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Workforce Portal account set up 
Your designated staffing specialist will email you a link to set up your workforce portal account. Look for 
the email below: 

 

After opening the email, select the link saying “GrapeTree Medical Staffing, Inc. Workforce portal 
Account Setup” 
 

 

 
 
 
 
This will bring you to the Welcome page and prompt you to set up your new account 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

1. Use your primary email address as your username 

2. Password MUST meet all complexity rules listed 

3. Select Save Credentials and this will take you to the 

Home Page 
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Profile set up 
Select the Profile tab at the top of the page 
 

 
Once under the profile section, select Personal. 

 
 

 
Your personal information including Contact Info, Home Address, and Emergency Contact will be listed 
under this section. If you need to make changes to your personal information, please do so under this 
section. 
 

 
 

The Preferences section allows you to update your work preferences, Shift Preferences, and Work 
Locations by selecting the arrow by each section.  
Work Preferences will allow you to select the date you are available to start picking up shifts and the 
position type that you prefer.  
Travel positions will be long term assignments with 1 specific facility.  
PRN positions are as needed shifts from any facilities signed with GrapeTree. 
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Under Shift Preferences you will be able to select which shifts you wish to see when looking for available 
shifts. We recommend mileage be set out to 50 miles to see the most job opportunities in your area.  

 
 

Work Locations allows you to select what states you would like to work in. All states/areas are listed, but 
for the full list of states that we are currently staffing, please reference www.grapetree.com. 

 
 

 
We are not currently using the Credentials or Experience sections. 
 

 

http://www.grapetree.com/
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Requesting Shifts 
Select the Request shift box OR the request shifts tab at the top of the page 
 

 
 
This will bring you to the page to view available shifts 
 
 
 
 
 

 
 

 
 

 

  
To suggest, select the checkbox next to the date you 
want to work.  
Suggestions are a 100% commitment to the shift 

Select Open filters 

Change your mileage preference here 

Change the date range you wish to look for shifts 

View the status of your suggested shifts here 

When you have your filters set to what you want, select Apply Filters 
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When viewing your suggestions 
under the “Requested” filter, make 
sure your mileage filter matches what it 
was when you suggested for the shifts or 
they might not all be listed. 
 
This section is to view the status of your suggestion only. These suggestions are subject to 
change, so the Schedule tab must be referenced to see the most up to date scheduled shifts.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Confirmed means the suggestion has been scheduled. 
Requested means the shift has been submitted, but not 
scheduled 
You can remove a suggestion by selecting the checked box if it 
is still in the Requested status 
If you do not see your suggestion listed, the shift was no longer 
needed or not approved. 
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Schedule and Availability 
Select the Schedule & Availability box OR the Schedule tab at the top of the page 
 

 
 
This will bring you to the page to update your calendar and see what shifts you are scheduled for 
 
 

 
 

Availability - You can update your availability using the sun and moon icons. The full sun means you are 

available for 6-2. The partial sun means you are available for 2-10 and the moon means you are available 

for 10-6. You should mark DNW on the days you know you are not available for any shift. 

  

Select pay period by selecting Next or Previous 

This is what a scheduled shift looks like 

Availability 
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Timesheets 
Select the Time Entry box OR the Time Entry tab at the top of the page. 
 

 

This will take you to the page where you can upload your timesheets to payroll to be paid out. Any shifts 

that are on your calendar will pull over to this section by pay period. Timesheets are due Sunday by 

8:00am to be paid that Friday. 

 

 

 

  

Select pay period by selecting Next or Previous 

4. Create Time sheet 

1. Select the shift(s) you need to upload a timesheet for. 

Each facility requires a separate time sheet, so they also 

need to be uploaded separately.  

2. Upload Timesheet Image 

3. Choose your file - only JPG, JPEG, and PNG files can be uploaded 



  

Workforce Portal Manual 
 

8 
 

 

 

 

 

If you are wanting to be paid sooner than Friday, you need to select the Request Priority Pay box on 

each shift in that pay period. If you have received free Priority Pay or another incentive from your 

staffer, note it in the comment section shown above. 

Any timesheet received after 8:00am will not be processed till the following business day. 

6. You must select this Priority Pay box if you 

are wanting to be paid sooner than Friday.  5. Input your lunch break here, if you 

did not get a break put 0 

4. Select each shift individually to enter details i.e. lunch break 

You can add/remove shifts you are wanting to associate with an image by selecting this option 

7. Save Shift once you have added all 

your information 

If you received an incentive, it must be included here. i.e. free 

Priority Pay, STAT, EPAY, bonuses, extra dollars an hour 
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8. Submit Timesheet  

Once submitted, you will see “Sub”, which means submitted. 
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After submitting your time sheet, you can change the image if something is incorrect. Select the image 
you would like to replace, select Replace, and upload a new image. 
 
Once payroll has started processing your timesheets you will see a “lock” on your shift.  You will 
not be able to make any changes once this appears. 
 
Once your time sheets have been processed, they will be marked “paid”.  


