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Filters: Applying Filters to Review Your Subs and Temps

This lesson will walk you through the process of setting up a filter within your TCP Dashboard that 

will enable you to view the subs and temps that have worked at your location during the current 

pay period.

1. Creating the Sub/Temp Filter

1. Select Group Hours.

2. Then select Job Code Filters.
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2. Begin the Filtering Process

Search for your location's three letter school/department code.  If you don't know what this is 

contact Payroll or Technology.

3. Enter Your Three Letter School Code

When you enter your three letter school code, all the sub and temp job codes associated with your 

location will appear. In some cases, your school code might bring in codes not associated with 

your school.  Examples include Anderson and Lathrop.
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4. Select Job Codes 

1. Select all or some of the job codes that appear in this list.  Again, if you are a school such as 

Anderson or Lathrop, you will want to select individual job codes.

2. Make sure that Include selected is selected

3. Then select Save As.

5. Saving your Job Code Filter

Name your filter then select Save.
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6. Reviewing Your Filter Selections

1. Review your filter by selecting Load.  This shows your saved template(s).

2. Verify that Include selected is showing

3. and that your job codes are selected. 

4. Finally, select Filter to save. 

7. Disable the Employee Filter by Location

At this point, both of your filters are blue - meaning they are active. You need to disable the 

Employee Filter by Location in order to see only the subs and temps.
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8. Select Employee Filter

1. Select Employee Filter.

2. In the pop-up window, deselect Location.

3. Select Filter.

9. Sub and Temps are viewable

1. Employee filter is black - meaning it is currently disabled. Job Code Filter is blue - meaning 

this is the active filter.

2. Subs and temps are viewable.
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10. To See Your Staff Again

1. Click Individual Hours.

2. Then click Group Hours.

This step resets your filter to your Global filter, enabling you to see your employees again.

11. Select Update

Notice that the Employee Filter is blue - this is the active filter.

Select Update.
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12. Staff are now visible.

13. To Activate the Job Code Filter Again (to see subs and temps)

1. Select Group Hours.

2. Select Job Code Filter.
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14. Load Your Saved Template

1. Select Load and select the template you created.

2. Click Filter.

3. You will need to disable the Employee Filter. See Steps 7 - 9.
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