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Home / FAQ / How do I change my employee’s myWorkforce login?

How do I change my employee’s myWorkforce login?

To generate or edit existing myWorkforce credentials, go to Labor >

Employees > Employees and click the blue arrow to the far right of the
employee record.

On the Employment Info tab, locate the myWorkforce section in the lower
right-hand corner of the screen.
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1. Indicate whether the employee wishes to receive Alerts by Email

and/or Alert by Text.
1. At least one of these options must be selected for employees to

receive schedule or messages notifications.
2. An email and/or phone number must be provided on the Personal

Info tab for notifications to be sent.
2. Generate Login username or create a Customer Login username.
3. Generate Password or create a Customer Password. If you create a

custom password, Confirm Customer Password.
4. Choose whether to print a PDF copy of the employee’s login credentials,

or Share Credentials. A fly-out prompts you to select one or both
methods of notification. You can also confirm contact information. Once
done, click Send.



Once you select alert methods and login credentials, Save the employee
record.
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