
  
Employee Information - - - - - - - - - - - - - - - - - - - - - - - - - 

Add New Employees  
  

You can add new employees at any time. All that is required for each employee is a name and what Positions 
they can work.  

 
To Add Employees: 
From any page: 

On the top menu click EMPLOYEES to go to the Employee List page  
Click Add New Employee to open the Add Employee window  
Fill out the new employees info (The only required information is a first or last name and what 

Positions that employee can work) Note: Adding employee E-mail address will set up automatic 
schedule and message forwarding  

Click Add this Employee  
The window will remain up for you to enter another new employee  
Click Close Window when you are finished adding employees  

 
Note other items such as work time preferences and email and text message 
notifications can be set up after adding the employee using the Edit Employee 
window 



 

Related Topics:  
Editing Employee Details  
Should I Let Employees Sign In?  
Making Changes (after Publishing)  
Each Employee has a sign-in ID  
Sending Employees Sign In Instructions  
Optional Tradeboard  
Enter E-Mails for Automatic Forwarding  

Employees can sign in to their account and add some of their own details such as: 
Phone Numbers  
E-Mail and Text Message Addresses and what notifications are sent, which should be their "reply to" 

address if their messages are forwarded to another employee or manager's email 
Address 
Work Time Preferences (which you can choose to ignore when AutoFilling or you can turn off this ability 

to add like and dislike times on the SETTINGS>Employee Permissions page) 
Positions Preferences (if you allow employees to set them)   
Employees can also stop e-mail forwarding and notifications 

  



  
List of Employees  
  

To view employees who can work a Position or Position Group:  

An "at a glance" list of employees is always available. This list can be set to show any or all of the following 
information: 
 

Last Sign-In  
Sign-In Count  
Address  
City  
State  
Zip 

E-Mail  
Employee Number  
Phone  
Phone 2  
Cell  
Hire Date 

Comments  
Scheduling Group  
Max Weekly Hours/Days  
Max Daily Hours/Shifts  
Pay Rate (single payrate) 

 

 

The Employee list also has two columns with icons:  
    Edit the employee - click the pencil icon next to the employee to go directly to that Employee's edit 
employee page.

 Send a Message to Employee - click the envelope icon next to the employee to send that employee a 
WhenToWork message 
 
The Employee list can be filtered like the Schedule Views to only show the Employees in one Position or Group 
of Positions. 
 

From any page: 
In the top menu click EMPLOYEES to go to the Employee List page  
In the Positions dropdown choose the Position name  
All employees set to be able to work this position will be listed   



  

   
Related Topics:  

Adding New Employees  
Enter E-Mails for Automatic Forwarding  
Viewing Employee Details  
Editing Employee Details  
Finding an Employee's ID & Password  
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View Employee Details  
  

Employee details are always one click away. Clicking on an employee name anywhere in the system 
brings up the View Employee Details page. These tabbed pages show all the employee information, 
their week and monthly individual work schedule, their work time preferences and time-off. The work 
schedule/preferences section includes navigation so that you can move back or forward by a week or 
month. 
 
To edit any of the employee information Managers with permission can use the Edit this Employee 
link in the top right of View Employee Details pages.  



  
Related Topics:  

Editing Employee Details  
Finding an Employee's ID & Password 
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View / Print Individual Monthly Schedules  
  
Employees can log in and view their own schedules online - this ensures the employee is always viewing their 
most current schedule.  In some cases you may want to print a monthly schedule for one employee.  This can 
be done from that employee's Employee Details window. 

Also note that you can print individual WEEKLY schedules for all employees an one time from the By Employee 
Schedule View using the Change Layout Link to choose that print option. 

To print an Individual Employee's Monthly Schedule: 
From any page: 

Click EMPLOYEES in the top menu to go to the Employee List (1.)  
Click the Employee name to open the Employee Details window. (2.)  
Click the Schedules-Preferences tab (3.)  
Click the View MONTHLY Schedule link in the upper left (4.)  

 

You can use the "Click to Print Schedule" link at the bottom of that window for a printer friendly version 
of that display.  



Related Topics:  
Why Use Shift Categories?  
Adding New Category Definitions  
Existing Shifts - Assigning Categories  
Adding New Shifts is Easy Using Shift Categories  
Using Categories to Selectively AutoFill*  
Coloring Individual or Groups of Shifts  
Setting a Category Default Shift Color     
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Edit  Employee Details  
  

To edit Employee Details:  

 

Employee Details can be edited from the Edit Employee window (accessed from either the Employee List (using 
the pencil icon) page or from the Employee Details window using the "Edit this Employee Link"). 
 

From any page: 
Click the Employee name to bring up the Employee Details window  
Click the Edit this Employee link in the upper right to open the Edit Employee page 
Make the changes  
Click Save  

OR from any page: 
On the top menu choose EMPLOYEES to go to the Employee List page  



 

Click the pencil icon  next to the employee's name  
Make the changes  
Click Save  



  

 

Related Topics:  
Should I Let Employees Sign In?  
Each Employee has a sign-in ID  
Sending Employees Sign In Instructions  

 

WhenToWork.com Online Scheduling 



  
Find / Change an Employee's ID & Password  
  

To view an employee's current sign-In ID and Password  

 

  
To change an employee's Sign-In and Password  

Each employee has a unique sign-in ID and Password. When the employee is first added they are assigned a 
temporary ID and password that begins with W2W. When they first sign in they are prompted to a new ID and 
password in the welcome wizard.
 
Employee ID's can be found on each employee's Edit Employee window at the top under their name and can be 
changed using the "Change ID and Password" link below that ID. Their current Password can be viewed on the 
Print Sign-In Instructions page.  If you change an employee's ID to something other than the temporary W2W ID 
they will not see the "welcome wizard" when they first sign in.
 

From any page 
In the top menu click EMPLOYEES to go to the Employee List page  
Click the pencil icon  next to the employee's name to open the Edit Employee window  

Click the Print Sign-In Instructions link  
Your printer dialog will come up - to view the page click Cancel in the print dialog window  
Scroll down to find the ID and password  
Close the window when you are done (or to print Right-Click >Print)  

From any page 
In the top menu click EMPLOYEES to go to the Employee List page  
Click the pencil icon  next to the employee's name to open the Edit Employee window  
Click the Change Password or ID link below their Sign-In ID to open the Change User's ID 

& Password window  
Enter the new Sign-In ID and Password and type the Password again to confirm  
Click the Save link  



 

Related Topics:  
Should I Let Employees Sign In?  
Each Employee has a sign-in ID  
Sending Employees Sign In Instructions  
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Stop an Employee From Having Access  
  

You can stop an employee from having access to WhenToWork at any time.
 
Two things are required from their Edit Employee window: 

1) change their ID and Password 

2) remove their e-mail addresses (you can move their e-mail address to the Comments 
field) which prevents them from retrieving their new ID and Password using the "Forget 
your ID and Password" link on the Sign-In page 
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Delete or Deactivate an Employee  
  

Deactivate an Employee: 
If you want to retain an employee in your account (to access their information later or to have the ability 

Deleting: Employees can be deleted using the "Delete This Employee" button in the Edit 
Employee window. 

When an employee is deleted they will no longer be listed on the Employee List page and any past 
shifts that they were assigned to will show their name with the word "Deleted" after it. 

If you have shifts in the future that were already assigned to the employee they are automatically 
unassigned from those shifts.   

 
When you delete an employee they are no longer included in your Total Employee count for billing 
purposes. 

Information about a deleted employee's shifts can be found using the Search Shifts function on any 
Schedule View. 



Related Topics:  
Searching for Shifts  
Delete or Deactivate an Employee  

reactivate them later) but you want to set them as inactive: 

In the Edit Employee window: 

Change their ID and or password so they cannot log in  
Enter a Z in front of the employee last name so that they are sorted to the bottom of the list and are out of 
the way in the Employee list page.  
Uncheck all Positions for the employee (so they will never be AutoFilled or listed as a possible 
replacement in the Shift Change window)  
Click Edit E-Mail Notifications and delete their e-mail addresses (you can move them to the comments 
field) so that they will not be able to retrieve their ID or password from the Sign-In page  
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