HOW TO CREATE A USER ACCOUNT TO SELECT SHIFTS
WITH DINING




You will receive an email from Whentowork.com in your Grinnell
College Email. Please open and read the email.
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Your WhenToWork.com login information
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This email assigns you a temporary User ID and Password. You will need this to create
your Whentowork.com Account. Click on the link provided in the email
http://whentowork.com(This information is highlighted in yellow below but will not be
highlighted in the email that you have received.)
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AutoForward@mail WhenToWork com [AutoForward@mail VWhenToVWork com]
Sent: Tuesday, July 13, 2010 7:26 PM
Tao: Edgington, Kelly
[=]
Dear Joe Dining,

Your Grinnell College Dining Services—Marketplace Student Staff manager has set up an

account
for wyvou at WhenToWork.com
and reguests that vou sign—-in and enter vour information into the
sysStem. This account will allow vou to view vour schedules,
Please go to: http://WhenToWork.com pres you

Under "Sign-In" enter the following temporary sign-in
information:

ID: W2W253065458
Password: W2WCZ4NW5

and click "Sign-In"

and click "Sign—-In™
If you have any guestions, please direct them to yvour scheduling manager.

We look forward to serving vou,

Your WhenToWork.com team.

If you wish to stop receiving these messages, click this link:
https://www2.whentowork.com/cgi—-bin/wZwB.dll/clearnotif?Eev=RA2530654592253065458X0F



https://mail.grinnell.edu/owa/redir.aspx?C=4a96139fb190484889dd4b2ea24bc453&URL=http://WhenToWork.com

When at site https://whentowork.com enter your temporary Sign-In
ID and Password and click SIGN IN NOW.
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WhenToWork
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Welcome to WhenToWork!

Signn 1D W2W253065458 |

Sign In With
'~ OpenlD
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= Sign-ln Now

Need your ID and/or password? Click Here

Browser Requirements

PC Users: Internet Explorer or Firefox (free download)
MAC Users: Firefox (free downlesd

For Phone/PDA basic access please try: whenToWork.com/oh/
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Click Go to Step Two
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Your ID and Password have been chosen by your manager.

You can change them at any time from the "Change Ny Information’
link on your home page.

Go to Step 2 =
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Enter all necessary information. CLICK GO TO LAST STEP.
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Step 2

Add or Change Your Personal Information

You may make changes to your information below and
then click the Go To Last Step button.

F’hl:nne:l |

2 All employees can see my phone number
& Only my manager can see my phone number

O All employees can see my E-MAIL address
& Only my manager can see my E-MAIL address

The following information can only be viewed by your manager:
f—"nddress:l |

Address 2:| |

City, State. Zip: | I I

|

2nd Phone:l ]A

Cell: | /II—
[ Go to Last Step = ] CLICK HERE
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CLICK GO TO MY HOME PAGE
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You are now ready to use WhenToWork!

You are now ready to go to your own home page where you can click on links to look at wour work schedules, send messages to your manager or other
employees, view notices from your manager and perform many other functions.

Be sure to set your Work Time Preferences so that wour manager will know when you like/dislike working.

Each page has a HELP button in the upper right corner. If you have questions aor are not sure what to do next. be sure to check out the HELP
infarmation. Questions or problems with the WhenToWork system? You may click on the e-mail link at the bottom of the pages to send WhenToWork a
question or comment.

Be aware that your manager can view all messages that are sent through WhenToWork and any other information that yvou provide here.

Go to My Home Page




This is your homepage. You will now need to create a user Sign-In ID
and Password. You do this by clicking CHANGE MY INFORMATION .
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What's New!

Jul 13, 2010 05:53pm

MAINTENANCE NOTICE

Beginning this Friday, July 16th at
9pm Pacific Time service to yvour
company’s account server will be
unavailable for approximately 5 hours to
move your account to a new and much
faster server.

If wou filter yvour mail please add
autoforward@mail5.whentowork.com
as a valid email source for future
notifications from your account.

And if wour organization needs to
whitelist yvour account’s new server,
please add wwwS.whentowork.com
and 209.61.201.16 to your acceptable
sites list.

WhenToWork on Facebook
| %S:L, Become a Fan |

Messaging

Grinnell College Dining Services-Marketplace
Student Staff

Welcome Joe Dining

| Show My Schedule

| Show Everyone’'s Schedule

| Change My Information (Motifications, Phone, etc_)

| Choose Times | Prefer to Work

| Request Time Off (Full or Partial Day)

| Tradeboard - Pick Up Open Shifts

| Send a Message to My Manager

Happy Summer

Believe or not we are already looking at next
semester. | have also posted the schedule for
next semester. It is in your best interest to get
signed up now if wou are interested in a
particular shift before the first year class comes
in. So get signed up now!!l!

Thank you

Marketplace Supernvisors

| staff List

|‘u"u’h|:| Is Working Right Mow

| Bulletin Board

| Sign Out

For problems with your schedule, please contact your Manager
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CLICK CHANGE ID OR PASSWORD.
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GIGNADUT
Joe Dining Jul 13, 2010
My Information 06:00pm

W2W253065458 Use I - Connect or Remcwe-l
i e your Faoce . Google, etc.
Sign-in ID: Change 1D} or Password login to acoess WhenToWork | OpenlD .

/\
Phone [64126%/ N\ |

2nd Phone: |2014 |

cell: | |

O Al en ees can see my phone numbers
& Only nanager can see my phone numbers

E-Mail: edgingto@grinnell.edu Edit My E-Mail Addresses

O All employees can see my e-mail addresses
& Only my manager can see my e-mail addresses

The following information can only be viewed by your manager:

Address: |1115 8TH Avenue |

Address 2:| |

City. State, Zip: |Grinnell 12 |s0112 | —

[ Save my Changes ]

bl

r Comments |

Done &P Internet E 100% T




Enter the temporary Sign In ID and Password. Then create your new
Sign In ID and password. We ask that you keep it similar to your Grinnell
College User Name and Password so you do not forget it. CLICK UPDATE

USER ID/PASSWORD.

@' https: vz whentowork., comycgi-binfwwzwE . dilfempchangepass . hkm#SID=1 00453055364 25F b %

Change My ID / Password

Current Sign-In ID: [»wos3065458

Current Password:

MEW Sign-In Id: joedining
MEW Password™®:

Confirmm Mew Password:

*Mote any manager with permission to edit employees on this account can see your login ID and Password so choose a password that is not used for any other system
access.

Update User ID / Password

Done €0 Internet Ho100% v



CLICK HOME on the top tool bar.
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Address: |1115 8TH Awvenue |
Address 2:| |
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CLICK SHOW EVERYONE’S SCHEDULE in the light blue boxes in
the middle of your screen.
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What's New!
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MAINTEMANCE NOTICE

Beginning this Friday, July 16th at
9pm Pacific Time senice to your
company’s account server will be
unavailable for approximately 5 hours to
move your account to a new and much
faster server.

If you filter your mail please add
autoforward@maild.whentowork.com
as a valid email source for future
notifications from your account.

And if vour organization needs to
whitelist your account’s new server,
please add wwwh. whentowork.com
and 2019.61.201.16 to your acceptable
sites list.

WhenToWork on Facsbook
| %g‘:l, Become a Fan

Grinnell College Dining Services-Marketplace
Student Staff

Welcome Joe Dining

| Show My Schedule

| Show Everyone's Schedule

| Change My Infarmation [NDtiﬁcatiM, Phone, etc.)

| Choose Times | Prefer to Work

| Request Tirme Off (Full ar Partial Day)

| Tradeboard - Pick Up Open Shifts

| Send a Message to My Manager

Happy Summer

Believe or not we are already loocking at next
semester. | have also posted the schedule for
next semester. It is in your best interest to get
signed up now if vou are interested in a
particular shift before the first year class comes
in. So get signed up now!ll!

Thank you

Marketplace Supervisors

| Staff List

|‘u"u’h0 Is Working Right Mow

| Bulletin Board

| Sign Out

For problems with your schedule, please contact yvour Manager
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CLICK the small calendar icon in the top middle portion of your screen. A
pop up window of a calendar will appear.
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@hEnTomek Joe Dining

. Jul 13, 2010
No Schedule Available 06:25pm

MY SCHEDULE Everyone's Schedule
Fqg N
Weekly Monthly Upcoming Daily Weekly Momnthily Chart In-Owurt TRADZ MY SHIFTS TRADES OFFERED TRADEBOARD

- VWeek of Jul 8, 2010 %‘} B

{= Select a Date - Window... |Z||z|

@ https: f w2 whentowork. comfogi-t -

August, 2010

Today
Sun Mon Tue Wed Thu Fri Sat
1 2 3 = 5 =] 7

8 =) 10 11 12 13 14
15 15 17 13 19 20 21
e 23 24 25 27 2B
L 30
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For prof

[ Manager

Click on
August 25 on
the calendar
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You are now viewing the schedule. Any of the yellow highlighted UNASSIGNED shifts are shifts
that are available for selecting. To select an unassigned shift you will click the shift you are
interested in, a pop up window will appear that reads PICK UP THIS SHIFT. Click PICK UP THIS
SHIFT.
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Open Shift

Date: Aug 30, 2010
Time start: 6:45am
Time end: §:30am

Beverages Breakfast -
Early

Description:

. e Click here -
Pick Up This Shift d TRADES OFFERED | TRADEBOARD | PRINT v =ERIEICR N Rt E il
secon

Bulletins

srinnell College Dining Services-Marketplace Student Staff
Joe Dining
Jul 13, 2010

Position: Weekly View 05:31pm

& Week of Aug 26, 2010 %@ p
= - Saturday Sunday Monday Tuesday
I &P Internst R 100% - Aug-28 Aug-29 Aug-30 Aug-31
Bakers Help Lunch Bakers Help Lunch Bakers Help Lunch Bakers Help Lunch Bakers Help Lunch Bakers Help Lunch Bal
10:30am - 1:30pm 10am - 1pm 2:30am - 1pm 10am - 1pm S:30am - 12pm 10am - 1pm S.30am -
Paloma Velazquez - LMCH Gwen Varley - LMCH Anh Bui - LMCH Katherine Ingersoll - LMCH Gwen Varley - LMCH (Unassigned) - LNCH Gwen
Ami Shrestha - LNCH
Bakers Helper Breakfast Bakers Helper Breakfast Bakers Helper Breakfast Bakers Helper Breakfast Bakers Helper Breakfast Bakers Helper Breakfast Baker
-Early -Early -Early -Early -Early -Early
Sam - 3am Sam - 3am Tam - Sam Tam - Sam Sam - 2am Sam - 2am Sam - 3¢
(Unassigned) - BRKFST [Unassigned) - BERKFST Elias Elias - BRKFST Rebecca Mandit - BRKFST Aniko Drliik-Muehleck - Laura Carter-5tone - [Unas:
BREKFST BRKFST
Bakers Helper Bakers Helper Bakers Helper Bakers Helper Bakers Helper Bakers Helper E
Breakfast-Late Breakfast-Late Breakfast-Late Breakfast-Late Breakfast-Late Breakfast-Late E
gam - 10am gam - 10am gam - 10am gam - 10am gam - 1(
Gwen Varley - BRKFST Rebecca Mandt - BRKFST Juan Carlos Perez - Gwen Varley - BEKFST Dakot:
BRKFST BREKFST
Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beverages Brea - Beverages Breakfast - Beve
Early Early Early Early Early
5:45am - 8:30am S:45am - 8:30am 5:45am - 8:30am . . S:45am -
(Unassigned) - BREFST Randy Routier - BRKFST (Unassigned) - CIICk here fIrSt FST (Unas:
Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beverages Bre = kfast - Beve
Late Late Late Late Late Late

A 30am - 10-30am Sam - 10-30am 2 30am - 10-20am 2-30am - 10-20am 2 30am - 10-30am A-3fam .
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Once you click PICK UP THIS SHIFT another popup window will appear . It will ask you
“Are you sure you want to pick up this shift?” Click OK if it is the shift you want.
If you selected a Monday Breakfast Beverage shift, it means this shift Monday
Breakfast is your shift for the rest of the semester (excluding breaks and finals week).
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Open Shift

Date: Aug 30, 2010
Time start: 6:45am
Time end: §:30am
Pasition: Beverages Breakfast -
Early

Description:

Pick Up This Shift A

T

Lirks
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srinnell College Dining Services-Marketplace Student Staff

Joe Dining

Weekly View

chart In.Out TRADE MY SHIFTS|TRADES OFFERED (TRADEBOARD | PRINT g1 e Rl gt ] e

Bulletins

SIGN-OUT

Jul 13, 2010
05:44pm

& Week of Aug 26, 2010'*%}@ p

= - Monday Tuesday
I &P Internet E100% - Aug-30 Aug-31
Bakers Help Lunch Bakers Help Lunch \:;.:/ Are you sure you want ko pick up this shift? Bakers Help Lunch Bakers Help Lunch Bal
10:30am - 1:30pm 10am - 1pm .30 S:30am - 12pm 10am - 1pm S.30am -
Paloma Velazquez - LMCH Gwen Varley - LMCH A Gwen Varley - LMCH {Unassigned) - LNCH Gwen
An Cancel
Bakers Helper Breakfast Bakers Helper Breakfast Ba Bakers Helper Breakfast Bakers Helper Breakfast Baker
-Early -Early -Earl -Early -Early -Early
Sam - 3am Sam - 3am Tam - Sam Tam - Sam Sam - Sam Sam - Sam Sam - 3¢
(Unassigned) - BRKFST [Unassigned) - BERKFST Elias Elias - BRKFS Rebecca Mandit - BRKFST Aniko Drliik-Muehleck - Laura Carter-5tone - [Unas:
BRKFST BRKFST
Bakers Helper Bakers Helper Bakers Hel Bakers Helper Bakers Helper Bakers Helper E
Breakfast-Late Breakfast-Late Breakfast-L Breakfast-Late Breakfast-Late Breakfast-Late E
gam - 10am 2am - 10am 2am - 10am 2am - 10am Sam - 1(
Gwen Varley - BRKFST Rebecca Mandt - BRKFST Juan Carlos Perez - Gwen Varley - BEKFST Dakot:
BREFST BREFST
Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beverages Breakfast- Beverages Breakfast- Beve
Early Early Early Early Early Early
5:45am - 8:30am 5:45am - 8:30am S:45am - 8:30am S:45am - 8:30am S:45am -
(Unassigned) - BREKFST Randy Routier - BRKFST (Unassigned) - BRKFST (Unassigned) - BREFST (Unas:
Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beverages Breakfast - Beve
Late Late Late Late Late Late
2-30am - 10-30am Sam - 10-3A0am A-30am - 10-30am A-30am - 10-30am A-30am - 10-30am A-2Nam . ¥
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CLICK on other shifts that you would like to work by following the previous
instructions. You are allowed a maximum of 15 hours per week. Please keep in mind
that you are responsible for the shifts that you select for the rest of the semester.
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-Early
Gam - dam
(Unassigned) - BRKFST

Bakers Helper
Breakfast-Late
Zam - 10am
Gwen Varley - BRKFST

Beverages Breakfast -
Early
5:45am - 8:30am
(Unassigned) - BRKFST
Beverages Breakfast -
Late
&:30am - 10:30am
Elias Elias - BRKFST
Beverages Dinner
4:45pm - Spm
(Unassigned) - DHNNR

10:30am - 12pm
{Unassigned) - LNCH

e TarTeEy =

-Early
Sam - dam
(Unassigned) - BRKFST

Bakers Helper
Breakfast-Late
Zam - 10am
Rebecca Mandt - BRKFST

Beverages Breakfast -
Early
S:45am - 3:30am
Randy Routier - BREFST
Beverages Breakfast -
Late
Sam - 10:30am
Dawid Cummings - BERKFST
Beverages Dinner
Spm - 8:15pm
(Unassigned) - DHNNR

10:30am - 12pm
Dawvid Cummings - LMCH
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~ |2k Page - (L Tools -
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Links **
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Ami

Shrestha - LNCH
Bakers Helper Breakfast Bakers Helper Breakfast Bakers Helper Breakfast Bakers Helper Breakfast Bakers Helper Breakfast Bakers Helper Breakfast Baker

-Early
Fam - 2am
Elias Elias - BRKFST

Bakers Helper
Breakfast-Late

Beverages Breakfast -
Early

Beverages Breakfast -
Late
&:30am - 10:30am
(Unassigned) - BREFST
Beverages Dinner
4:45pm - 2:15pm
(Unassigned) - DNNR

-Early
Fam - 2am
Rebecca Mandt - BREKFST

Bakers Helper
Breakfast-Late

Beverages Breakfast -
Early

Beverages Breakfast -
Late

Beverages Dinner
4:45pm - Spm
(Unassigned) - DNNR

-Early
gam - &am
Aniko Driik-Muehleck -
BRKFST

Bakers Helper
Breakfast-Late
Zam - 10am
Juan Carlos Perez -
BRKFST
Beverages Breakfast -
Early
5:45am - 2:30am
(Unassigned) - BREFST
Beverages Breakfast -
Late
&:30am - 10:30am
(Unassigned) - BREFST
Beverages Dinner
4:45pm - Spm
(Unassigned) - DNNR

10:30am - 12pm
{Unassigned) - LNCH

-Early
gam - &am
Laura Carter-5tone -
BRKFST
Bakers Helper
Breakfast-Late
Sam - 10am
Gwren Varley - BREFST

Beverages Breakfast -
Early
§:45am - 2:30am
{Unassigned) - BRKFST
Beverages Breakfast -
Late
2:30am - 10:30am
{Unassigned) - BRKFST
Beverages Dinner
4:45pm - Spm
(Unassigned) - DNHNR

10:30am - 12pm
{Unassigned) - LNCH

gam - 8¢
(Unas:

E

E

Sam - 110
Dakot:
BRKFST

Beve

S:45am -
[Unas:

Beve

&:30am -
[Unas:

Be
4:45pm -
(Unas:

Beverages Lunch - Early Beverages Lunch - Early Beverages Lunch - Early Beverages Lunch - Early Beverages Lunch - Early Beverages Lunch - Early Bever:
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Once you have finished selecting your shifts, you can view your schedule by
clicking HOME on the top right tool bar. When your Home page appears, click
SHOW MY SCHEDULE on the light blue tool bar in the middle of your screen.
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Your schedule appears. This schedule will be carried forward each week for
the semester. You will have the same schedule each week for the semester
(excluding breaks and finals week).

= |[=]
= - |@ https: ffvoena2 whentowork, comfogi-binfwzwB . dilfempschedule rSID=158306308554320 V| QJ +y || X | = |-
& - Links >*
w [@' WhenTowWork.com - My Schedule ] ‘ ‘& - B c.éa - |2k Page - :{- Tools - >
Schedule Time-off E Messaging E Omn Noww Bulletins b
Grinnell College Dining Services-Marketplace Student Staff
]
- WhenToWork
C &= __.com|] H.‘:ij S(I:::'!e?ule Jul 13, 2010
oe Lining 07-02pm
MY SCHEDULE Everyone's Schedule
- Week of Aug 26, 2010 % ER » VCAL M SR e
To put a shift on tradeboard, or find a possible replacement click on the shift Working 1.75 hours Recent Shift Change Motifications
Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Aug-26 Aug-27 Aug-28 Aug-29 Aug-30 Aug-31 Sep-1
G6:45%am - 8:30am
Beverages Breakfast -
Early - BRKFST

Time » 12 1a 2 3 4 5 6 7 8a 9 10 11 12 1p 2 3 4 5 6 T 8p 9 10 11

Thursday

Friday

Saturday

Sunday

G:4%am -

Monday 8-30am
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HELP TOPICS

e You can find HELP TOPICS on your HOMEPAGE that

will help you navigate through the signing up
process of whentowork.com.

e |If you have any questions please talk to one of the
Marketplace Supervisors:

Kelly Edgington, James Freese or Sheryl Ranfeld

* A copy of this power point presentation can be

found on the Grinnell College Dining & Catering
web page.



When2Work Terminology

This terminology will help you better understand how we utilize the when2work scheduling
system.

e Trade/Drop Shift- is used when referring to a one time

substitution. Trade/Drop shift means someone will cover your shift for the one
shift and you will resume the same shift the following week.

o Drop Shift- is used when referring to a permanent substitution.

Drop shift means you will give up the shift permanently and you will have to have
permission from a supervisor to permanently drop the shift. We will require a two
(2) week notice to drop the shift.
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