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Create and Manage a Dynamic Group

1 Navigate to bookjanej360.com

2 Click on the Settings icon.
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3 Click on Locations.

4 Click "Groups"
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5 Click "New Group"

6 Click the "Group Name *" field; then type in your group name (e.g. Dynamic FT)
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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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9 Click "Full Time"

10 Click the "All position types" field.
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11 Click to include "Primary" (Secondary or both).

12 Under the Criteria for hours worked per overtime period click the Minimum
"Hours" field.
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13 Click "30 hrs" (or the minimum hours you wish to be included for the OT period)

14 Click the Minimum "Mins" field.
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15 Click "0 mins" (or the minimum minutes you wish to be included for the OT
period)

16 Click the Maximum "Hours" field.
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17 Click "40 hrs" (or the maximum hours you wish to be included for the OT period)

18 Click the Maximum "Mins" Field.
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19 Click "0 mins" (or the maximum minutes you wish to be included for the OT
period)

20 Under the Criteria for hours worked per day field click the "Hours" field.
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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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23 Click "0 mins" (or the minimum mins you wish to be included for the day)

24 Click the Maximum "Hours" field.
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25 Click "12 hrs" (or the maximum hours you wish to be included for the day)

26 Click the Maximum "Mins" field.



Made with Scribe - https://scribehow.com 14

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

28 Click "Save"
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29 Click "View"

30
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31 Click "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"

34 Click "View"
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35 Click "Delete"

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


