Time Off and Cannot Work Time ---------ccccccaccccannna-

Manager-Entered Time Off

Manager-entered time off immediately unassigns the Employee from any overlapping shifts and sets
those shifts to be unassigned. When an Employee requests a time off and the manager approves it the
Employee is also unassigned from any overlapping shifts. Time off can be added to unpublished or
published weeks.

Time Off can be created in two ways:
1. Employee can sign in and enter a time off request which is then sent to the Manager to

approve or deny.

2. Manager with permission can enter Time Off for the employee using the Time Off
section or more quickly by clicking the corresponding cell for the employee and day you
want to add the time off.

Managers can add a time off three different ways:

1. To enter Time Off for an employee using the BY EMPLOYEE schedule view:

From the By Employee Schedule View
e Navigate to the correct week
e Click the cell that corresponds to the day and employee to open the Quick Shift
ADD window
e In the upper right click the "Add Time Off" link to open the time off window
e On the calendar click the day to start the time off and then enter the number of
days off in a row and click the Add New Time Off button

http://when2work.com/helpw2w/h-mgr-ent-timeoff.htm
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2. To access the time off window from an Employee's details section:

From any page

e Click on the employee name to open the Employee Details window
e Click the Time Off tab
e Click the ADD/Delete Time Off link
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3. To enter the time off:
e Click the date on the calendar for the date you want (if you have problems viewing the
calendar you can enter a date manually using the following format: mm/dd/yyyy).
e Choose whether the time off is for a full day or a partial day
e Enter details as to how many days you are granting off (or for a partial day - what the
begin and end times and how many weeks to repeat)
e Type any comment regarding the time off
e Click the Add Time Off button
e The Time-Off is added and if the employee has set their notifications to notify them when
a time off is added or approved they will be notified by email or text message.

Related Topics:

e Employee Requested Time Off
WhenToWork.com Online Scheduling
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Partial Day Time Off

Partial day time offs can be repeated for up to 16 weeks so it can be used to block out time for students

classes that repeat over a number of weeks.

Time Off can be created in two ways:
1. Employee can sign in and enter a partial day time off request which is then sent to the

Manager to be approved or denied.

2. Manager can enter Time Off for the employee using the Employee's Time Off window
which can be accessed three different ways:
1. To enter Partial Day Time Off for an employee using the BY EMPLOYEE schedule

view:

From the By Employee Schedule View

Navigate to the correct week
Click the cell that corresponds to the day and employee to open the Quick Shift

ADD window

In the upper right click the "Add Time Off" link to open the time off window
On the calendar click the day to start the time off

Click the Partial Time Off radio button

Enter the begin and end times

Enter the number of additional weeks to add this time off

Click the Add New Time Off button

The Time-Off is added and if the employee has set their notifications to notify

them when a time off is added or approved they will be notified by email or text
message.
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2. To access the time off window from an Employee's details section:

From any page
e Click on the employee name to open the Employee Details window
e Click the Time Off tab
e Click the ADD/Delete Time Off
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3. To enter the partial day time off:
e Click the date on the calendar for the date you want (if you have problems viewing the
calendar you can enter a date manually using the following format: mm/dd/yyyy).

°
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Related Topics:

Choose partial day
Enter details what the begin and end times
Enter how many additional weeks to repeat)
Type any comment regarding the time off
Click Add Time Off button
The Time-Off is added and if the employee has set their notifications to notify them when
time off is added or approved they will be notified by email or text message.

e Employee Requested Time Off
WhenToWork.com Online Scheduling
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Time Off - When You Have Overnight Shifts
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Time Off can be created in two ways:
A. Employee can sign in and enter a partial day time off request which is then sent to the
Manager to be approved or denied.
B. Manager can enter Time Off for the employee using the Employee's Time Off window
which can be accessed three different ways:
1. To enter Partial Day Time Off for an employee using the BY EMPLOYEE schedule
view:
From the By Employee Schedule View
e Navigate to the correct week
e Click the cell that corresponds to the day and employee to open the Quick Shift
ADD window
e In the upper right click the "Add Time Off" link to open the time off window
On the calendar click the day to start the time off
Click the Partial Time Off radio button
Enter the begin and end times
Enter the number of additional weeks to add this time off
Click the Add New Time Off button
e The Time-Off is added and if the employee has set their notifications to notify
them when a time off is added or approved they will be notified by email or text
message.
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2. To access the time off window from an Employee's details section:

From any page
e Click on the employee name to open the Employee Details window
e Click the Time Off tab
e Click the ADD/Delete Time Off
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3. To enter the partial day time off:
e Click the date on the calendar for the date you want (if you have problems viewing the
calendar you can enter a date manually using the following format: mm/dd/yyyy).
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Related Topics:

Choose partial day
Enter details what the begin and end times
Enter how many additional weeks to repeat)
Type any comment regarding the time off
Click Add Time Off button
The Time-Off is added and if the employee has set their notifications to notify them when
time off is added or approved they will be notified by email or text message.

e Employee Requested Time Off
WhenToWork.com Online Scheduling
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Employee-Entered Time Off Requests - Pending Requests

Employees can sign in and request time off (if you allow them on your SETTINGS>Global Employee
Permissions page). The Time Off Request is then sent to the manager to be approved or rejected. On
your Settings>Employee Permissions page you can also change this option to allow employees to enter
their own, already approved, time off.

The Manager sees the alert "1 Pending Time Off request" in their "What's New" section on the home
page or at the top of most other pages. Clicking that link takes you to the Pending Time Off page where
you can see the days and times that they are requesting off and a list of any shifts that would be
affected.
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To Approve or Deny a Time Off request:
From any page where you see the link "Pending Time Off Request"
e Click that Pending Time Off Request link OR in the top menu hover over Time-Off and
choose "Pending Time-Off Requests."
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e Check off to Approve or Reject the request

e Type any comment you want to be sent in the notification sent to the employee

e Click the Post button
The time off will be added and any conflicting or overlapping shifts will be set to unassigned. A message
will be sent to the employee informing them of your decision along with any comment you added if they
have chosen that notification option.
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Time Off List Page

To enter a new time off' or view an Employee's time off you can click their name anywhere in the system

and then click the Time Off tab. You also can generate a time off summary for any time period using a

custom report in the REPORTS section.

The Time Off Requests page also shows all employees and their approved time off. By choosing
various options in the dropdowns you can set the display for that page.

Click any Employee name to open the Time Off window for that employee where you can add a new
time off and review all of their time off requests (past and future).

¥ Emplayee
Listed by Date v
Time-Off Requests

1 pending tinpeesfaauact

List b | Each Day (1 Week) v J|Show Employees Wik Part Of The Day Off [y |

4 E=how All Time Off Requests
h:rw Em I ChiEEs '-.-'u'i!h The Entira Da ll'llf

LN Fach Day (1 viveek)
(8MEach Day (4 Weeks)

| HOME  SCHEDULES EMPLOYEES MSWHESW REPORTS  OMMOW  SETTINGS  HELP  SIGN OUT
Li b

A Week of Jul 9, 2007 %@ »>

Ilonalay Tuesday Wednesday Thusday Fridlay Saturday Suniay
Jul 9, 2007 Jul 10, 2007 Jul 11, 2007 Jul 12, 2007 Jul 13, 2007 Jul 14, 2007 Jul 13, 2007

Ran Amo

Related Topics:
e Manager Entered Time Off
e Employee Entered Time Off Requests
e Cannot Work Times vs. Time Off

e Setting Recurring Cannot Work Times
WhenToWork.com Online Scheduling
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Edit / Delete a Time Off

Approved Time Off can be edited or deleted by a Manager (with permission). Time off requests
that are pending approval can also be cancelled by the Employee.

To EDIT a Time Off from the By Employee schedule view
|On the By Employee schedule view]:

e Click the Time Off
e Click the Delete Entry Link next to the time off you want to delete
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To DELETE a Time Off from the By Employee schedule view
[On the By Employee schedule view|:
e Click the Time Off
e Click Edit Entry next to the time off you want to change
e Make desired changes and click the Update Time Off Entry button
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[You also can edit/delete Time Offs from the individual Employee's Details page, time off tab |

WhenToWork.com Online Scheduling
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Using "Shifts" for Time Off

Some users prefer to create "shifts" for time off instead of using the time off section. This may be useful
for a number of reasons:

¢ [t allows employees to see time off for other employees right on their Everyone's Schedule view

e It allows you to create designated types of time off that can be tracked later (ex. Paid Time Off,
Vacation, Sick Day etc.) using the Reports section. Designations can be made using Positions or
Categories (using categories could allow you to prevent employees from seeing the reason for
other's time off on the schedule)

¢ It allows you to create shifts for Pending Time off if you want those to appear on the schedules
also (you can set the paid hours on those shifts to be zero).

e It allows you to enter "paid hours" for time offs so that the total paid hours for the week will include
the paid time off hours

e It allows you to quickly see on all schedule views how many time offs (and pending time offs) you
have each day

Note that handling time off as shifts you can allow employees to submit requests using the time off
system, or you can turn that off on the Settings>Global Employee Permissions page and have the
employees send a message with a request instead.

One drawback of this approach might be that employees could only see future time off Shifts on weeks
that are published.

WhenToWork.com Online Scheduling
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Cannot Work Times vs. Time Off

Cannot Work Times are for times when you do not want AutoFill to assign a certain Employee. They are
normally set by the Manager but you can also let employees choose their own Cannot Work times on your
SETTINGS>GIlobal Employee Permissions page.* Cannot Work times are entered from the "Edit Employee"
window by setting the times or day blocks to Red in the Work Time Preferences grids.

Cannot work time preferences are also viewable when you are manually assigning a shift.

Note: Changing a time to Cannot Work does NOT remove the Employee from any already assigned
shifts - it only prevents them from being assigned at that time in the future by AutofFill.

Time-Off can be requested by employees and can be set for any number of days in a row. Or Time-Off can be set
for partial days off (and even be repeated for up to 15 weeks in a row - which works well for students taking
classes). Managers can enter Time Off from the top menu, or from the Employee details page or by clicking that
Employee on and then their Time Off tab. Creating or approving a time off automatically REMOVES THE
EMPLOYEE FROM ANY OVERLAPPING SHIFT.

AutoFill - Both Cannot Work times and approved Time Off prevent AutoFill from scheduling that person
during those times.

*Import - When you Import a schedule leaving the shifts assigned - any shifts that assigned to an Employee
during their approved Time Off are automatically set to Unassigned. Import DOES NOT unassign
employees based on their Cannot Work times. Cannot Work times are only adhered to by AutoFill.

You can compare your current shifts with current employee Cannot Work times using the ANALYZE SHIFTS
option on the Sortable List page. Sometimes employees may change their preferences after you have
AutoFilled or assigned shifts in the schedule so it is always good to periodically ANALYZE your schedule
weeks to see if any conflicts have come up.

Related Topics:
e Setting Cannot Work Time Preferences
e Manager Entered Time Off

o Employee Entered Time Off Requests
WhenToWork.com Online Scheduling
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Set Cannot Work Times

Managers (with permission to Edit Employees) can set Cannot Work times for each Employee down to
fifteen minute increments for each day of the week and also for specific dates.

AutoFill will not assign the Employee during Cannot Work times. This can be useful, for example, when
an Employee can never work after 10:15 PM etc, or if you want to set the Employee to be off every other
Wednesday. Note: Setting Cannot Work times does not affect any already assigned shifts - only
shifts assigned in the future using AutoFill.

WhenToWork defaults to having the Employees NOT being able to enter their own Cannot Work Times.
You can change this option on the SETTINGS>Global Employee Permissions page and allow
Employees to set their own Cannot Work times.

To set Cannot Work Times for an Employee:

From any page:
e In the top menu click EMPLOYEES to open the Employee List page
e Click the magnifying glass icon next to the Employee's name to open the View
Employee Details window
e Click the Schedule - Preferences Tab
e The "REPEATING Weekly Preferences™ (and "FUTURE REPEATING Preferences")
should be set first (1.) - and then if a certain date is different use the "Date Specific
Preferences" (2.)
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O Q % vona
e i | EY . sy an - M . M ma oA

e Click the Red Cannot Work Button and "paint" the cells that correspond to times this
employee cannot work by clicking and holding down the left mouse button while over the
times (or click day name to color the whole day).

e OR you can load any saved preference templates or use the form to enter times

e Enter all of the Repeating Weekly Cannot Work times (or other "like" or "dislike"
preferences)

http://when2work.com/helpw2w/h-set-recurring.htm



e Click Save Changes
e To set Cannot Work times for specific dates that are different from repeating click the Set
Date Specific Preferences button

REFEATING WEEKLY Praferences for John Aaron

5Se1 DATE SPECIFIC Preferences |

Chek on & reler 1o choose & prefemssss, then "PART the lime blscks

on the grd below with that colar,

Yiou must chck “Save Changes” when done
5AVE Changes

Prefer o

GR Usze this form {e enler preferencas inle the grid.

Cheoze Day: Man_-da}' -

Do [P [ | renc conEnEE
| Preter % Dislike [ Mo Preterence o
waorking || Working | | Preference End: [12am ~][00 =] Add|
Time=12a 1 |2 3 J¢ [& (& [¥ [& |4 r—tr—1y |+ |5 lee |7 [& [8 [ [1n
e N N A e Eiiiiil‘llll[h‘j‘ NIanm NIRRT
Tuzsday
iR ny |
e AIARVARNEN AN NN N Y RN ANARNANN
iy |
SI:JHHIY T ITTI 11 I T T T T T
Sungay

These preferences are setie changs onJul 15
ano7  Se1FUTURE weakly praferences |

|Preference Templatas: ppmean

rama: I— Savem aes Tavnplale

LOAD | SelectA Template -

SAVE Changes

e Click or paint days to set the whole date as Cannot Work.

e Double click a date to set hourly Cannot Work times for that date.

DATE SPECIFIC Preferences for John Aaron

=
Warking

(These preferences gvemide the Weekly Recurring Preferences)

You must click "Save Changes” when done

Clear Save E
Preferences Changes
< June 2030E »
| __sunday | Monday | Tuesday | Wednesday | Thursday | Friday | Satwrday |
1
2 3 4 5 [ T a
9 10 11 15
15 17 13 18 20 21 22 [}
23 24 25 26 i 28 29
kli]
Leave days white 1o use the Weeky Recumng Preferences [
{Gnly change the days thal will be different from recurring) Means the day has hourly preferences. | | Save Changas ]

e Paint times for that date and click the Save Changes button
e The date will appear blue to show special hourly preferences on that day.

o After setting the preferences for that day you can click the COPY Preferences button and

then copy these same preferences to another specific date.

http://when2work.com/helpw2w/h-set-recurring.htm



DATE SPECIFIC Preferences for John Aaron
Tuesday, Jun 18, 2013

You must click "Save Changes™ when done

Repeat for 1 week (this week only) (=] | SAVE CHANGES |
Click on a roller 1o choose a preference, then "PAINT” the | OR Use this form 1o enler praferences into the grid.
time blocks on the grid above with that color. Prafer &
Begin: -
Distike gin: | 12am [=] 00 [=]
Mo Preference End: | 12am E| 00 |E| [.ﬁ-ﬂd]
e | P | & | Cannot Work @ |
Working W-nrl:hu Prcfel?em::u cannot Work
]
T'mf'lizntzsd5&?351ﬂ11ﬂmr]12345&n?3 1w |1
Al
Dy
(_COPY Preferences | | SAVE CHANGES |
[
“lear Custom Preferences For This Day |
Choose a Different Day |

Related Topics:
Cannot Work Times vs. Time Off
Manager Entered Time Off
Employee Entered Time Off Requests
Should | Let Employees Sign In?
Each Employee has a sign-in ID

Sending Employees Sign In Instructions
WhenToWork.com Online Scheduling

http://when2work.com/helpw2w/h-set-recurring.htm



Let Employees See Everyone's Time Off

By default Employee can only see their own time off when they sign in. You can change this option and allow
them to see Everyone's time off.

To allow Employees to see Everyone's ApprovedTime Off:

From any page:
e In the top menu hover over SETTINGS and choose Global Employee Permissions
e Choose Yes for "Can see other Employee's approved Time Off."
e Click the Save Changes button

HOME  SCHEDULES EMPLOYEES TRADES TIME-OFF MESSAGING REPORTS  ON NOW HELP  SKGH OUT
Sample Pharmac Company / My Info & Upload Logo
e S0 My Notifications Email/Tex
Global Employee F't:rrT'liEEI-:lns
. - e Al FLARAG o
Info & Settings || My Motifications [ Employee Permissions 1 Paymenis - Pricing - Billing
Upgrade to Higher Employes Leve
Display Create a New LINKED ACCCOUN]
Can sae SHIFT COLORS an schedules @ Yes O No
Can see CATEGORIES on schedules @ Yes O MNo
Can sae the EMPLOYEE COMMENTS field 1 ¥es @ No
Preferences
Can Set thair own Prefer & Dislike work time PREFEREMCES 2 Yes ' No
Can Set their gem CANNOT WORK times 1 ¥es @ No
Can Set thair Prefarences for POSITIONS @ Yas Mo
Viewing Other Employaes & Their Schedules
Can see EVERYONE'S SCHEDULE" & Yas Mo
(bl your comasponding vidw "CREmnge Layout” link 1o 141 employes Siapli)
Can see UNASSIGHNED SHIFTS on Everyone's Schedule wiews” O Yas @ Mo
Can see POSITION GROUPS in the Filter on Everyone’s Schedule views® ) ¥es @ No
Can see STAFF LIST and MESSAGE OTHER EMPLOYEES® @ Yes Mo
[M 58 1o e - Emplayees TANNGT st avernsne’s ichedule)
LGgn gee Dither Emaoloyes s ALAIL AR T o ves Mo
[ Can see other Emplovess’ approved TIME OFF @ Yes (Mo
I BOmenn ooara
Can Add Entries to the BULLETIN BOARD* @ Yas ) No

Employees can then log in and see a second tab on the Time Off page that displays all approved time off and
the number of pending requests for each day. Employee view of Everyone's Time Off:

http://when2work.com/helpw2w/h-time-off-emp-viewall.htm



.HDHE Schedule Info Prefs Trades Messaging Staff OnNow  Bulletins

Sample Pharmacy

John Aaron
View Everyone's Time Off

[ v Time ot | EVERYONE'sTime Off |

N
o Week of Jul &, 2013"%’: >

Monday Tuesday Wednesday || Thursday Friday Saturday Sunday
Jul 6, 2013 | Jul 7,2013 | Jul &, 2013 Jul9,2013 | Jul 10,2013 || Jul 11,2013 | Jul 12, 2013

June John Aaron
1 pending Clemson Partial Day 2 pending
request requests 1 pending
1 pending Lauren request
request Donson

Related Topics:
Cannot Work Times vs. Time Off
Manager Entered Time Off
Employee Entered Time Off Requests
Should | Let Employees Sign In?
Each Employee has a sign-in ID

Sending Employees Sign In Instructions
WhenToWork.com Online Scheduling

http://when2work.com/helpw2w/h-time-off-emp-viewall.htm
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