Dropping/Trading/Picking up shifts on WhentoWork can be a little confusing the first time you do it. This guide
(with pictures) gives you a step by step way to add one of your shifts to the tradeboard and pick up shifts from
other U-Rec employees!

NOTE: The following images are taken for a trade of an IM basketball shift, but the process is the same for any
position within the U-Rec.

How to Drop/Trade shifts on WhentoWork

STEP 1: Finding your shifts
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STEP 2: Choosing your shift
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STEP 3: Putting it on the tradeboard
x Close
My Shift Details
Tue Feb 27, 2018 3pm -4pm
Posion 1M Referse Select
Paid Hours 1.0 Add shift to tradeboard
Category

Descrigion Basketball - Floor Ref

Info & Options
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STEP 4: Choosing to trade or drop

Add My Shift To Tradeboard

Feb 27,2018 3pm - 4pm
Position IM Referee
Description Basketball - Floor Ref
1 would like to
O Trade
Drop
Either

Select whether you want to trade, drop or
either
- Trade = completely trade shifts
- Drop = ability to just “pick up” a shift”
without trading
- Either = trade or drop

Step 5: Confirming the trade/drop
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After you hit “Add” the window will close and
take you here. From here, you can confirm your
drop/trade by clicking on
Week under Tradeboard



STEP 6: Adjusting your trade/drop
(NOTE: IM uses GroupMe, but your department may use a different group messaging system).
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Monday - Feb-26
Tuesday - Feb-27

Wednesday - Feb-28

Thursday - Mar-1

Friday - Mar-2

Saturday - Mar-3

Sunday - Mar-4 Here is the shift that you added. You can click
on it to change whetherit is a trade or drop.

The final step would be to send out a message

on GroupMe for someone to trade/pick up your
shift.

Hinaceoinnad and Auailahin Chifte

How to Pickup shifts on WhentoWork

STEP 1: FIND AVAILABLE SHIFTS
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Monday - Feb-26
Tuesday - Feb-27

Wednesday - Feb-28

Thursday - Mar-1

Friday - Mar-2

Saturday - Mar-3

Sunday - Mar-4 Click on the shift you want to pick up.
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STEP 3: REQUEST THAT SHIFT



Open Shift

Mar 5, 2018 12:45pm - 2pm
Pald Hours: 1,25
Position: Front Desk Ationdant

Description: Click
Ontions Click here to request this shift

¥ Click here 1o request this shift 4=

E3 Message manager a queston about this shift



