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A schedule group is an organization method to view a set of employees that share an identical schedule pattern. Schedule
grouping is a critical piece of information included in the payroll interface between MyCOH Time and SAP.

1. Open the Schedule Planner glance from the home screen by selecting the Main Menu icon > Schedule > Schedule
Planner with Absence Calendar.
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2. Using the Timeframe Selector and the Locations and Hyperfind glance, choose the needed timeframe and list of
employees from the drop-down menu.
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3. Select Schedule Group from the View By drop-down menu on the upper left-hand corner of the screen.
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4. Check the box to the left of the employee’s name. The number of selected employees will be displayed in the upper
left-hand corner of the screen.
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5. Right click on the employee’s name and select Add to Group.
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6. Select the required group from the drop-down menu and set the parameters as needed. Use the search box to narrow
the list of available schedule groups. Select Apply.
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