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Overview 
 

What is MyWorkforce (MWF) and what can I do with it? 

MWF is a web-site that will let you: 

1. View your schedule 

2. Request schedule changes 

3. Request Time Off 

4. Request Permanent Unavailability 

5. Send/Receive messages from managers and other employees 

6. See a roster of employees who work in your restaurant  

7. View your time punches 

8. Manage your personal information  

 

How do I access MWF? 

MWF may be accessed with a web browser or a smart-phone with web browsing capability. 

Enter this address in your browser software: 

www.myworkforce.me   

When the Sign In box appears, enter the Username and Password you were provided by your manager.   

 

You may want to bookmark this address for further use. 

 

Enter this in Customer field: 

_______________________ 

http://www.myworkforce.me/
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The MyWorkforce Menu 

MWF will look different on different devices.  It will look one way in a browser on a PC and a different 

way on your smart-phone or tablet but the functionality is the same, regardless of your device.  This 

guide will be showing screens from a browser on a PC. 

The image below shows the menu you will see at the top after logging in.  If you have a new message, 

you will be taken to the messaging screen when you first login.  Otherwise, you will be taken to “My 

Schedule”. 

 

My Schedule 
This area shows your schedule for the current week and future weeks.  You can choose the week to view 

by using the drop down menu at the top. 

 

 

 

 

 

 

Download Weekly Schedule – Clicking this 

option will prompt you to download a full copy 

of the schedule for all employees.  ***This 

feature may or may not be available 

depending on your company. 

 

Swap/Drop/Keep shifts – See below for 

details on Schedule Change Requests. 
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Schedule Change Requests 

The My Schedule screen offers three options for each shift: Swap, Drop, and Keep.   

Note: Schedule Change Requests are only requests.  The other employee must accept the request and a 

manager must give final approval before the schedule is changed.  You will be notified during each step 

of this process.  Until a manager has given final approval, you are still on the schedule for your original 

shift. 

 

 

 

 

 

 

 

 

 

 

 

Swap – Offer to swap this shift for another 

shift.  This will take you to a list of available 

shifts to swap for.  You may request multiple 

shifts, but only one can be approved by a 

manager.  If you choose “Offer Shift to 

Everyone”, the system will send out a 

notification to everyone who works that job 

letting them know you are trying to swap your 

shift.  They can then log in and offer you the 

shifts they are willing to swap for. 

 

Swap/Drop/Keep shifts – See below for 

details on Schedule Change Requests. 

Drop - If you would rather release your 

shift without picking up another shift, 

use this option to send notifications to 

employees eligible to work your shift.   

Keep – If you decide to keep your shift after 

offering a swap or drop request, use this option 

to cancel the request.  ***Once a manager has 

approved the schedule change, you can no 

longer keep your shift.  
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Requests Menu 

The Requests menu is used to enter Time Off Requests, Unavailability Requests, Pick Up Shifts, or View 

Pending Requests. 

My Requests 

Use this screen to view and manage your pending requests for schedule changes, time off, or 

unavailability. 

Requests Needing My Attention – This area shows shift change requests that others have made to you.  

You must accept or reject these requests. 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the above example, you have two outstanding requests.  

The first request is to swap shifts.  The second request is to pick up a shift (without giving up a shift in 

return).  Accepting either request will notify a manager for review.  The schedule does not change 

until the manager gives final approval. 
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Pending Shift Requests – This area shows shift change requests you have made to others.  These 

requests are currently pending.  Once approved (or rejected), they will be removed from this area, and 

any changes to the schedule will be reflected in the My Schedule screen.  Approval and rejection notices 

will be sent via text/e-mail notification if you are signed up for them (My InfoProfile).  You may cancel 

the request at any time, up to the point a manager approves the change.  Once a manager approves the 

change, it can no longer be canceled. 

 

 

Time Off Requests – This area shows requests you have made for time off.  The status shows Approved, 

Pending, or Denied, depending on the manager’s response to the request.  See “Request Time Off” 

below for more information on Time Off Requests. 

  

 

 

You may withdraw your request at any 

time by clicking on the ‘Cancel’ button. 
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Unavailability Requests – This area shows requests you have made for Unavailability.  The status shows 

Approved or Pending, depending on the manager’s response to the request.  Denied unavailability 

requests will not show up here, but you will receive a notification if a request is denied. 

 

 

Pick Up Shifts 

Use this screen to try and pick up available shifts.  The list will include any shifts dropped by other 

employees to all, as well as house shifts the manager has made available for anyone to pick up.  Any 

shifts you pick up here (employee or house shifts) must be approved by a manager. 

 

If you pick up a shift but change your mind, click “Cancel Pick Up”.  You may do this up to the point at 

which a manager approves the change.  Once a manager approves the change, it can no longer be 

canceled. 

 

To change the days/times of your request, 

click “Change”.  All changes must be 

approved by a manager.  You may 

withdraw your request at any time  by 

clicking on the ‘Cancel’ button. 
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Request Time Off 

Use this screen to request time off.  Time Off requests are one-time events.  An example of a time off 

request would be taking a vacation, or going to a concert.  To request permanent unavailability (need off 

the same day and time every week), go to Request Unavailability. 

 

 

Request Unavailability 

Use this screen to request unavailability.  Unavailability requests are for permanent unavailability (if you 

need off the same day/time every week).  An example of an unavailability request would be if you have 

school or work another job the same time every week.   

 

   

 

 

You can request off for One Day, Two 

Days, or Part of a Day (just Lunch or 

Dinner).  If you choose “Other” as the 

length, you must specify the exact 

starting/ending time of the request.  This 

would typically be used for requests 

longer than two days. 

You will be notified by text/e-mail of the 

manager response (approve or deny). 

You may set an effective date range of the 

request, if it only applies to a certain time 

period (ex: if you only need Tuesdays off 

for the spring semester, the effective date 

range would be January to May).  Without 

an effective date range, the request will 

remain in effect until you or a manager 

goes in to change it. 

You will be notified by text/e-mail of the 

manager response (approve or deny). 
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Messages Screen 

The messages screen allows you to view and send messages to/from other employees and managers.  

You may consider using this feature instead of giving out your phone number or e-mail to other 

employees.  Note: You may or may not be able to send messages, depending on the setup of your 

system. 

The messaging feature works like an e-mail inbox.  You can click on a message to reply, and delete a 

message by marking it and clicking the Delete button at the top.  Unread messages are highlighted.  To 

create a new message, click on Compose at the top.  You may only send a message to one employee at a 

time unless you’ve been designated for broadcast messaging by your database administrator. 

 

If you find a message to be offensive, click ‘Report Abuse’ and the message will be sent to your database 

administrator. 
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Roster Screen 

The Roster lists the phone number and e-mail address for all active employees in the store.  Each 

employee can choose whether their information is public in their profile (My Info-->Profile) 
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Time Punches Screen 

Click on Time Punches and you will immediately see a list of time punches over the past two weeks.  The 

punches have been pulled in from the point-of-sale system at the restaurant.  If you’d like to see 

punches from a different time range, you can change the From and To date.   

Show Modified Time Punches – Check this box if you want to see any punches that were modified by a 

manager.  This will display the original, unedited time punch along with the modified punch. 

 

 

 

 

 

 

 

 

 

 



 

All Contents © Compeat 2000-2015. All Rights Reserved. Page | 13 

 

My Info Menu 

The My Info menu allows you to change your personal profile information (including how and when you 

receive text/e-mail alerts), change your password, or download your W-2’s and paystubs (Compeat 

Payroll customers only).  

Profile 

Street address/E-mail/Phone/Emergency Contacts – Verify your contact information and update if 

necessary.  E-mail address and mobile phone are especially important because that is where your 

schedule notifications are sent to. 

Preferences – Choose how you would like to receive schedule notifications (by text, e-mail, or both).  

Checking “Swap Requests to All” or “Dropped Shifts to All” means you will receive notifications when 

another employee tries to drop or swap their shift and offers it to anyone who is available.  If you only 

want to receive notifications when someone offers a direct drop/swap with you, make sure to uncheck 

these options.  Check “House Shifts Are Available” if you want to receive a notification when a house 

shift becomes available. 

Include my info on roster – Choose which of your contact information you would like to make public to 

other employees, if any.  This will show up on other employees’ roster page.  Don’t forget, you can use 

MyWorkforce messaging as a source of communication if you don’t want to make your contact info 

public. 
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Change Password  

Use this tool if you’d like to change your MyWorkforce password. 

 

 

Print My W-2 (Compeat Payroll customers only) 

Use this to print your W-2. 

 

Print My Paystubs (Compeat Payroll customers only) 

Use this to print your paystubs. 
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How Do I? 

If you are more of a visual learner, the How Do I? tab has a 7 minute video on how to use the site. 
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