
How to upload your 
When 2 Work schedule 
to your phone calendar

Yay for keeping track of life!



Step 1: Open 
When 2 Work and 

Launch the Full 
Version

Note: You cannot 
do this from the 
app, it must be 

done in the 
full/desktop 

version



Step 2: Note this 
screen and press 

"Settings"



Step 3: Click 
settings and 
select "My 
Notifications 
Email/Text



Step 4: Navigate to 
the "Info" tab



Step 5: Click 
on the 
Calendar icon 
and follow the 
prompts.



Step 6: 
Create your 
preferred 
calendar
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