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Group non-pay 

projects like 

“Sick” with all 

PTO categories 

to see all absent 

time. 

Group positions 

together for 

estimated 

payroll. 

If employees 

accrue at 

different rates, 

group all 

“Vacation” time 

together. 

Group Projects can offer further filtering options on reports. With this feature, you can look at all time worked 

in multiple projects, or all time used for different PTO categories.  

 

You can find a link to Group Projects/PTO in the Features tab, PTO Categories and Projects. 

 

 

 

Enter a Project Group name and Save Changes. Check the boxes to assign, then Save Changes. 
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Now you have a new filter to use in reports.  

 

 

 

 

 

 


