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Logging In 

  

Having obtained employment with Event Services, you will receive an email from WhenToWork with a 

temporary username and password.  Visit the website www.whentowork.com, click “sign in” in the up-

per right-hand corner, and enter the information provided in the email.  Below is an image of the screen 

you will see if your log-in attempt is successful. 

  

  

Changing Personal Information 

After logging in you will want to change your username and password to something  you will remember 

easily.  You will want to enter additional information as well, including a valid cell-phone number and 

address.  To do so, select “Change My Information.”  You will first select “Change ID or Password” and 

follow the prompts provided.  After updating your password and username, you will then fill out the 

remaining “Phone,” “Cell,” and “Address” boxes and “Save my Changes”.  Eventually, you will want to 

return to this page and “Edit My E-mail/Text Addresses & Notifications”. 
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While you have the ability to 

select as many notifications 

as you so desire, it is 

important that the following 

(also seen to the right) have 

been appropriately checked: 

 Forward my 

WhenToWork Messages 

 Publishes a Schedule or 

Sends Reminder 

 Changes my Published 

Shift 

 Approves/Denies my 

Trade/Pickup 

 Approves/Denies My 

Time Off Request 

 Sends an Urgent Text 

Alert 

Editing E-mail/Text Addresses & Notifications 

  

So you have changed your personal information and now you will want to make sure that you receive 

certain notifications from WhenToWork.  This will ensure that you always receive messages from ad-

ministrators, trades are accepted or rejected, a schedule is published, and when changes are made to 

shifts for which you are already assigned. 
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PREFERENCES 

Editing Preferences 
 

After changing your personal information you will then 

want to edit your preferences.  Remember, you may only 

enter classes, a repeating secondary job schedule, and 

reoccurring student organization/club meetings.  To do so, 

select “Choose Times I Prefer To Work.”  You will not 

always have access to this function.  If you need to change 

preferences and this menu option is not available, please 

see your immediate supervisor. 

  

When the above screen appears you will notice that you have two options—”Set Specific Date Preferences” 

and “Set Repeating Weekly Preferences.”  By selecting the latter, you will be able to enter your reoccurring 

events indicating that you are not available to work during those times. 

  

  

Two options exist to indicate the times 

for which you cannot work; you may 

either “paint” specific blocks or simply 

enter the time into the form on the right.  

I suggest using the form as “painting” 

requires a decent amount of precision 

with the mouse.  When using the form, 

make sure you select the RED “Cannot 

Work” option. 
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PREFERENCES 

Editing Preferences 
 

After making sure that the RED “Cannot Work” option is selected, proceed to select the day, start, and end 

times of your availability.  Below, you can see that 8am-10am has been marked as unavailable.  Continue to 

enter your weekly schedule until all of your unavailability is reflected.  

   

You may also indicate the times for which you really enjoy working and the times you really do not like to 

work.  However, indication of “preferred” and “dislike” times DOES NOT guarantee that specific shifts will or 

will not be scheduled.  Weekly schedules are created based upon availability and it can be expected you may 

have to work during a timeframe which you find unpleasant. 

Prefer 
Dislike 

  

Setting “FUTURE weekly preferences” comes in handy when you know pre-emptively that your weekly 

preferences are going to change—either a class does not start until midway through the semester, vice versa, or 

during the summer intersession if you happen to be taking classes during both academic sessions.  You have the 

ability to choose the start date of the new preferences and they will automatically go into effect. 

 

NOTE: It would be helpful to send a quick email to your scheduling manager alerting them that you have set 

current and future preferences! 
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PREFERENCES 

 

 

Setting SPECIFIC DATE Preferences is similar to submitting a time off request (pg. 5) but should always be 

academic or organization related. This can be useful for when classes may have assigned field trips, you 

know a class will be cancelled, or specific dates call for longer or shorter organization meeting durations.  

This may not be used to show unavailability for any special weekend unless you have received special per-

mission from a supervisor to do so.  

1. Select “Cannot Work” or “Clear Preferences” 

paint roller 

2. Click and drag (simultaneously) across the 

specific date  

Similar to setting your original preferences, date 

specific, hourly preferences can entered either by 

filling out the form above or selecting the 

appropriate colored paint roller. 
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TIME-OFF REQUESTS 

 

 

After entering your recurring availability, any 

dates or times for which you cannot work 

should be submitted via a time-off request.  

These requests may be full, partial, or multi-

day submissions.  To do so, begin by 

selecting the “Request Time Off” option on 

your W2W home screen. 

  

For Full/Multi-Day Requests: 

1. Select the date that will begin 

your time-off request 

2. Indicate how many total days 

off you are requesting (Fri-Sun 

would be a total of 3) 

3. Provide a comment describing 

the time-off request (vacation, 

conference, mental health day, 

etc.) 

4. Click “Request Time Off’ 

which will send the request to 

your supervisor 

For a Partial Day Request: 

1.  Indicate that it is a partial day 

request  

2. Select the day for which your 

are requesting partial time 

3. Select the times for which you 

need to mark as “unavailable”   

4. Use the comment section to 

explain the request. 

5. Click “Request Time Off” 

which will send the request to 

your supervisor 
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VIEWING YOUR SCHEDULE 

 

 

Once you have updated your availability and 

submitted your time-off requests, your 

supervisor will begin assigning you to shifts.  

You will not be able to see these shifts until 

the schedule has been published—hence the 

importance of importing the most up-to-date 

availability you have.  Once the schedule has 

been published, you will receive an email 

detailing the shifts you have been assigned.  

You may also view this on WhenToWork. 

 

 
As you can see, the shifts to 

which you have been assigned 

appear by day and position.  In 

the event you work multiple 

positions with Event Services 

the shift will appear in a 

different color.  By clicking the 

arrows next to the calendar 

icon, you can view your 

schedule for as many weeks as 

has been published.  Email 

your supervisor immediately if 

you notice any conflicts with 

your preferences or time off 

requests. 

 

 

From this page, you may also 

put shifts to which you have 

been assigned on Tradeboard.  

Simply select the shift you wish 

to longer work and designate as 

a Trade, Drop, or Either.  An 

email will be sent to your 

colleagues notifying them of this 

now available shift. This will be 

covered more thoroughly in the 

following page. 
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TRADEBOARD 

  

An added feature of the W2W system is that it 

allows an employee to post their own shifts to 

Tradeboard, pick up shifts that are already 

located on Tradeboard, and propose trades 

with fellow employees.  Remember, any shift 

that you post on Tradeboard is still your 

responsibility.  Only after it has been assigned 

to another employee and removed from your 

schedule do you no longer have an obligation 

for the shift.  It is highly recommended that 

employees use Tradeboard for every shift 

trade as it provides an official trail for 

accountability. 

 

 
By selecting “Tradeboard—Pick Up 

Open Shifts” you will be able to see 

all of the shifts that are unassigned, 

as well as those shifts your fellow 

employees have posted.  Be sure to 

pay attention whether the shift is 

TRADE ONLY, DROP ONLY, or 

EITHER.  You will not be able to 

pick up a TRADE ONLY shift 

without proposing a shift on your 

schedule.  In addition, that shift 

must be within the other 

employees’ availability.  All other 

options, including unassigned 

shifts, you may simply request to 

pick up. 

  

You may also propose a shift trade 

with another employee.  This can-

not be done via Tradeboard but 

through the “Show Everyone’s 

Schedule” menu option.  To do so, 

select the shift you wish to work 

and the “Propose a Trade.”  See 

next page for details. 
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TRADING SHIFTS 

  

  

While Tradeboard is a useful tool, 

it does come with some 

responsibility.  As stated before, 

simply posting a shift on 

Tradeboard does not remove 

responsibility from the employee.  

In addition, your supervisor should 

be contacted immediately if a last 

minute trade is being requested.  

Conveniently, there is a way to do 

so while logged into the W2W 

website. 

  

Select the shift you wish to trade with the 

individual and confirm when prompted.  If do 

you not want to propose a trade you may 

simply ask to pick up the shift. An email will 

be sent and the employee will confirm or 

deny. 

The drop down “Send to:” menu 

will provide a list of all Event 

Services employees with manager 

accounts—meaning it is more than 

likely one of those individuals 

created your schedule.  Select the 

appropriate name, edit your subject 

line, and generate the body of your 

message.  After hitting “send” the 

message will automatically forward 

to your supervisor’s email. 
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CONFIRMING YOUR SCHEDULE 

  

  

When a schedule is published or 

when a change has been made to 

your schedule, an email will be 

forwarded to your regular email 

account detailing the event.  

Within this email is a link to 

confirm that you have seen this 

change.  After clicking this link, 

your supervisor will be notified 

that you have seen the change. 

When a schedule is published the 

email that you will receive is 

slightly different from that of a 

shift change.  The email will 

contain the duration of the 

schedule that has been published, 

the shifts to which you were 

assigned as well as the 

confirmation link.  Similar to a 

shift change, clicking this link 

will notify your supervisor that 

you have seen your schedule. 


