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1. Where can I Download the App?

2. Creating an Account

Click ‘I’m a business’ then enter 
a new email and desired password*

Enter your Company Name, Brand 
Name, Contact Name, Phone Number, 
Address, your Industry then include 
the number of individual shifts you 
plan to hire on a weekly basis.

2a 2b

*Passwords must be at least 8 characters long and have at least 1 upper case 
and 1 lower case letter.

http://bit.ly/SYFTAnd



4

Enter your company details in full, including your Company Number, VAT Number, a short 
but detailed description of your company and an email address to send invoices to.

Following that, upload a clear Company picture and then you’re good to go!

2d

After 
Verification

2. Creating an Account [cont.]

2c A member of our team will be in touch shortly to get your account verified and then you 
can start creating jobs. During this time, we recommend that you enable location and full 
notification services for the app in order to make full use of the services provided.

You *must* enter a valid Company Number and VAT Number. If you are a sole trader, 
or not registered with VAT, please enter place holders “00000000” in both fields, and 
then please contact customersuccess@syftapp.com to inform them of doing this, or 
should you encounter any issues.
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3. Creating a Job (First-Time)

Click ‘Create New Job’, choose the Venue location or create a new one (in this example, 
we will make a new one); Tap ‘Create Venue’, give a name for the Venue, an address 
and any applicable access instructions then ‘Create’. Next, select dates for this job, add 
optional Event Details and then select ‘Add Role’.

Choose the desired roles for the event, select the required skills for the event, how 
many workers are needed, the rate of pay, a short description of the role, along with the 
uniform required.

3a

3b

Please be as detailed as you can with uniform requirements. Should you require workers 
to wear a custom uniform, please describe it clearly and upload a photo of the garments. 
When including required skills for the role, be sure to only include those needed as the 
more skills selected, the smaller the number of potential job seekers available to you.

Examples would be;
Job Description - Venue setup and breakdown, heavy lifing, counter service, cleaning etc.
Uniform/Grooming Standards - No nail polish, tattoos or ear piercings etc.
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3d Add more roles if needed, otherwise, hit ‘Continue’. You are also able to ‘Save as Template’ 
if you have similar events to this in the future.

3. Creating a Job [cont.]

3c Confirm the times and dates of the shifts and select an Area (if required) followed by 
adding a P.O. Number, if you would like to include one. This P.O. Number can be any 
identifying word/number that will be used for invoicing - feel free to use your own 
in-house reference numbers.

Shifts for all roles have a minimum shift time of 4 hours.
Shifts for chef roles have a minimum shift time of 6 hours.
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3. Create a Job [cont.]

Review the Summary and then hit ‘Continue’. If you have a Promo Code, you can also 
enter it here. 

3e
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4. Making an Offer

There are three options when making a job offer; 
1) ‘Let Syft do the work’, which offers out to our best workers.
2) Offer to Your Network.
3) Browse and Offer to Individuals.

If you select ‘Let Syft do the work’, Syft will offer out the job to workers who are available 
and most closely suited to the role you have detailed.

4a

4b

4c If you select ‘Your Network’, your job will be put forward only to those workers found 
in your trusted ‘My Staff’ network.

If you decide to browse individuals, Syft will pull up all available skilled workers for the 
selected time period. Simply select the workers needed then choose ‘Offer’.

4d

If you wish to cancel individual staff who are booked onto a shift, please email 
customersuccess@syftapp.com to correct this issue.

If a worker cancels a booked shift, simply offer out to more workers and it 
should be filled in due course.
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5. The QR Scanner: What is It and Why Use It?

The QR Scanner functionality built into the Syft app helps employers to quickly clock staff 
in/out and accurately creates automated timesheets for approval post-shift. To begin, first 
tap the ‘Scanner’ button on the top menu.

Tap ‘Grant’ and then ‘Allow’ to let Syft access the camera.

5a

5b
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6. The QR Scanner: Clock Staff In / Out

6a With permission granted, you can now use the QR Scanner to clock staff in and out of 
their shifts as well as record break times by scanning the QR code on the worker’s app.

By using the QR Scanner, you will save time to accept staff onto the shift as well as 
save time by automatically generating a digital timesheet for you post-shift.

If you use the Scanner to clock staff in and out of shifts, you will *not* be 
able to alter shift times later. Should you need to do this, please contact us at: 
customersuccess@syftapp.com
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7. Messaging Workers

7a

7b

Within the Syft app, we provide a messaging functionality in order for employers and 
workers to be able to directly contact each other with shift updates, uniform changes 
etc. When attempting to contact workers booked on your shifts, first, open the shift in 
question, choose the workers you wish to contact and tap ‘Message’ – you may then 
proceed to type and send your message.

Having sent a message, you can track your 
communications in the Messages tab. Here, messages 
will be sorted by worker and can be searched through 
in order to find specific workers and messages.

Should you need to 
update the details 
of a shift, be it start/
end times, uniform 
or something else - 
once the details have 
been updated, we 
recommend that you 
message all affected 
staff to inform them 
regarding what changes 
have taken place to the 
shift(s) that they are 
booked for.
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8. Alerts

8a The Alerts functionality is a vital area where an employer can keep track of all staff 
who have applied/accepted/refused or booked a shift with your company. To view 
your notfications, simply tap the ‘Alerts’ tab to bring up all available alerts. Tapping on 
them will take you to the relevant job/workers associated with the alert message.
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9. Rating Your Staff

9a Informing Syft and other employers of a worker’s performance is essential in order to 
ensure the highest quality of staff on the platform. To make sure that this happens, we allow 
employers to rate workers individually post-shift on their performance and skills displayed.

After the shift has ended, you will be able to rate the workers who attended the shift. 
Firstly, tap the button labelled ‘Rate Workers’ and then select the worker of your choice. 
You also have the ability to search for a specific worker if they displayed certain outstanding 
qualities during the shift.
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9. Rating Your Staff [cont.]

9b Once you tap a specific worker, a rating screen will appear - select the skills they 
performed and then rate from 1 to 5 stars. Be sure to add any new skills that they 
displayed during the course of the respective shift. You also have the ability to leave 
them a comment - some constructive feedback would be perfect in order to help our 
workers develop their range of skills and work experience whilst on the Syft platform.

Workers that you rate 5 stars will be automatically added to your ‘My Staff’ network 
so that you can offer future jobs to them quickly.
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10. Timesheet-related Actions

10a

10b

10c

In the ‘My Jobs’ section, upon completion of a job, you will see jobs that require pending 
Timesheet approval.

After tapping these entries, you will be taken to the specific Job, where you can tap
‘Timesheet’ and have the ability to see the cost per worker, to edit the times worked (if you 
did not use the QR function) and also the ability to ‘Approve All’ timesheets for the job.

In this section, you will be able to Export the Timesheet as a .csv file to the email 
address of your choice.

Timesheets must be approved by 1800 every Monday for prompt invoicing. If this has 
not been done, you will be invoiced based on what is registered on the app at the time.
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11. Managing Your Staff (“My Staff”)

11a

11b

The ‘My Staff’ section of your profile is a crucial part of the app that helps you to keep 
track of workers you have rated 5 stars on previous shifts. Once added to ‘My Staff’, you 
will be able to offer out jobs exclusively to these workers - ensuring you get the same 
high quality of work you had received in previous shifts. The ‘My Staff’ section also has 
search functionality to seek out specific workers, check ratings and more.

To add additional staff, simply tap ‘Add Staff’, select the job type you are looking for 
and input a name if there is a particular person you would like to find, otherwise, scroll 
through our workers and select as many or as few as you like. Following this, tap ‘Add 
Selected’ and then you will see them featured on your profile.

To remove staff, simply tap into your ‘My Staff’ section, select the workers you wish 
to remove and select ‘Remove from My Staff’ in their profile.
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12. Creating a New Venue on the Profile page

12a

12c

In the ‘Profile’ section, tap the ‘Add Venue’ button to bring up the New Venue 
field – enter the required information here. If you are happy with this information, 
please select ‘Create’.

Once all information has been entered and checked, please tap ‘Save’ and you will then 
have a new venue to select when creating new jobs in future.

12b If the Venue requires an additional area adding, please tap ‘Add Area’ to bring up the 
New Area field – enter the required information here.
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13. Adding a P.O. Number

13a You have the ability to add a P.O. Number to a job during creating. However, if you would 
like to add at a later stage, simply head to the My Jobs section, select the job you would like 
to add a P.O. Number to, then select the shift before scrolling down, entering the number 
then tapping ‘Save’.

If you do not have a P.O. Number, or have different invoicing requirements, 
you can enter it here.

For example;
“By event - P.O. XXXXXXXX”
“By venue - P.O. XXXXXXXX”
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14. Additional resources

14a We have an FAQ Page, specifically for employers, which can be found here 
(https://syft.zendesk.com/hc/en-us).

Furthermore, we have a number of step-by-step tutorial videos which can be found here 
(https://syftapp.com/employer-user-manuals/).

If you would like further support from Syft, please contact the Customer Success 
Team at: customersuccess@syftapp.com or call 0203 322 5678.

Our opening hours are:
Monday - Friday: 0700-2230
Saturday: 0700-2100
Sunday: 0800-1800

If you wish to share your Syft employer log-in details within your company, there is no 
need to create a new account each time a user signs into the service; simply enter your 
company’s log-in details on the Sign In screen. Companies with multiple users are able 
to be signed into their Syft account simultaneously.

Please be sure to keep the app up-to-date by downloading the latest version from 
the App Store/Google Play Store.

https://syft.zendesk.com/hc/en-us/categories/115000097869-Employers
https://syftapp.com/employer-user-manuals/
mailto:customersuccess%40syftapp.com?subject=Syft%20Account%20Management%20iOS


www.syftapp.com
support@syftapp.com

Happy Syfting!


