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WHENTOWORK – WHAT IS IT? 

Whentowork is an internet-based scheduling program 

Allows all agency employees to view their schedule 
from anywhere that has internet access 

Real time updates and reconciliation across all users 

Allows employees to trade shifts and request time off 

Customized text message notifications for all users   



WHENTOWORK – A TIME SAVER  

W2W reduces the amount of time it requires to 
create schedules 

 
Prior to W2W: 20-25 hours per week creating, maintaining, 

and updating paper schedules (approximately $500 for staff 
labor) 

 
After W2W: 3-5 hours per week creating, maintaining, and 

updating schedules (for 70 employees) (approximately $100 
for staff labor) 



WHENTOWORK - SCHEDULING 

Multiple view-
types (monthly, 
weekly, daily, by 
site, by category) 

Color-coded sites 
and programs 

Ability to add 
comments or 
notes to shifts  

 
 



WHENTOWORK – STAFF PAIRING & TOOLS 

By being able to view the entire schedule at all sites at 
once, schedulers can insure that stronger, Tools-trained 
staff are paired with newer staff 

 

Because W2W updates in real time, all schedulers will 
be able to compare trade requests to trained and 
untrained Tools trained staff. 

 



WHENTOWORK – TRADING SHIFTS 

The “Trade Board” - Employees can post their shifts for drop only, trade only, drop or 
trade. 

All employees can view the trade board and request to pick up shifts. W2W will notify the Admin-level users 
that a trade is pending for their approval. 



WHENTOWORK – TIME OFF 

Employees can request days off 
(full or partial) 
 

W2W will notify an Admin user 
of time off that needs approval 
 

W2W keeps a calendar of all 
time off approved 
 

W2W will not allow schedulers 
to schedule employees on 
approved time-off days 



WHENTOWORK – OPEN SHIFTS 

W2W will notify 
employees of open 
shifts  
 

Employees can view 
open shifts and request 
to pick them up 
 

W2W will notify admin 
users of a pending pick 
up 



WHENTOWORK - NOTIFICATIONS 

Employee Notifications 

W2W can send notifications via text message or email 

W2W will notify employees when the schedule is published, their shift is altered, 
open shifts occur, when trades are approved or denied, when time off is approved 
or denied 

 

Administrative Notifications 

W2W can send notifications via text message or email 

W2W will notify Administrators of changes made by other administrators and 
pending trades or time off needing their approval 

 



WHENTOWORK - ALERTS / CERT. TRACKING 

W2W can track employee certifications  
Dates will turn red if past due, yellow if it expires within 30 days 

Accessible to all administrative users 



WHENTOWORK – COST 

The BEST thing about W2W is the cost! 

 $440.00 for up to 100 employees for one year 

 

W2W eliminates all of the pens, paper, and printer ink 
required to maintain paper scheduling. 


