How do | delete an Employee List? Issued 8/18/06

1. To Delete an Employee List, click for drop-down choices.

Select Maintain your own employee lists. The Maintain your own employee lists
screen appears
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2. Click on the = icon.

The Load Selection ID pop up box will appear.
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3. Use the dropdown menu to find the Employee List you want to delete.
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4. Click on that name and then click on “.



H &@@ o6 EEIE 008 IER @ o
Maintain your own employee lists

Field group/fields lue selecti

#E Employment Status
2 8 Organizational Assignment
=E Personnel Area
EZ Administratar for Time Re
= Employee Time Manager
EZ Persannel Number
EE Employee Group
=E Employee Subgroup
&= Personnel Subarea
=E Cost Center
EE Organizational Unit
@E Position
EE Joh
ersonal Data
lanned Warking Time

OOO0O0o00dC0ORE - & ~

3 I s 3

5. The search criteria that correspond to that list will display on the right side of the

screen. Click on the | o on the right side of the screen to delete the selection
criteria.
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6. Click on the | o on the left side of the screen to delete the Employee List name.
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7. The Delete Selection ID popup box appears. If you are certain you want to
delete this list, click on Yes.
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8. The Information popup box will appear with the message “Selection ID XXXX
list was deleted”.

9. If you have finished with the Maintain your own employee lists screen, click on
the green arrow to return to the Time Data Maintenance screen.

10. If you need to create a new list, use the Time Manager’s Workplace help script
document Create an employee list.



http://www.doa.louisiana.gov/hrhelp/standard/fastpaths2/ta-timemanagersworkplace.doc_index.htm

