DAP [Readonly] Dist Mame Bef G Ty Site BLU RC LG Terminated
-TEST DB LIST FOR DEADAP [ | = SMITH, BARBARELLA | 001046 F 0ono
oo ”1;IBL'_9 _— W |39 |SMITH, JO ANNE E 002003 |F|FT (0000 |00 |00
= Payroll Lists
My PERS People ¥ |33 |[SMITH, JANE & 002002 F FT |0026 |02 on
= Personnel Lists ¥ |33 |SMITH. SaM 5 001047 M |PT |002E 0O on

‘.. The Smiths [Active]
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Save — List Added to Dropdown

2+ Employee Maintenance

39 - The Train USD

File: Window

PR P

ap P
g J:}

Cptions Help  Wideos

Holk Keys

3 50 |EH 8

=10l

- Demographic {MA)

- Termination (TE)

- Employee ID Maintenance
- Comments (CO})

- Client Defined {(CL)

- Mame Change History

- Employment Yerification (¥E)
- Leawe Information (LY)

- Benefits Management (BM)
- Applications (AF)

- Action Log {AL)

- Action Log History (AH)

- Search Action Log History
- Wiew Audit Log

- Quick Label Print

- Employee Data Import

- EmergencyiMedical
;----Emergency {ME™)
Immunizations (ME™)

i Medical (ME*)

- Handicaps (ME®)

+- Profesgsional

= Position Control

- AzzignmentsfENH (EA)

- AzzignmentsfSTD (PO)

- Aggignment Info (EC)

- Position Control Search

- Job History (JH)

- PAT - Other Azssignments
- PAT - Related Data

- Seniority Inspection (5}

—_— u
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—Search Panel

By SSH | BuExtRef ByMame | BulD

Ipain Ll

Dristrict : ISEI vI

||jS elected Employee/List

Ext Reft : 001006

S5M ; mew-wm-1000

W Include Teminated [ Add to gid

PAIN, TRUE AT A=

FAIN, TRUE

—Search Besults [Press Ctrl + Enter to zelect the highlighted emploves] | TEST DB LIST FOR DEADAP

TEST LIST FOR DAP

Mame £

External

Ref

& |

by Big List |

& ME PERS F'eoile
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Select List — Get Employees

£+ Employee Maintenance

File  Options  Window  Help  Wideos  Hob Keys

39 - The Train USD Qs

PR P4 #5EE

Search complete. 4 record{s}) Found.

=10l x|

- Demographic {(MA) ;I
- Termination (TE}
- Employee ID Maintenance
- Comments {CO)
- Client Defined {(CL)
- Mame Change History
- Employment Yerification (¥E)
- Leave Information (LV)
- Benefits Management (BM)
- Applications (AF)
- Action Log {AL)
- Action Log History (AH)
- Bearch Action Log History
- Wiew Audit Log
- Quick Label Print
- Employee Data Import
E- EmergencyIMedical

-~ Emergency (ME*)
- Immunizations {(ME™)
- Medical (ME®)
--Handicaps (ME®)
- Professional
= Position Control
- AzzignmentsfENH (EA)
- AzzignmentslSTD {PO)
- Agzignment Info (EC)
- Pogition Control Search
- Job History (JH)
- PAT - Other Assignments
- PAT - Related Data —
- Geniority Inspection {51}
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—Search Panel

Diatrict : IBEI VI

By SSM | By ExtRef ByMame | By|D

¥ Include Teminated

[~ Add to grid

IE Help

"Selected Ernplopes/List

SMITH. BARBARELLA,

j o J="

Ext Reft : 001045 S5 wew-mn-EEEA

SEID: nda

—5Search Rezultz [Prezs Ctl + Enter to select the highlighted employee]

M arne ! Eﬂlt:‘eé?al [E; Ty Siter

BU | RC | LG

Terminated

O SMITH. BARBARELLA 001046 51 | 0000

0o |00

SMITH, JAME A 002002 FT |0002

02 |00

[E50)37

SHMITH. JO ANME E 002003 0oan

0o |00

= m|(m|m
-
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SHMITH. SAM 5 001047 FT | 0000

0o (oo
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Back to Edit — Unselect All

=1ol x|
File  Cptions
EN S Nl =R
Search complete. 4 record{s) found. ChangeMode .:
Mews Lisk = Delete Qrganize - Edit &Import - 56:] Export = &REI‘HD'\?E W 7 Select - _,!-- Inspect
El- Unassigned . goal 3
. TEST LIST FOR DAP (Readonly) Dist Hame = G| Tv|Se [BUJRE|LE
-~ TEST DB LIST FOR DEADAP |39 SMITH, BARBARELLA | — F 51 00oa 0o 0o
; P My B'EI' 'L-_'“ |as SMITH,JOANNEE | = Ivert F|FT (o000 |oo |00
=l Personnel Lists
. The Smiths [Active) L [T SMITH, JAME A o000z F FT annz nz2 i
- Payroll Lists £z a3 SMITH, 54k 5 oo o47 M |PT 0000 on on

‘.- My PERS People
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Select to Remove Jo Anne

Employee List Editor ol
File  Options
BN = 1 glmEgs .
Search complete. 4 record({s) found. ChangeMode .:
Mew List = Delete Organize ~ Edit &Import - EL‘?] Expart - %Remwe % Select ~ ! ) Inspect
[=l- Unassigned . External :
~TEST LIST FOR DAP (Readonly] Dist Name Ref B | Ee | ED | RE | L6
:~TEST DB LIST FOR DEADAP )39 SMITH. BARBARELLA 001048 F 51 0000 oo (oo
; P My B'EI' t_'s‘ # Pl SMITH. JO ANNE E 002003 F [FT loooo [oo |oo
[=I- Personnel Lists
' The Smiths [Active] [M|39 SMITH. JANE & 0oz00z2 F FT | 0002 02 |00
- Paproll Lists ] SMITH, S&M S noo47 M |PT |0000 oo |00

‘.. My PERS People
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Remove Jo Anne (Selected)

Employee List Editor o [m] [
File  Options
AHwmEE |
Search complete. 4 record{s}) found. ChangeMode .:
Mew List = Deleke Crganize - Edit &Impnrt - alfj Export = %Remove ";-é.j Select = " Inspect
- Unassigned . External .
~TEST LIST FOR DAP (Readonly) Dist Name Ref G| Ty |[Ste | BUTRE LG
; TEST DB LIST FOR DEADAP 7|29 SMITH. EARBARELLA, 001046 F 51 0000 ali] uli]
; P Hy B'Ell I'_-_'“ > 39 SMITH. JANE A 002002 F ol fooo2 [oz oo
. t
T |33 SMITH, SAM 5 001047 M |FT |ooo0 [oo oo

. The Smiths [Active]
=- Payroll Lists
- My PERS People
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List is Reduced...

£+ Employee Maintenance 39 - The Train USD Qs

=0l x|

File  ©Options  Window  Help  wideos  Hok Keys

e oge AP SR

Search complete. 3 record(s) found.

- Demographic (MA)

- Termination (TE)

- Employee ID Maintenance
- Comments (CO)

- Client Defined (CL)

- Mame Change History

- Employment Yerification (VE}
- Leave Information (LY}

- Benefits Management (BM)
- Applications (AP)

- Action Log (AL)

- Action Log History (AH)

- Search Action Log History
- Wiew Audit Log

- Quick Label Print

- Employee Data Import

= EmergencyiMedical
Emergency (ME™)

Immunizationz (ME™)

Medical {ME*)

" Handicaps (ME®)

- Professional

- Position Control

- Azzignments/ENH (EA)

- Agsignments/STD (PO)

- Aggignment Info (EC)

- Pozgition Control Search

- Joh History (JH)

- PAT - Other Assignments

- PAT - Related Data

- Beniority Ingpection {51)
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—Search Panel

Drigtrict : |39 "I

By 55N

By ExtRef By Mame

EwlD

v Include Terminated

[ Addto grid

IE Help

”Selected EmployeeList

SMITH, BARBARELLA

palEd=

Ext Reft: 001046 SEM ; mwe-ex-EEES

SEID: nda

—Search Results [Prezz Cul + Enter to select the highlighted employec]

External

Mame £ Bef G Ty Site

RC

LG

Terminated

Ol SMITH. BARBARELLA ooldE |F |s1 |oooo

0o

SMITH, JAME A& 002002 F FT | 0002

0o
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