
 

Scheduler-Create Group 
NOTE: Selecting a field then clicking the F1 Key on your computer keyboard will display 

field help. 
 

Anyone with Toolbox access to an office is part of that office Team, this includes Central Office Staff. Building a group allows you to define whose schedule you 
see. You can create as many groups as you need. You must have an office in common with those you wish to add to your Group. 
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1. Click on the Scheduler icon 
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2. Click Groups tab  
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3. Type the Name of the Group you 
wish to create into the Group 
Name field 
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4. Choose the Group Type 

a. Office-Most Common is 
available to all in the office. 

b. Individual-Group available to 
the individual that creates the 
Group 

5. Group Owner-Auto populates based off 
the office the creator is logged into 

6. Double Click in the Employee Name 
field (This will being up a List of Values 
with the names of staff available to 
choose as group members) 

7. Choose the name of the individual you 
want to add to the Group 

8. Click Ok button 

Repeat Steps 6-8 to add additional Employees to 
your group. Don’t forget to add yourself 
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9. Phone Number-Auto populates for 
the selected employee. 

10. Once all members of the group have 
been selected click the Save button 

Viewing a Group 

 

11. Click Team Schedule tab 
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12. Change drop down from Team to 
Group 
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13. Change drop down to the Group 
you wish to view 
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14. Only those that were added to 
the Group are now shown\ 
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