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'ÅÔÔÉÎÇ 3ÔÁÒÔÅÄ

.ÅØÔȟ ÄÏ×ÎÌÏÁÄ ÔÈÅ ÁÐÐ ÔÏ 
ÁÃÃÅÓÓ ÉÎÆÏÒÍÁÔÉÏÎ ÁÂÏÕÔ ÙÏÕÒ 
ÐÅÒÓÏÎÁÌ ÓÈÉÆÔÓȢ 5ÓÅ ÔÈÅ ÌÉÎËÓ ÉÎ 
ÔÈÅ ÅÍÁÉÌ ÔÏ ÆÉÎÄ ÔÈÅ ÁÐÐ ÏÎ 
ÙÏÕÒ ÄÅÖÉÃÅȭÓ ÁÐÐ ÓÔÏÒÅȢ

!Ô !ÍÅÒÉÃÁÎ 0ÏÏÌ ×Å ÕÓÅ ×ÏÒËÆÏÒÃÅȢÃÏÍ ÆÏÒ ÏÕÒ ÅÍÐÌÏÙÅÅ ÓÃÈÅÄÕÌÉÎÇȢ 
(ÅÒÅ ÙÏÕ ×ÉÌÌ ÆÉÎÄ ÔÈÅ ÉÎÆÏÒÍÁÔÉÏÎ ÏÎ ÈÏ× ÔÏ ÄÏ×ÎÌÏÁÄ ÁÎÄ ÎÁÖÉÇÁÔÅ ÔÈÅ 
ÁÐÐ ÓÏ ÙÏÕ ÃÁÎ ÖÉÅ× ÙÏÕÒ ÓÃÈÅÄÕÌÅȟ ÃÌÏÃË ÉÎ ÁÎÄ ÏÕÔȟ ÒÅÑÕÅÓÔ ÔÉÍÅ ÏÆÆȟ 

ÃÌÁÉÍ ÏÐÅÎ ÓÈÉÆÔÓȟ ÁÎÄ ÍÕÃÈ ÍÏÒÅȢ

ΨȢ $Ï×ÎÌÏÁÄ ÔÈÅ !ÐÐ

You will need to set your password 
to confirm your workforce account. 
Look out for an email ÔÉÔÌÅÄ Ȱ9ÏÕȭÖÅ 
ÂÅÅÎ ÉÎÖÉÔÅÄ ÔÏ ÕÓÅ 7ÏÒËÆÏÒÃÅȱ

Contact your Staffing Coordinator if 
youhavenot receivedit.

1. Set your password

Getting Started

Χ
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Ψ

#ÈÅÃËÉÎÇ 9ÏÕÒ 
3ÃÈÅÄÕÌÅ

Your shifts will become visible on the mobile app as soon as your 
manager publishes your schedule.

Your manager may also send an email and/or SMS from Workforce 
with your schedule, but you can always find your published shifts in 
the app. 

On the mobile app, your roster will display on the work tab and your 
next shift on the overview tab:

ɉ3×ÉÐÅ ÌÅÆÔȾÒÉÇÈÔ 
ÔÏ ÂÒÏ×ÓÅ ×ÅÅËÓɊ
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#ÌÏÃËÉÎÇ )Î Ǫ /ÕÔ

мΦ {ƛƎƴ ƛƴǘƻ ǘƘŜ aƻōƛƭŜ !ǇǇ ŀƴŘ ǘŀǇ ƻƴ hǾŜǊǾƛŜǿ

2. Tap GPS Clock-in and accept the permissionson the screen that 
follows. Failing to accept permissions will cause your punch to fail.
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#ÌÏÃËÉÎÇ )Î Ǫ /ÕÔ
ÃÏÎÔÉÎÕÅÄȢȢ

оΦ {ŜƭŜŎǘ ǘƘŜ/ƭƻŎƪ LƴƻǊ/ƭƻŎƪ hǳǘ 
ōǳǘǘƻƴ ƻƴǘƘŜōƻǘǘƻƳƻŦǘƘŜ ǎŎǊŜŜƴΦ

пΦ wŜǾƛŜǿ ǘƘŜ hǾŜǊǾƛŜǿǇŀƎŜ ǘƻ 
ŜƴǎǳǊŜ ȅƻǳǊ ǇǳƴŎƘ ǿŀǎ ǊŜŎƻǊŘŜŘΦ


