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1. Where can I access Syft on my computer?

On the Portal page, upon clicking 
‘Sign up’, you will be able to enter 
your Contact and Company Details, 
Sector, Hiring Requirements and 
more.

After submitting this information, a 
member of our team will be in touch 
shortly to get your account verified 
and following this, you will be able 
to log into your account on
desktop and mobile devices.

2a

https://portal.syftapp.com
*We recommend visiting the following URL and bookmarking it for future use.

After set-up, please navigate 
to ‘Settings’ located in the top-
right corner and input/confirm all 
Company Details including Address, 
Company Number and VAT Number. 
You will also be prompted to enter a 
company logo as a Profile Picture so 
be sure to add this as well.

2b

2. Creating an Account

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

Click the ‘Post a job’ button and select 
if the job is newly created or from a 
template. In this example, we will create 
a new job. The next screen will ask 
whether this job is an event or not. You 
can create an event if this particular 
job will reoccur in the future for easier 
selection/job creation. If this is the 
case, please provide an event name and 
description. Otherwise, add a venue to 
the job description, select the dates for 
the job and then add a role(s).

Select the staff roles and skills needed, 
the required number of people, pay-
rate, a detailed job description and 
finally, select the necessary uniform; 
here, you are able to add your own 
custom uniform too, if required. 
Following that, hit ‘Next’.

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 workers available to you.

Examples would be;
Job Description - Venue setup and breakdown, heavy lifting, counter service, cleaning etc.
Uniform/Grooming Standards - Clean shaven, no nail polish, tattoos or ear piercings etc.
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3. Creating a Job [cont.]

Input the shift times for the job dates selected. Following that, click ‘Add’. You are then able 
to ‘Save as Template’ if you have similar job postings to this in future. Following this, you 
will be able to see a summary of the job posting before going live and then after clicking 
‘Next’, you will be able to offer the job to your workers.

3c

When inputting shift times into the job listing, you will be allowed to check a box 
allowing for individual booking of shifts.

Please check this box if you would like to make the shift more flexible and have a 
better chance of it being filled.

Keep the box unchecked if you would like to ensure the same workers for all shifts.
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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 Staff’
3) Browse and Offer to Individuals

4a

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.

4b

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

4d

4c If you select ‘Offer to Your Staff’, your job will be put forward only to those workers 
found in your trusted ‘My Staff’ network.
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4. Making an Offer [cont.]

After offering the job out, the listing will be completed. You will be taken back to the main 
‘Schedule’ screen where you will be able to enter the job listing by clicking on it as shown 
below. There, you will be able to further edit the job, view upcoming timesheets, edit the 
P.O. Number for the job and check/confirm who is listed as working for the shift(s).

4e
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5. Messaging Workers

Within the Syft Web Portal, 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, click on the ‘Inbox’ 
heading at the top of the page, select ‘New Message’, the job that you wish to message 
about and then the worker on the app you need to communicate with. Next, type the 
message and click ‘Send’.

5a

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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6. Alerts

The Alerts functionality is a vital area where an Employer can keep track of all workers 
who have applied/accepted/refused or booked a shift. To view your notifications, simply 
click the bell icon in the top right corner of the screen to see a drop-down window of all 
alerts. Clicking an individual alert in this window will take you to the relevant job/workers 
associated with the selected alert message.

6a
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7. Rating Your Staff
Staying informed 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. Once 
the shift has ended, click the pink bar prompt on the ‘Schedule’ page to be taken to the 
relevant shift.

There, you will be able to click on ‘Rate Team’ to rate them as a whole as well as provide 
individual ratings to workers that you feel displayed an excellent work ethic or skills in the 
role. In the ‘Rate and Review’ section, you can provide a 1~5 star review of the worker 
as well as include a comment and list skills performed on the job - some constructive 
feedback would be perfect in order to help your workers develop their range of skills and 
work experience whilst on the Syft platform.

7a
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8. Timesheet-related Actions
In the ‘Schedule’ section, upon completion of a job, you will see jobs that require pending 
Timesheet approval, highlighted at the top of the page. Clicking on these will take you to 
the related jobs. Here, you can click ‘Timesheet’ and have the ability to see the cost per 
worker, to edit the times worked (if you did not use the QR functon) and also the ability 
to ‘Approve All’ timesheets for the job. In this secton, you will be able to Export the 
Timesheet as a .csv file to the email address of your choice.

8a
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9. Managing Your Staff (“My Staff”)
The ‘Staff’ section of your profile is a crucial part of your account 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 ‘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.

9a

To remove staff, simply click into your ‘Staff’ section of your profile, search for the workers you 
would like to remove and select ‘Remove from staff’ in their profile.9b



13

10. Creating a New Venue on the Profile page
To add a new venue to be used in job creation, simply navigate to the ‘Venues’ heading 
at the top of the page. Here, you will shown a list of venues that you have previously 
registered and have the ability to click on these individual locations to edit/update/delete 
venue information.

When creating a new venue, simply click the ‘+ Add New Venue’ button and input 
all necessary information. If the venue is large and has distinct working areas, we 
recommend placing these in the venue listing as a New Area, for example, Lower Bar 
Area, Upper Bar Area, Cloakroom etc. Provide any additional access instructions then 
click ‘Create’ to generate the venue and it will immediately be able to be selected 
during the job creation process.

10a

10b
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11. Finance
When needing to generate payroll documents, click on the ‘Finance’ heading at the top 
of the page. Here, you will be able to generate finance reports in a .csv format and alter 
various fields including the ability to breakdown reports for particular areas in particular 
venues, a breakdown per manager or even per job role. The chosen report can then be 
emailed to an address of your choice for further internal processing.

11a
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12. Multiple Logins for Staffing Managers

12a If you have several staff members who need to use the platform, you are able to assign 
responsibilities depending on their job level in the ‘Staffing Managers’ section, found in 
‘Settings’. This is a great way to share Syft account access within your business, based on 
their roles; HR, Operations, Onsite supervisors, Finance etc.

First, select ‘Add staffing manager’, enter the desired email address of the staff manager 
you wish to assign responsibilities to, then select what those responsibilities will be. 
Once invited, the staff manager will receive an email to set up an account on Syft and 
access to the pre-approved areas of the platform.

- ‘All permissions’ will grant access to ALL functions on the Syft platform for your
company - only select this for trusted Admin Manager staff level and above.

- ‘Manage Venues’ will grant access to manage and edit all venue-related functions for
your company including, but not limited to, approving timesheets, scanning workers,
viewing financial information and more.

- ‘Manage all workers’ will grant access to manage, edit and delete workers saved in
your Staff pool.

- ‘Manage financial informaton’ will grant access to generate, view and export financial
information reports across all venues.

12b If you would like to assign responsibilities and access on a per-venue basis, simply click 
‘Add Venue’, select the venue at which the staff member works then select the desired 
options for that specific Venue. For example, above you can see that the Manager being 
added has the ability to create and edit jobs whilst also being able to scan workers in 
and out of shifs. They are not able to view any financial information nor are they able to 
edit or approve timesheets for workers
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13. Additional Resources

13a 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:

Email: customersuccess@syftapp.com
Telephone: 0203 322 5678

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



www.syftapp.com
support@syftapp.com

Happy Syfting!




