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Sign-ups will be open on-line Wednesday, September 5t from
12-8:00 p.m.

There will be an informational meeting at Weinstein Auditorium in Wright Hall on Wednesday,
September 5th from 4:15-5:30 p.m.




You will receive an email with temporary login.
If you do not receive an email by September 1st please e-mail Rick Rubin at RRubin@smith.edu
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On the Whentowork (WTW) home page you will be directed to sign-in with your
temporary login instructions. Please note during this process you may need to refresh the page
you are working on
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Online Employee Scheduling @,

Eliminate Scheduling Headaches Forever

Create A Schedule In Start Scheduling Now
Minutes

The Ultimate Solution For Your Scheduling

One Click Scheduling Automatic Notifications
Assign employee schedules with single click and get the

Send automated emails and texts to notify your employees
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You will be asked to create your own Username & Password,
it would be best if you used your smith login info. Go to step 2
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Thank you for signing in with your temporary username and password.

Step 1 - Create Username & Password

New usermname

Account managers can

RRubin see your username and 2
reset your password
New password TR
®0o0o0oe A strong password should
contain a mix of capital
Confirm password and lower-case letters,

numbers and symbols,
and not be used to
access any other system.
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You will then be asked to provide a cell number and your address. YOU ONLY NEED TO PROVIDE YOUR CELL.
Then check the 2 circles “All employees” under the “Who can view” caption. Press the “Finish” button.
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Step 2 - Add/Change Personal Information

Phones Address
2nd Phone Address 2
Cell City, State, Zip

Who can view
@) All employees () & Only managers

1

Only managers can view your address.
Email / Text
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Press the “Start” button to continue
File Edit View History Bookmarks Tools ﬂelprv.v ‘W .v w r x-' ~F@u’

=
™ Inbox (2,595) - rrubin@smith x [ @ WhenToWork.com - Employc * +

(- (u' @ https://www3.whentowork.com/cgi-bin/w2wCC.dll/empsaveinfo?SID=162033725442DB&Source=Welcome c Q Search ﬁ E & ﬁ* 0 E
2017 Master Dining C-... Eb Most Visited Novell Iprintr Smith College For Fac... Smith Email Tara =' Outlook.com - rrubinl... | Portal @ WTW nT ‘ Master Schedule
® il
WhenToWork
.com Welcome to WhenToWork.com!
Rick Alan
You are now ready to use WhenToWork! Start ©

With W2W you can...
% % : %} View your schedule online.

Prefer * Dislike No

Also, if allowed, set when you prefer and dislike working to get better schedules,
Time>i2alt |2 |3 |4 %5 oa use the tradeboard to pick up or drop shifts or ask for time off if your plans change.

Monday
Tuesday r
Wednesday] [' ™
Thursday |

Export your schedule to Google Calendar and then sync with your phone calendar

GO ()gle or Outlook.

Calendar
Use our free mobile app Find us on
on your smart phone or Facebook
tablet.
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Press on the “Tradeboard — Pick up Open Shifts” button
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@& AppStore | P> Google Play

| Tradeboard - Pick Up Open Shifts
or use our mobile version for all mobile devices. |

Messaging
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Send Message to My Manager

Plus 1 us at Google! G+

See Who Is Scheduled Right Now

Questions?
- about your schedule:
Contact your manager

View Bulletin Board
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Click on the calendar icon to ‘Select a New Date”. The calendar will bring you to the present week.
By pressing the arrow icons on the calendar go to the week of September 9, 2018.
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MY SCHEDULE EVERYONE'S SCHEDULE TRADEBOARD
Week Month Upcoming Week Month Chart My Shifts Offered Week

May-14 May-21 May-28 Jun-4 Jun-11 Jun-18 4 Week of Jun 25, 2017 Jul-2 Jul-9 Jul-16 Jul-23 Jul-30 Aug-6

Click to select new date
The schedule

has not been publishg «_ <_ Today >

Sun Mon Tue Wed Thu Fri

If you have questi 4
10 11 12 13 14 15

1718 19 20 21 22

24 25 26 27 28 29
Select date
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Under the caption “EVERYONE’S SCHEDULE” press the button “Week”
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Press the drop down box “All Positions” and choose the Dining Hall that you should be working at
(see the next screen for house assignments)
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Everyone's Schedule
MY SCHEDULE EVERYONE'S SCHEDULE TRADEBOARD PRINT
Week Month Upcoming Week Month Chart In-Out My Shifts Offered Week Month
4 Week of Sep 10,2017 &) 2 D
All Positions
Al Positions |l
Week of Sep 10, 2017 My Postions
Sun Mon Tue Wed Thu Fi |
Sep-10 Sep-11 Sep-12 Sep-13 Sep-14 Sep-15
Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z |~
10:30am - 12:30pm 7:30am - 8:30am 7:30am - 8:30am 7:30am - 8:30am 7:30am - 8:30am 7:30am - 8:30am Student Worker-C/Z -
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) =
11am - 12:30pm 8:30am - 9:45am 8:30am - 9:45am 8:30am - 9:45am 8:30am - 9:45am 8:30am - 9:45am Student Worker-Chapin
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
12pm - 1-30pm 8:30am - 10am 8:30am - 10am 8:30am - 10am 8:30am - 10am 8:30am - 10am Student Worker-Chase
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) Student Worker-Comstock
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
12:30pm - 1:30pm 11:45am - 12:30pm 11:45am - 12:30pm 11:45am - 12:30pm 11:45am - 12:30pm 11:45am - 12:30pm Student Worker-Cushing L
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
12:30pm - 2pm 12pm - 1pm 12pm - 1pm 12pm - 1pm 12pm - 1pm 12pm - 1pm Student Worker-Dawes
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) Student Worker-Emerson
2pm - 3pm 12:30pm - 1:30pm 12:30pm - 1:30pm 12:30pm - 1:30pm 12:30pm - 1:30pm 12:30pm - 1:30pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) Student Worker-Gillett
5:30pm - 6:30pm 12:30pm - 2pm 12:30pm - 2pm 12:30pm - 2pm 12:30pm - 2pm 12:30pm - 2pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) Student Worker-Hubbard
5:45pm - 6:45pm 1pm - 2pm 1pm - 2pm 1pm - 2pm 1pm - 2pm 1pm - 2pm Student Worker-K/S I




KITCHEN

Chapin Haven Wesley Chapin
Chase Chase Baldwin Duckett
Cushing/Emerson |Cushing Emerson |Jordan
Gillett/Northrop |Gillett Northrop |Albright
Hubbard Hubbard Washburn |44 Green
King King Scales 150 Elm Park
Lamont Lamont Talbot Capen
Morrow/Wilson |[Morrow Wilson Gardiner
Tyler Tyler Lawrence |Morris
Comstock/Wilder |Comstock |Wilder Gardiner
Cutter/Ziskind Cutter Ziskind Sessions
Ziskind Kosher Cutter Ziskind Sessions

Dawes House

Any Student




Choose the shifts you can work by clicking on the “(unassigned)” button under the time you can work.
PLEASE DO NOT TAKE MORE THAN 5 SHIFTS PER PERSON. You can always choose more shifts at a later date

once your schedule is settled. Once you click on the shift a pop-up box will appear. Press the “Click here to request
v A { this shift™ Ve B 2 R N — X
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Open Shift tudent Work Schedules
Rick Alan Jun 29, 2017
Sep 16, 2017 1lam - 12:30pm 2:19pm
P ! P Everyone's Schedule
Paid Hours: 1.50
Position: Student Worker-C/Z 5 SCHEDULE TRADEBOARD s
Description: h Chart My Shifts Offered Week Month =
Week of Sep 10,2017 (] & b
Optlons Student Worker-C/Z -
« Click here to request this shift
Wed Thu Fri Sat
Sep-13 Sep-14 Sep-15 Sep-16
&9 Message manager a question about this shift Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z
7:30am - 8:30am 7:30am - 8:30am 7:30am - 8:30am 10:30am - 12:30pm
(U d) (Unassigned) (Unassigned) (Unassigned)
. 8- 4 8: 4 8:30am - 9:45am 8:30am - 9:45am 8:30am - 9:45am 11am - 12:30pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
12pm - 1:30pm 8:30am - 10am 8:30am - 10am 8:30am - 10am 8:30am - 10am 8:30am - 10am 12pm - 1:30pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
12:30pm - 1:30pm 11:45am - 12:30pm 11:45am - 12:30pm 11:45am - 12:30pm 11:45am - 12:30pm 11:45am - 12:30pm 12:30pm - 1:30pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
12:30pm - 2pm 12pm - 1pm 12pm - 1pm 12pm - 1pm 12pm - 1pm 12pm - 1pm 12:30pm - 2pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
2pm - 3pm 12:30pm - 1:30pm 12:30pm - 1:30pm 12:30pm - 1:30pm 12:30pm - 1:30pm 12:30pm - 1:30pm 2pm - 3pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
5:30pm - 6:30pm 12:30pm - 2pm 12:30pm - 2pm 12:30pm - 2pm 12:30pm - 2pm 12:30pm - 2pm 5:30pm - 6:30pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
5:45pm - 6:45pm 1pm - 2pm 1pm - 2pm 1pm - 2pm 1pm - 2pm 1pm - 2pm 5:45pm - 6:45pm L

{1

Ll

cle

of

d)

i < 2:22 PM
e e )

6/29/2017

_|



Click on the “Yes” button if you are selecting this shift

G)' @& https://www3.whentowork.com/cgi-bin/w2wCC.dll/empopenshiftentry.ntm?SID=87724612841AB&Transactionld=574593235

Confirm

Are you sure you want to pick up this shift?

2:33 PM
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You are now assigned to the shift-Close the window and continue choosing shifts

@ @ https;//www3.whentowork.com/cgi-bin/w2wCC.dll/emppickupopenshift?SID=87724612841AB&TransactionlD=574593235

X Close

ou are now assigned to the shift.
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To view your schedule click “Week” under the “My Schedule” caption
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‘ 3 2:58pm
Everyone's Schedule
MY SCHEDULE EVERYONE'S SCHEDULE TRADEBOARD PRINT
Month Upcoming EVY Week Month Chart In-Out My Shifts Offered Week Month =
[ View Your Weekly Schedule l 4 Week of Sep 10, 2017 & »
Student Worker-C/Z v
Week of Sep 10, 2017
Sun Mon Tue Wed Thu Fri Sat
Sep-10 Sep-11 Sep-12 Sep-13 Sep-14 Sep-15 Sep-16 b |
Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z Student Worker-C/Z
10:30am - 12:30pm 7:30am - 8:30am 7:30am - 8:30am 7:30am - 8:30am 7:30am - 8:30am 7:30am - 8:30am 10:30am - 12:30pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
11am - 12:30pm 8:30am - 9:45am 8:30am - 9:45am 8:30am - 9:45am 8:30am - 9:45am 8:30am - 9:45am 11am - 12:30pm
(Unassigned) (Unassigned) (Unassigned) Rick Alan (Unassigned) (Unassigned) Rick Alan
12pm - 1:30pm 8:30am - 10am 8:30am - 10am 8:30am - 10am 8:30am - 10am 8:30am - 10am 12pm - 1:30pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
12:30pm - 1:30pm 11:45am - 12:30pm 11:45am - 12:30pm 11:45am - 12:30pm 11:45am - 12:30pm 11:45am - 12:30pm 12:30pm - 1:30pm
Rick Alan (Unassigned) Rick Alan (Unassigned) Rick Alan (Unassigned) (Unassigned)
12:30pm - 2pm 12pm - 1pm 12pm - 1pm 12pm - 1pm 12pm - 1pm 12pm - 1pm 12:30pm - 2pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
2pm - 3pm 12:30pm - 1:30pm 12:30pm - 1:30pm 12:30pm - 1:30pm 12:30pm - 1:30pm 12:30pm - 1:30pm 2pm - 3pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
5:30pm - 6:30pm 12:30pm - 2pm 12:30pm - 2pm 12:30pm - 2pm 12:30pm - 2pm 12:30pm - 2pm 5:30pm - 6:30pm
(Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned) (Unassigned)
5:45pm - 6:45pm 1pm - 2pm 5:45pm - 6:45pm

N

nassigned

3:01 PM
6/29/2017

o [my 'il;] |‘.‘;,



&

lmportant
Information
|

| 3

—————

1. Please note the shifts you choose is your schedule for the semester NOT JUST FOR THIS WEEK. Your Student
Work Coordinator will fill in your schedules for the semester.

2. The first day of class (Thursday, September 6'") is the official start of the fall work period. If you have shifts on
Thursday this will be your first day to work otherwise your first day of work will be on the coinciding day (i.e
Friday shifts on Friday, September 8, Saturday Shifts on Saturday September 9t etc.)

3. If you have any questions please feel free to call or email Rick Rubin in the Dining Services office
413-585-2318 or RRubin@smith.edu





