
Create Positions

Create Employee Profiles

Putting the schedule together

Building Your 
Schedule:



Home page:  
http://www.whentowork.com



Creating Positions

Library needs:  security, customer service 
points, stacks maintenance, projects, 
breaks. 

Customization:  color & title makes shifts 
easily identifiable.



Creating Positions

Add/Edit Positions



Creating a Position

Once you 
have created 

all your 
necessary 
positions, 

you’re ready to 
add your 

employees.



Create Employee Profiles



Create Employee Profiles

Input 
Employee 
Information:  
name, email, 
shifts allowed to 
work.



Employee Details

Save info & email sign-in instructions to 
employee - this will allow the employee to create 
their own whentowork account.



Building your schedule

Click the desired 
date next to the 

employee’s name.

Fill in the start & 
end time, choose the 
shift color, position 

title, and check-mark 
any repeat days.



Building your schedule

Employee View (detail)

Calendar View (detail)



Publishing your schedule

Click 
the 

Publish 
tab.

Click 
Publish!



Importing your schedule 
into the next week

Click the 
import tab

Choose a week 
or day to import 

into your 
schedule



Advanced tools

Employees’ Scheduling 
Preferences 

Auto Fill

Reports 



Employee Preferences



AutoFill



AutoFill Process



Reports



Benefits

Dynamic

Archives schedules

Communication between staff & 
supervisors

Sends automatic emails to all staff once 
published

Easy to read, easy to change & sortable



Questions

http://www.whentowork.com


