UTILIZING FILTERS FOR YOUR EMPLOYEES

When you are within your Plan Content click on Select to the right of Employees.

Build a Plan: Plan Cverview [ Plan Content | Call List

Plan Content: 23500 - North Dakota Forest Service - 916 E. Interstate Ave - Bismarck

Essential Functions Processes (0) + Create
» Teams (0) # Create
* Locations (0) + Create
* Employees (0) I
* Customers (0) + Create

Then the employee screen will move into view.

! JOBTITLE
Educational Services Tech/Para
Extension Specialist
Non-employee
Dining Supervisor
Graduate Research Assistant
Doctoral Grad Research Asst

General Science-Professional

Click on Add Filters

| Filters

! AGENCY NAME

North Dakota State University
North Dakota State University
North Dakota State University
North Dakota State University
North Dakota State University
North Dakota State University

Naorth Dakota State Universitv

! AGENCY SUBSECTION NAME

Click on Filters

——
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Y Filters

Library

Ext Ctr for 4-H Youth Dev
Chemistry and Biochemistry
Dining

AES Plant Science

Civil & Environmental Eng.

AFS Plant Science

&, Select
&, Select
@, Select
@, Select

@, Select

Close



Start typing the field you would like to filter on. For this example | used Agency Subsection

Name — Employee. The — Employee means that you are applying the filter to the employee
dictionary.

Filters

Agel

Agency Subsection Name - Employee
Agency Name - Employee

Agency Number - Employee

Agency Subsection Number - Employee

Then select your operator. It works best if you select Equal to.

Agency Subsection Name - Emplo... Select Operator u
Select Operator
Equal to

+ Add Filters Not equal to

Any word begins with
Contains

Does not contain

Begins with

Ends with

Is blank (has no value)
Is not blank (has a value)

Then start typing the name of the item you would like to search by. Then some options will
start to show up for you to select from.

Filters

Agency Subsection Name - Emplo... Equal to noi

North Dakota Forest Service
4+ Add Filters AES North Central R/E Ctr
Ext North Central R/E Cir

University Honors Program



Then click Close
Sel Filters
Agency Subsecton Name - Empio.

+ Add Filters

Then the system will take you back to the dictionary. It will show that your filter has been

applied.

Equal fo

North Dakota F

OYEE ID

99025

01137

78179

49682

98100

04500

04083

i JOBTITLE

Natural/Phys Science Tech/Para
Natural/Phys Science Tech/Para
Director/Assoc Dir/Manager
Natural/Physical Science Prof
Temporary Fire Fignter
Tempeorary Fire Fighter
Temporary Fire Fignter

Tempeorary Fire Fighter

i AGENCY NAME

North Dakota State University
North Dakota State University
North Dakota State University
North Dakota State University
North Dakota State University
North Dakota State University
North Dakota State University

North Dakota State University

AGENCY SUBSE!

North Dakota Forest Service

North Dakota Forest Service

North Dakota Forest Service

North Dakota Forest Service

North Dakota Forest Service

North Dakota Forest Service

North Dakota Forest Service

North Dakota Forest Service
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