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E-Mail & Text Message Notifications 
  

To review/edit an Employee's notifications:  

If an employee's e-mail has been entered it is normally defaulted to only "Forward my WhenToWork Messages" 
which means that new schedules and change to schedule notices would be forwarded to their email. 

Employees can log in and add email and text message addresses and check off what events trigger a 
notification to each address. 

Managers (with permission to edit employees) can edit the employee notifications from the Edit Employee page.
  

From any page 
In the top menu click EMPLOYEES to go to the Employee list page  
Click on the employee name to open the View Employee Details window (1.)  
Be sure you are on the Information tab (2.)  
Click the Edit Notifications link (3.)  
Click the Select/Add Notifications next to the email address (4.) or to add a new address click 

one of the Add New Address links to open the Notification Address Settings window  

 

Enter the email or text address and check the box next to "Use as Reply To" address if 
the email address is okay for other employees and manager to view and use when replying 



Related Topics:  
Preventing or Missed E-Mail Notices  

to forwarded WhenToWork messages. Note Many of these options can result in a high 
volume of emails or text messages. Normally employees should sign in and set up their 
own notifications because they can result in the employee being charged fees by their cell 
phone carrier for each text message received)  

Set whether it is an email or text message address (text message addresses receive 
shorter messages and require verification before going into effect)  

Check off which notifications you want the the employee to receive 
Click Save  
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E-Mail Addresses Marked "Invalid"  
  

To review your Employees' email addresses:  

If an employee's e-mail has been marked as "invalid" you will see a notice in the "What's New" section on the 
manager home page. 

IMPORTANT: if an address is marked Invalid it means it was entered incorrectly and WhenToWork was notified 
and told to remove the address.  Please check carefully and be sure the address is correct before entering it 
again.  

Periodically you should check your Employees list page and be sure that none of your employee E-mail 
addresses have been changed to start with "Invalid." If this happens it means e-mails sent to that address have 
been returned to WhenToWork as undeliverable. Please check the address and enter it again and make sure 
the employee does not have e-mail problems such as spam filters that prevent e-mails from coming through, 
mailbox being full etc.  
 

From any page 
In the top menu click EMPLOYEES to go to the Employees list page  
Review the list to be sure none of the e-mails have "Invalid" in front of them  

If the e-mails column is not visible click the "Select Columns to View" link in the upper left 
of the page  

put a check next to E-mail  
Click Update Display button  

To correct any e-mail click on the pencil icon next to the employee name to open the Edit 
Employee window - and click the Edit Notifications link  

Click Save (or Save & Next to go to the next Employee)  
  



Related Topics:  
Preventing or Missed E-Mail Notices  
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User not receiving e-mails.  
  
If an employee or manager is not receiving e-mails sent from WhenToWork, a spam filter in their e-mail program 
likely is stopping the messages. Sometimes the spam filters will allow some e-mails from us but not others, 
depending on the content of the text. 

Have the user check their e-mail program and be sure it is set to always accept messages from 
When2Work.com and WhenToWork.com 

HOTMAIL users note that messages from When2Work may end up in the Deleted folder - be sure that Hotmail 
is NOT set to automatically purge the deleted e-mails. Once Hotmail is reset to retain deleted messages in the 
Deleted folder then messages can be retrieved from the Deleted folder and marked as NOT SPAM so that they 
go to the Inbox in the future. 
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Employees Are Not Required to Have E-Mail  
  

  
Related Topics:  

Employees Sign In Instructions  
Should I Let Employees Sign In?  
Each Employee has a sign-in ID  
Sending Employees Sign In Instructions  
How Employee Work Time Preferences are Used  
Controlling what Employees View/Do  

WhenToWork does not require employees to have an E-mail address. Employees without E-mail can still sign in 
to WhenToWork to check their schedules, send messages to managers and employees, request time off etc. 
 
You can print sign in instructions for employees who do not have e-mail. 
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