
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!	
	
!"#$%	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.	
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