Setting future weekly preferences
(Use to set up your new availability for an upcoming semester)

1. Log in to When to Work
2. Click on the button “Choose Times I Prefer to Work”
3. Click the button that says “Repeating Weekly Preferences” (lower center part of the screen).
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4. Click the button that says “Set FUTURE Weekly Preferences.”
5. You are taken to a new grid.  IMPORTANT: Fill in the box in the upper left corner of the grid with the date that these preferences should begin.
6. Click the red “Cannot Work” button to set up your class schedule and any other standing commitments that are the same every week. Use the paint roller to paint those times you CANNOT work red.  Be careful – make sure that you are painting the correct days & times.
7. If there are times you prefer to work, click on the “Prefer Working” button to paint those hours green. If there are times you are able to work, but prefer not to, paint those hours pink with the “Dislike Working” paint roller. You do not NEED to fill in all blocks.  Anything left white is neutral.
8. IMPORTANT: be sure to click on Save Changes in the upper right hand corner when you finish setting up your schedule. 
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REPEATING WEEKLY Preferences

You must click "Save Changes” when done.

Save Changes
Click on a roller to choose a preference, then "PAINT" the time blocks on the grid below [OR Use this form to enter preferences into the grid.
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