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Filtering Employees in TCP Job Aid

The purpose of this job aid is to explain how to filter employees in TCP. Filtering employees in TCP allows
users to view employees within specified departments, positions, employee role, etc. This job aid will
provide steps to filter employees by Department within the Dashboard, though the steps can be applied
to filter employees by other categories.

Note: The Employee Filter is also available on various pages within TCP. The filter works the same on all
pages.
1. From the Dashboard, click on “Edit”.

My Dashboard Matching 100 of 6106 Employees | Refresh

* 6006 employees were not calculated in this total. ®

B} REQUIRED APPROVALS

Name Type

Employee Approval

Employee Approval

Employee Approval

Employee Approval

Employee Approval

Employee Approval

Employee Approval

Employee Approval

Manager Approval

Date

04/18 08:00 A-01:00 P

04/18.02:00 P - 05:00 P

04/19.02:00 P - 05:00 P

04/20 08:15 A-01:00 P

04/20 02:00 P - 05:15 P

04/21 08:15A-12:00 P

04/2112:45 P - 05:00 P

04/2208:15A-12:15P

04/220815A-12:15P

96*

15/96

EJ MISSED PUNCHES

2%

2/2
Name Type Date v
MissedIn  04/2009:00 A-11:00 A v
Missedin  04/1901:15 P-02:00 P v

(Z) Jump to Group Hours

PENDING TIME OFF
REQUESTS
15/100

Name Date  Request

EJ APPROACHING
OVERTIME (CLOCKED
IN)

OVERTIME

[E] ANNIVERSARIES

Name Type

Anniversary

0*

13*
13/13

Date

05/03 (23)

2. Click on “Employee Filter”.

Apply Dashboard Template 2

My Dashboard

&

. REQUIRED APPROV,

Lets you customize which clock

Move here

exceptions you see for your
employees on the dashboard

Settings Options
Date Range

%

Move here

B BIRTHDAYS

Lets you see all upcoming employee
birthdays, reviews, and hire-date

anniversaries

[ settings Options ]

Show data for previous 30 days in the past and the ne;

Move here

xt 30 daysin the future Employee Filter

Move here

+ ® ®

. VISSED PUNCHES

Lets you customize which clock
exceptions you see for your
employees on the dashboard

Date Range

. APPROACHING OVE

Lets you view which employees are
about to hit overtime

Move here

Move here & ®

+ ®
. PENDING TIME OFF

Lets you see all pending leave
requests from your employees

Options

3. Select “Reset All” to remove any previously selected filters.

. OVERTIME

Lets you customize which clock
exceptions you see for your
employees on the dashboard

Settings Options
Date Range

Save

Cancel

Last Revision: 2/14/2023



UNIVERSITY OF

A

ARLINGTON
KNOWLEDGE SERVICES

Filtering Employees in TCP Job Aid

Employee Filter

-
<]

_Employee Status
Employee ID
Position
Classification
Department
Location
Employee Role
Schedule Group
Manager

Job Classes
Provision
Qualifications
Hire Date

Days Employed

Custom Fields

00OO0O0o0oO0O0oo0oocoooaoo

Summarv

Preview Save as Reset All I

& Exclude suspended
Exclude terminated
(3 Exclude salaried
(3 Exclude full time
(O Exclude part time

(O Exclude employees with no work status

i
6106 of 6922 employees match S

4. Check the box next to “Department”.

5. Either scroll to locate the department(s) or search for the desired department(s) using the

search box.
-
Employee Filter
Employee Status Preview Save as Reset All
(O Employee ID
Include v
Positi
LI resites ISearch Q]
(O Classification < Page1 | > Select All ] [ Deselect All ]
Page1of 3

I _Department

(J Location

(O Employee Role
(O Schedule Group
(J Manager

(J Job Classes

(O Provision

(J Qualifications
(J Hire Date

(J Days Employed
(OJ Custom Fields

Summary

i
0 of 6922 employees match Cancel

UUUUUU U 1 LLLUUIVIIVIUINIUA T IUIND

(J 315000 VP-ADMIN AND CAMPUS OPERATIONS

#4 315101 POLICE DEPARTMENT

(J 315102 OFFICE OF SUSTAINABILITY

(O 315103 HEALTH SERVICES

a. Alternatively, if using an Employee ID or Position filter, click “Select” to search for

employees.
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Employee Filter

Employee Status Preview Save as Reset All

3
<]

Employee ID
Include v

Position

o p—
Classification

Example: 1-5,8,10-1000
Department

Location
Employee Role
Schedule Group
Manager

Job Classes
Provision
Qualifications
Hire Date

Days Employed

000000 O0O0O0Oooooo

Custom Fields

Summarv

i
6106 of 6922 employees match B

b. Select “Deselect All” to remove all selections.
c. Search for employees using the search box, select the check box next to the employee.

d. Click “Select”.

Select Employees

Search Q | & Activeonly < Pagel > Select All ][ Deselect All }
Page 1 of 62

Showing 1-100 records of 6106 Selected 0 records

O ot First Name Last Name Export Code  Department Classification  Role
O UTAPOOL EMPLOYEE

o 2 TCP Test

D 100¢ IGMT_CUSTODIAL 6
(@Rl K 5

Cancel elect

6. To save the filter as a default filter, select “Save as”.
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Employee Filter

O

8 00

00000000 ooo

Employee Status
Employee ID
Position
Classification
_Department
Location
Employee Role
Schedule Group
Manager

Job Classes
Provision
Qualifications
Hire Date

Days Employed
Custom Fields

Summarv

Preview Save as

Include v
Search
< Page1 = > Select All ] [ Deselect All
Page 1 0f3
Showing 1-100 records of 213 Selected 1 records
(J Department?
O <<NONE>>
(J 110000 PRESIDENT
(OJ 210000 PROVOST OFFICE
Cancel

0 of 6922 employees match

Reset All

7. Name the filter, select the
Default check box, and click

“Save”.

Save Employee Filter

Save New Employee Filter
Name | Name of Saved Filter

Saved Templates

Delete  Default Name

Note: To access saved filters, select
“Load” within Employee Filter.

8. Select “Filter”.

No records found

Cancel

‘ Save

Note: The Employee Filter button will now have colored text to indicate the employee filter is active.

9. Select “Save”.
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My Dashboard o

Show data for previous 30 days in the past and the next 30  days in the future Employee Filter Cancel

Move here Move here Move here
L3 ® |+ ® % ®
. REQUIRED APPROV, . MISSED PUNCHES . APPROACHING OVE
Lets you customize which clock Lets you customize which clock Lets you view which employees are
exceptions you see for your exceptions you see for your about to hit overtime
employees on the dashboard employees on the dashboard

P Settings Options

Move here
Move here Move here .’. @
. OVERTIME
&+ ® <+ ® Lets you customize which clock
. exceptions you see for your
. BIRTHDAYS . PENDING TIME OFF bkt o o A

Lets you see all upcoming employee Lets you see all pending leave

birthdays, reviews, and hire-date requests from your employees Settings Options

anniversaries
Options Date Range
—

10. An updated view of employees will populate on the Dashboard.

Note: Employee Filters may need to be applied to various pages as users navigate through TCP. To apply
the employee filter, access the saved filter by selecting “Load” and the filter’s name, within Employee
Filters.
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