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If the need should arise to place multiple employees on the same work schedule, this can be 
accomplished from the Team View. 
 
To create a substitution from the Team View, select the Team View button.  From the employee 
list, click on the first employee and hold the Control button down while selecting the remaining 
employees.  Click on the double arrows.  The employees selected will be displayed on the Time 
Data: Team View tab. 

 
 



 
In this scenario, to select the employees’ work schedules, click and drag from Monday of the 
first employee through Friday of the last employee.  This will highlight the work week. 
 



 
In the column IDs for Time Data, find the daily work schedule for the substitution you want to 
create.  In this example we will use 8NIT.   
 
 



 
When you double click on the daily work schedule, it will appear on each employee under the 
Time Data: Team View tab.  Save your entries. 
 
Should this work schedule be invalid for your agency, you will receive this message: “W: Time 
entry (XXX) invalid, previous time entry used”, and no substitution will be made. 
 



 
 
When creating a substitution from the Team View, pay attention to existing absence or 
attendance entries.   
 

 
 



 
As you can see, when you select the employees and work days that you want to create the 
substitution for, it will include the days with existing entries. 
 



 
When the substitution is created, the absence entries are deleted, or overridden with the new 
daily work schedule. 
 
 



 
To deselect the employees with existing absence entries, hold the Control Key down and deselect 
the employee from the employee list on the left.  Employees with absences can then be addressed 
individually. 
 
 


