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Importing/Adding a MakeShift User 
 
Objective: Import/Add a MakeShift User into the system. 

User Security Access Requirements: Company Admin, Location Admin, Dept. Admin 

Beacon User Role:  Home Manager, Trainers, District Directors, VPs, IT Help Desk 

Timeline: By the Trainer prior to orientation and as needed by Managers for scheduling. 

Motive: To ensure employees have access to the MakeShift system and Managers have access to active employees 
within their departments for scheduling functions. 

How To:  

1. Go to https://app.makeshift.ca/ 

2. Enter your credentials then click “Admin Sign In” to log in. 
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3. You are now at the “Dashboard” or MakeShift Home Page 

 
 

4. In the righthand corner of the page you will see a box labeled “Users”.  Click this box. 

 

           

 
 

 

5. A list of all the system users will pop-up. 

 
 

6. You will see a green box in the top righthand corner of the list.  Click “+Add User” 
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7. You are now at the ADP Employee Import page. 

 
 

8. In the “Search” Field enter the employee’s name that you wish to import then hit “enter” on 

your keyboard.  *Tip: You can search by first or last name! 

 
 

9. Click the “Import” button next to the employee you wish to import.  

 
 

**If you do not see the employee in the import list, click on “Refresh Employee List” to 

update.  BE AWARE THIS COULD TAKE 5-10 MINUTES TO COMPLETE.** 
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10. When this is complete, you will see the green import button be replaced with a red 

“Deactivate” button.  And the employee name is now in blue.  Click on the employee name 

to continue. 

 
 

11. You will now be on the employee profile and can add them into your department along 

with their appropriate position and job sites. 

 

 


