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Filters: How to Apply a Global Filter by Location

By setting your Global Filter, you are setting the default filters for individual hours, group hours, 

and reports. This step is necessary in order to filter out districtwide employees such as subs and 

temps from your view.  

Select Your Name

1. Select your name in the upper right-hand corner.

2. A dropdown menu will appear.  Select My Options.

Select Global Filter

1. Open up the Global Filter by clicking on it.

2. You'll see the Employee Filter appear. Click this to open it.
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Custom Field Filter

1. Check the box next to Location to select this filter.

2. You need to know your location code which is the first three digits of your long account code. 

Your admin secretary will know this code if you don't have it.

3. Select Filter.

Save this Filter.

Select the Save button in the top right-hand corner.
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You Should Now Only See the Staff in Your Location

1. Select Hours.

2. Select Individual Hours

3. You will now only see the staff assigned to your building.
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