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What's New!

Plaster Student Union
Welcome  Your Name

On Now

‘Show My Schedule

‘Show Everyone's Schedule

Change My Information (Notifications, Phone, etc)

Request Time Off (Full or Partial Day)

‘Tradeboard - Pick Up Open Shifs

‘Send a Message to My Manager

Staff List

OMT: Week of Aug. 11-15

All PSU Staff:
Wed. Aug. 20 begins @ 8:30am in PSU 400

Exact Times and Places TBA by each department

Who ls Working Right Now

Bulletin Board

Sign Out

For Problems with your schedule, please contact your Manager





Steps to setting up your work preferences
Setting up your regular weekly preferences 
1. Follow the instructions on the email from When to Work to log in to your account.

2. Click on the button “Choose Times I Prefer to Work”
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3. Click the button that says “Repeating Weekly Preferences” (lower center part of the screen). 
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Plaster Student Union

Your Name:

$iudent Union
Always check your weekly schedule for your actual work times. Jul 25, 2008
03:33pm

Your Preferences For:
Ceeicot i 21,2000 B >

Time ]
[Mon Juk21

[Tue Jurzz

[Wed Ju-23

[T Jurz2e

Fridurzs

[saturzs

[sun Jur2r|

Date has specifcpreferences  prefer, dislke. T8 and no preference

‘Set SPECIFIC DATE Preferences

(or click a date above to edit that day)

Note: Entering preferences in no way guarantees that your schedule will follow these times nor that your existing schedule will be changed in any way. but may increase
the likelihood that you are assigned to times that you prefer

For Problems with your schedule, please contact your Manager





4. 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. 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. IMPORTANT: be sure to click on Save Changes in the upper right hand corner when you finish setting up your schedule. 

[image: image3.png]REPEATING WEEKLY Preferences

You must click "Save Changes” when done.
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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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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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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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Setting specific date preferences (to be used for specific instances ONLY if requested by your supervisor.  Some areas may use this option for finals week or University breaks. DO NOT use this option to indicate time off for special events, etc.)
If you know of a commitment that you already have for a single future date, you can block the date here.

1. Log in to When to Work

2. Click on the button “Choose Times I Prefer to Work”

3. Click on “Set specific date preferences” and paint the date(s) red.

4. Remember to click “Save Changes” before you exit.

