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Building Your
Schedule:

w Create Positions
« Create Employee Profiles

« Putting the schedule together




\='====

R e

UC Merced Library
Acct. #3139822

Welcome
Mary Weppler-Selear, Manager

What's New!
Mar 23, 2009 09:00am

Employee Home Page Notice

(No message currently appearing on employees'
[MessaGiNG Homapede )

| SEND URGENT TEXT ALERT Quick Links

Links will open in & new window

| BULLETIN BOARD

Create a New LINKED ACCOUNT
|RePoRTS

Printable Features List
| WHO'S WORKING RIGHT NOW

Our Latest New Features

I SETTINGS - ADD/EDIT MANAGERS 2
Terms of Service

[ MAKE A PAYMENT / PRINT INVOICE
| SIGN-OUT

Y

ions, ts, pr or suggestions?
CONTACT WhenToWork
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WhenToWork.com - Unpublished Schedule

HoME  SCHEDULES

Mar 23, 2008
10:04am

bchedule View:

By Employee

)

Add Shifts

EMPLOYEES TRADES TIME-OFF MESSAGING REPORTS ON NOW SETTINGS

UC Merced Library
Unpublished Schedule
Category: Positions:
All Categories Q ' Add / Edit Positions
| mport | Serch | Autoril | Clowoin

Save Template

Publish
€ Week of Mar 23, 2009 %@ »

D——— $;Add Edlt P051t10ns




(d d a4 2 43 J 3 3 Lol d 2 4 4 J 3 3 J

l
|
1
I
il
!
I
I
[
I
{
|
I

Note: After adding New Positions
be sure to Edit your smplayees to

Click Position Name to restore it.
CH Shelving

CH CircDesk
CH 30 Minute Break
H 15 Min

Add/Edit Positions
Current Positions:

15 Minute Break
Access Services / Special Projects
Afternoon Workleader

Bring Laptops Out To The S-Desk
Castle

Checking Fish Tanks
Cleaning Coffee Maker
Closing

Designated Workleader
Digital Assets

Evening Workleader
Feeding Fish

Gonella Room Set-up
Gonella Room Set-up (for the next day morning)
Gonella Room Take-down
Helpdesk

Helpdesk
Helpdesk/Googlesketchup
Helpdesk/indexing

ILL

KL360 Set-up

KL360 Take-down

Let students in the Library and then into the Gonella
Lunch Break

ON CALL

Off Site
Opening
Putting away laptops

Reception

Refill Printer Paper
Services Desk
Shelf Reading
Shelving

Stacks Shift

Si

upervisor
Supervisor/Training
Technical Services
Technology Services
Tours
Training ASC/RefWorks, KL 360
Training Database, KL 360
Volunteer
Walk Through
Working for Sara

Close
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EMPLOYEES

UC Merced Library
Acct. #3139822
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Welcome
Mary Weppler-Selear, Manager

H=====




|© O 6 henToWork.com - Employee Information
JEL nups //wews whentowork com/cgi-bin/w2wD.dll mgrnewemp himSID=4291673404586
Close
Add A New Employee

e S —

'Add Now Postion | Select All | Clear Al
 Access Services / Special Projects L Afternoon Workleader
2 CH 15 Minute Break ) CH 30 Minute Break
J cH Sheiving Ccastle
 Cleaning Coftee Maker O ciosing
 Digital Assets L Evening Workleader
) Gonella Room Set-up ) Gonella Room Set-up (for the next day morning)
) Helpdesk ) Helpdesk
2 Helpdesk/indexing O
) KL360 Take-down  Let students in the Library and then into the Gonella
Cloneaw Cofste
() Putting away laptops ! Reception
 Services Desk
 stacks Shift  supervisor
2 Technical Services 2 Technology Services
) Training ASC/RefWorks, KL 360 _ Training Database, KL 360
) working for Sara
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for this employee
[40 HoursWeek 7 DaysWeek

14 HoursDay 1 ShiftDay
03/23/2009 Hire Date
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« Prev Victor Van Nostril

Schedules - Preferences Time Off

2 Victor Van Nostril

. vvannostril@ucmerced.edu  Edit E-Mail Notifications
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Building your schedule

v Click the desired
date next to the
employee’s name.

v Fill in the start &
end time, choose the
shift color, position
title, and check-mark
any repeat days.

ewriovees
Mar 23, 2009

11:12am

—
Ev: By Employee | v

4 Shifts

TRADES TIM!

Mar-23 - Mon

(t Shifts)

Justin Acampado
Not Scheduled

Solomon Ameen
530-925-2652
Not Scheduled

Ross Anastos
(415)377-3422
Not Scheduled

Courtney Butterfield
(916) 380-9307
(916) 380-9307
Not Scheduled

Jasminn Chestnut
Not Scheduled

Quick Shift ADD X

Carmen Glamour
Start Time 12pm
End Time 2pm
Enter Paid Hours: or @ Auto Calculate

Position: Services Desk

Display Color:  green v !

Add Time Off

%

Optional Text

Optional————— ”
none & !
Category:

Add this shift to:
Mon Tue Wed Thu Fri
v v v v v

( Cancel ) Assign to Existing Unassigned Shift

Select All | Clear All
Sat Sun

Add Shift
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Mar-23 - Mon Mar-25 - Wed

Mar-26 - Thu

L

Mar-27 - Fri

12pm - 2pm 12pm - 2pm

Carmen Glamour 3 "
5 shifts - 10.00 hours Services Desk Services Desk

=

12pm - 2pm
Services Desk

12pm - 2pm
Services Desk

(
LAIlF

chedule View: Category: All Categories i
Aca e Pt |

€ Wook of Mar 16, 2000 2 0 »

[T fue [ wed [ 7hu | Fri [ sat [ sun [N (R

Change Layout Monday Mar 16, 2009

[7am Position On/Off
Brenda Morris Opening on at 7am off at 8am
Irene Tang Opening on at 7:30am off at 8am
Long Ta Technology Services on at 7am
[Bam Position On/Off
Irene Tang Helpdesk ‘on at 8am off at 9am
Susana Larios Inda e on at 8am
Christina Perez Reception on at 8am
Brenda Morris Services Desk on at 8am off at 8am
Mary Weppler-Selear Supervisor on at 8am
Javier Servin Technical Services on at 8am
Ta Technology Services off at 9am
[9am Position On/Off
Brenda Morris 15 Minute Break on at 9am off at 9:15am
Cameron Hoyle Digital Assets on at 9am
Michael Welschmeyer Digital Assets on at 9am
Dennis Lee Helpdesk on at 9am off at 10am
Susana Larios Inda (18
Nayeli Munoz I on at9am
Christina Perez Reception
Brenda Morris i on at 9:15am off at 10am
Irene Tang i on at 9am off at 9:30am
Sara Zimmermann i on at 9:30am off at 10am
Sara Zimmermann on at 9am off at 9:30am
Sara Quazi Supervisor on at 9am
Mary Weppler-Selear Supervisor
Javier Servin Technical Services
[10am Position

On/Off
Sara Zimmermann on at 10am off at 11am

on at 10:30am off at 11am
Michael Welschmeyer
Brenda Morris Helpdesk/Indexing ‘on at 10am off at 11am
Susana Larios Inda ILL off at 10:30am
Nayeli Munoz ILL
Christina Perez Reception
Dennis Lee Services Desk on at 10am off at 11am
Jacquelyn Delos Santos on at 10am off at 11am
Sara Quazi Supervisor
Mary Weppler-Selear Supervisor
Javier Servin Technical Services

UnPublish
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Unpublished Schedule
Category: All Categories Positions:

«CWook of Mar 30, 2000 % [ »

("o S 0 0 ey oy

Monday Mar 30, 2009

EETTETEEETETEEEEEREE

0 m - Publish a Schedule

ps://www4.whentowork.com /cgi-bin/waD.dII/mg{}
Clo

Publish the schedule beginning: Mar 30, 2009

Your Settings page option is currently set to:
YES, send notifications, so your employees will receive email schedule
notifications for each week you Publish. "Stats” & "By Employee” will

also show 1 € J=Schedule e-mailed {[~7]=Employee confirmed receipt

Schedules from Mar 30, 2009 through the week of:

Assigned | Assigned | Unassigned
Hours Shifts
1
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Ilmporting your schedule
~ info the next week

HOME SCHEDULES EMPLOYEES TRADES TIME-OFF MESSAGING REPORTS
Mar 23, 2009 UC Merced Library
02:28pm Unpublished Schedule
Bchedule View: Calendar Category: All Categories
N Click th

import tab

v¢ Choose a week

or day to import
into your
schedule

Notes:

Change Layout

Click here to Add/Edit Notes for this schedule
Note to Employees:

Import Shifts Into Week of Apr 13, 2009
This command will affect:
gories - All Positions

_ . Apr6, 2009
B9 Mar 30, 2009
® add these shilts .

- Mar 16, 2009
replace any existi - o500
Optional text to apg mar 2, 2009
Feb 23, 2009
- Feb 16, 2009
M Feb 9, 2009
Feb 2, 2009
IMP jan 26, 2009
Import FROM Day Tem Jan 19, 2009
Jan 12, 2009
or Import FROM Previous Jan 5, 2009
Dec 29, 2008
Import INTO pec 22, 2008
a2 1 8
® add these shifts t Dec 1, 2008 ¥} created

replace any existing shifts on this Day
Optional text to appear on all imported shifts:

DELETE a Template

——

<« Week of Apr 13, 2009 %@ »

' I I | Fri | sat | |(TWEEKLY )" MONTHLY )

Monday Apr 13, 2009

Questions, comments, problems or suggestions?
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Glamour
Glen
Goodhue
Gordy
Hoffman
Hoyle
Jordan
Julian
Larios Inda
Lee
Mancini

— - Pl

s, UL and no preference

Set REPEATING WEEKLY Preferences
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UC Merced Library
Unpublished Schedule

Category:[ All Categories i

T — v
€ Week of Apr 6, mu%ﬂ)

https://www4.whentowork.com /cgl—bln/waD.dll/mgrunpubaddshlft.htm{}

(Unassigned Shifts)
Justin Acampado Add Shift
Not

sg?-;'zo:zssz " [ Helpdesk

Start Time: End Time:

8am 6pm
Paid Hours or _ Auto Calc
Courtney Butterfield E 0O B 0 0O O (Ex. enter duration if unpaid break includsd)

s " Woters Nested

(;;ie)scm Choose a category to set any shift default details
ul

Jasminn Chestnut Description:
Not

Not

Ross Anastos m this shift to: Select Al | Clear All
un
8

(;;5)3774422 Tue Wed Thu Fri  Sat

Jonathan Dalisay ift(s)
Not

can leave the shift set to None - Unassogned (to asmgn later by
J‘:;': Flores hand or AutoFill), or you can ch

any
Ross A to the shift by Ctri-Clicking th
Carmen Glamour Courtney Butterfield | | 2250 t0 the same shift by ng the employee names
Not Jasminn Chestnut

Jonathan Dalisay
Bml Sc(r;ll:i:lod Juan Flores
Carmen Glamour
Ben Goodhue Bryce Glen
Not Ben Goodh
Bryan Gordy Bryan Gordy
559-940-3195 Alan Hoffman
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Not Scheduled

v
v
v
v
VD 4
v
v
R
v
v
X
v
o 4
LS
v
v
= 4
v
v
v
v
v
- ¥
v
v
v
v
v
v
v
04
4
v
v
v
v
v
4
4
v
v
v
v
\

I
I
I
I
I
{
I
I
|
|
l
I
|
|
I
I
|
|
[
I
I
I
|
|
i
|
I
I
]
]
i
I

i-&
J: L‘CCCGCC‘C“CQ(!Q4414‘444444444‘4444444444444‘44444444‘444444444444444444444‘444144"
= =




i

"

v
‘¥

Schedule View: By Employee Category: All Categories 2
e (Wukmmyd.zooo%ﬂb

UNDO Drag / D

4 e [ W m\'

Helpdesk
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&N https://wwwé4.whentowork.com/cgi-bin/w2wD. dlI/mgrscheduleautoﬁllpop htm?SIDAEY |
(to AutoFill only certain positions -
Help Topic choose positions in schedule view FIRST,

AutoFill Shifts to Assign Workers mseigedsng [

I .
How do you want to fill the shifts? Not Scl

(6} By Priority Group (set for each employee) b sos;g.mnzos..lzssz "
L N Not Scheduled
0 By Seniority (using hire date) Ross Anastos
® Equal Priorities . (415)377-3422
7 Not Scheduled
 Ignore employee "prefer” and "dislike" hours ! Courtney Butterfield
Your Minimum Time Off Between Shifts {:}:} &&3

is currently set at: 3 Hours Not Schedulod

(This setting can be changed on your Settings page) Jasmlnn Chemm
Jonalhan Dalluy
Not Scheduled

you want to col
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o Include Pay Rate & Approx. Costs__
ByEmployee -Detailed  Print @ ]
ByPosiion-Detaled | Print  Expot
By Category-Summary | Print  Export
ByCategory-Detailed | Print  Expot
omysornsmer em

Shift Details

(Export to third party TIME CLOCK solutions -
ex. ADP ezLaborManager)

Time Off Report
SummaryReport it Epoi |

Suggest a report
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PETFPUENSETE . S hoslaidblin o FL R S et e Dk it BT b e s

w Questions

http: //www.whentowork.com




