Create and Manage a Dynamic Group

1 Navigate to bookjanej360.com

2  Click on the Settings icon.

shift #169708
Assigned
Shift #169707 %‘

Tue, Jan 02, 2024

Shift #170238

Open
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Arlen Waters

Registered Practical Nurse

Ali Altenwerth

Registered Practical Nurse

Open shift
Registered Nurse

Call Out Complete ||

Scribe -


https://scribehow.com
http://bookjanej360.com

3  Click on Locations.

Settings

Il

Custom Fields

B

My Profile

&l

Locations

&

Positions

Administrators ~

4  Click "Groups"

General shift Distribution Availability Groups

J360 Training

Location Name *

‘ J360 Training

Location Address *

‘ 160 Bronte Road, Oakville, Ontario, Canada

Suite/Unit No.

‘ Suite/Unit No.
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User Profile

General Information
First Name

I‘ Tania

Work Phone

| (123) 456-7890

Work Email

| tania.donaldson+newdemo@bookjane.com

"




5 Click "New Group"
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6  Click the "Group Name *" field; then type in your group name (e.g. Dynamic FT)
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The members of this group will be defined by the criteria you
set, and will dynamically update. Ideal for shift distribution
and cannot be used as page filters.

() By manually selecting each team member

The members of this group will remain static, unless manually
edited. Ideal for grouping team members by team, unit, etc.

Group Name *

[ knter a descriptive name J




7  Click "Next"

8 Click the "All employment statuses" field; then add the employment statuses
that you wish to include in this group.
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Select Criteria

Please select at least 1 filter below to define the criteria for members of
the group. Group members will update automatically as team member
attributes change.

Criteria for team member attribute

Employment Status

‘ All employment stqtuses - ‘

Position Type

‘ All position types - ‘

Criteria for hours worked per overtime period

Minimum Maximum

( Hours - W Mins - W( Hours - N’ Mins - 1



9  Click "Full Time"
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the group. Group members will update automatically as team member

attributes change.
Criteria for team member attribute

Employment Status

hll employment statuses
| casual
| FullTime

‘ | part Time

Criteria for hours worked per overtime period

Minimum Maximum

TR

)

Criteria for hours worked per day

10 Click the "All position types" field.
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the group. Group members will update automatically as team member

attributes change.
Criteria for team member attribute

Employment Status

‘ FullTime X el
Position Type
h 4

‘ All pogition types

Criteria for hours worked per overtime period

Minimum Maximum

(oe (e = e e

d

Criteria for hours worked per day

Minimum Maximum



11  Click to include "Primary" (Secondary or both).

-

Criteria for team member attribute

Employment Status

‘ FullTime X w ‘
Position Type

All position types

[ ] primary

| | secondary

Minimum Maximum

R

Criteria for hours worked per day

Minimum Maximum

( Hours - W( Mins - W( Hours - W( Mins

12 Under the Criteria for hours worked per overtime period click the Minimum

"Hours" field.
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Position Type

|

Criteria for hours worked per overtime period

Minimum Maximum

(oo (@) (ire = )[roun ) o

Criteria for hours worked per day

Minimum Maximum

(e < )(oine < (b= ) e




13  Click "30 hrs" (or the minimum hours you wish to be included for the OT period)

|

14 Click the Minimum "Mins" field.

‘ Full Time X
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w
Criteria for hours worked per overtime period
Minimum Maximum
Hours o [ Mins - ][ Hours - ][ Mins -
29 hrs
worked perda
30 hrs E}s P Y
Maximum
31hrs
[ Mins - ][ Hours - ][ Mins -
32 hrs

—

")

Position Type

|

" |

Criteria for hours worked per overtime period

Minimum

Maximum

[ 30 hrs

6

)(eorm

=)o

d

Criteria for hours worked per day

Minimum

Maximum

[ Hours

[

- }[ Hours

)

d




15 Click "0 mins" (or the minimum minutes you wish to be included for the OT
period)

Position Type

|

Criteria for hours worked per overtime period

Minimum Maximum
30 hrs v || Mins - [ 40 hrs - ][ Mins - }

0 mins

Criteria for hour ay
15 mins

Minimum Maximum
30 mins

o il o
45 mins

e

16 Click the Maximum "Hours" field.
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‘ Full Time X

Position Type

|

Criteria for hours worked per overtime period

Minimum Maximum

S o T )

Minimum time cannot be more than maximum time.

Criteria for hours worked per day

Minimum Maximum

(e < (e <[ = ) e




17  Click "40 hrs" (or the maximum hours you wish to be included for the OT period)

Position Type

|

Criteria for hours worked per overtime period

Minimum Maximum

=|
il
[ 30 hrs - J[ Mins - }| 40 o Mins A4
|

Minimum time cannot be more than 20 hrs

Criteria for hours worked per dg

Minimum

[ Hours v ][ Mins A 4 } Mins A 4
- 4

18 Click the Maximum "Mins" Field.

el "

Position Type

D =

Criteria for hours worked per overtime period

Minimum Maximum
[30hrs vJ[Omins v}[40hrs vJ[Mins v}

Criteria for hours worked per day

Minimum Maximum

(vowe < )(m <)oo < (e =)
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19 Click "0 mins" (or the maximum minutes you wish to be included for the OT
period)

Position Type

—D -
Criteria for hours worked per overtime period
Minimum Maximum
[ 30 hrs - ][ 0 mins - }[40hrs v] Mins =

0 mins
Criteria for hours worked per day

15 mins
Minimum Maximum

30 mins
[ Hours - ][ Mins - }[ Hours - J

45 mins

N~ oo .

20 Under the Criteria for hours worked per day field click the "Hours" field.
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Criteria for hours worked per overtime period

Minimum Maximum

S TP P

Criteria for hours worked per day

Minimum Maximum

(Cvours @) (e = ) [oure <)

10



21 Type "8 enter" (or the minimum hours you wish to be included for the day)

22 Click the Minimum "Mins" field.
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Criteria for hours worked per overtime period

Minimum Maximum

ES S S

Criteria for hours worked per day

Minimum Maximum

[om <)o ) ()

J

Minimum time cannot be more than maximum time.

11



23 Click "0 mins" (or the minimum mins you wish to be included for the day)

Employment Status

‘ Full Time X w ‘

Position Type

D =

Criteria for hours worked per overtime period

(.
Minimum onins Maximum
E e e T
15 mins
Criteria for hour 30 mins ay
Minimum 45 mins Maximum
8 hrs v || Mins S [ Hours - ][ Mins - 1

Minimum time cannot be more than maximum time.

24 Click the Maximum "Hours" field.
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Criteria for hours worked per overtime period

Minimum Maximum
[30hrs v][Omins v}[tmhrs v][Omins v}

Criteria for hours worked per day

Minimum Maximum

S e = h

Minimum time cannot be more than maximum time.

12



25 Click "12 hrs" (or the maximum hours you wish to be included for the day)

Empioyment status

‘ Full Time X

Position Type

|

Criteria for hours worked per overtime period
o T N 0
Minimum 12.hrs

a
a
oo+

Criteria for hours worked per dg

Minimum

[ 8 hrs - ][ 0 mins - }| 12| - Mins -

Minimum time cannot be more than maximum time.

26 Click the Maximum "Mins" field.
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Criteria for hours worked per overtime period

Minimum Maximum
[30hrs v][Omins v}[40hrs vJ[Omins v]

Criteria for hours worked per day

Minimum Maximum

PSS S S ey

13



27 Click "0 mins" (or the maximum mins you wish to be included for the day)

28 Click "Save"
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cI IIPIUYII 1211l DLULUS
Full Time X w ‘

Position Type

<D ")

Criteria for hours worked per overtime period

Minimum Maximum ST
[30hrs v][Omins v}[40hr5 ...J :

15 mins
Criteria for hours worked per day 30 mins
Minimum Maximum 45 mins
[ 8 hrs - ][ 0 mins - }[lzhrs vJ Mins N

Save

14



29 Click "View"

Static View Edit
Dynamic View Edit
Dynamic View Edit
Dynamic View Edit
Static View Edit
Static View Edit
Static View Edit
30
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Group Details

Dynamic Test
Dynamic Group ®

Criteria for team member attribute

Employment Status

Full Time

Criteria for hours worked

Within Overtime Period
20 - 40 hr

Position Type
Primary

Within One Day
&-12hr

15



31 Click "Edit"

Delete [ Edit ]

32 Make any change to the group name if applicable then click "Next"
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33 Make any changes to the employment status, position type and max and min
hours for weekly and daily OT limits then click "Save"

Save

34 Click "View"

Static View Edit
Dynamic View Edit
Dynamic View Edit
Dynamic View Edit
Static View Edit
Static View Edit
Static View Edit
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35 Click "Delete"

Delete Edit

36 Click "Cancel" if you wish to keep your group or "Delete" to permanently remove
the group.

Delete group?

This group will be removed from all parts of the platform. Please ensure
that this group is no longer used before deleting.

e ()
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