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1.

Create Groups

•	 Select Create group
■■ Enter your group name and select Next.

•	 Search and choose the name of the person/s you would like to add to your group. Continue to add names to 
your group. When all the people have been added, select Next.
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2.

•	 Search and choose the buildings and rooms associated with your group. Select Complete.  

•	 Your group is now set up and available to Select.
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