




















































Export Data to Other Programs  

You can export your shift information to be used by other programs. Exporting can be done from any 
Schedule View or use the Reports section where you can set your desired date range and have a 
selection of export report formats. 

To Export Shift or Time Off Information:
From any page:

On the top menu choose REPORTS to go to the Reports section 
Choose or enter the date range for the export file
Click the Export link next to your desired export 

You do NOT need to check or uncheck any Include Columns 
Type the Filename you want to create  
Click the Create Export File button 
When prompted specify where on your computer to save the file. 

Various file formats can be chosen in the export window:

http://when2work.com/helpw2w/h-export-other-programs.htm
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