
 

   
 

How to Create Custom Locations 

• This function does not work for timekeeping. 

• This is typically done in any of the scheduler tools and is used when you have multiple departments that you want to separate or if you want to 

segment off certain groups of employees based on department or job.  

• The view will default to All Home Locations, which will include all of the employees which report to you or your subordinates.  

• On the upper right-hand side above the schedule, select the icon below and a drop-down box will appear. 

 

• See the drop-down box below. 

 

• Highlight and click Select Locations. 

• Your available locations will be displayed on the left-hand side of the box. 

o Selecting the blue arrow will allow you to drill down to sub departments or jobs.   



 

   
 

• Selecting the box will add that department or job to the current list that you wish to view. 

 

• Once you are finished, select Apply. 

• You can also Save As to name this location and save it as a favorite for easier access. 

Editing a Saved Location 

• On the upper right-hand side above the schedule, select the icon below and a drop-down box will appear. 

 

• See the drop-down box below. 



 

   
 

 

• Select the edit icon to the right of the location that you wish to edit. 

• Use the X to the right of the department to remove selected departments or jobs from your location. 

• Use the check boxes to add departments to your location.   



 

   
 

 

• Select Save. 
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