
Thursday, October 30, 2014



QCC Employee Lists

October 30, 2014



Presenter Information

Cindy Patterson
Manager Application Support

Santa Clara County Office of Education
Cindy_Patterson@sccoe.org

(408) 453-6726



Purpose

• Understand new Grid Settings and how 
they can be used

• Ready to use employee lists
• More familiar with settings in employee 

maintenance





Employee Maintenance Window
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Navigation

• Save and find is the quickest way to 
move from one employee to another

• Avoids rebuilding screen
• Avoids rebuilding validation lists

CTRL-F10



PR Example





New Grid Settings for Employee 
Maintenance

• Add columns to grid
• Remove columns from grid
• Rename column Headers



New Configuration Option





Columns Have Changed



Reset to Defaults

Activate Left/Right

Reset Custom Headers

Refresh 
Options

Grid Output

Print







Display in Employee Maintenance



Grid Output to Excel



Employee Lists

• Stored Individually
• Static – not a search
• Similar to a list of employees on an 

external file or piece of paper

• Identify lists of people for different tasks
• Alternative to searching



Employee Lists in Employee 
Maintenance



Employee Lists



Rules

• One 
active 
window 

• Toggle 
using Edit 
and 
Inspect

• Have 
emps
waiting in 
employee 
maintena
nce grid
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Recipe

• Create 
Category 

• Create 
List

• Add 
People 
to List

• Manage 
List

• Enjoy!

1 2



Adding a Collection

• Window 1 
• Window 2

• Select 
• Select 



Adding a Collection

• Note – Collections do not appear in 
the drop down list in Employee 
Maintenance Window.  Name wisely.



Enter Collection Name



Create List

• Every collection must have at least 1 
list

• The first list will be given the name 
“New List” – unless you name it

• You can always modify list names and 
settings at a later time



Adding List in Existing Collection



Collections ‐ Lists

Collection

List



Recipe

• Create 
Category 

• Create 
List

• Add 
People 
to List

• Manage 
List

• Enjoy!
Collections 
and Lists

Employee



Adding Employees

• Choose Edit

• Options become active



Import Employees to List

Choosing inspect completes process



Selecting Employees from Grid



Managing Lists

• Double Click to activate



Managing Lists



……….now since I have you here….







Quick Peeks



Deduction Quick Peek



Checks Quick Peek





These Quick Peeks Appear in 
these 
forms



Search Settings



Setting Roles





Thank you!


