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Introduction to the Craft Team Member Workbench 
 

Overview 

The Craft Team Member Workbench allows team members to view Human Resources, Payroll, and 
Timekeeping information and complete appliable tasks.  

Note: You must have your Mortenson Network access set up prior to accessing the Craft Team Member 
Workbench. If you do not have your access set up, or are running onto log in issues, contact the ITS Help 
Desk at 763-287-5418.  

Log on to the Craft Portal 

Step Instructions Example 

1 1 Enter the following URL into 
your device’s browser. 
Https://tmworkbench.mort
enson.com/  

    OR 

Scan the QR Code with the 
camera on a Mortenson 
iPad or on your personal 
device.  

    

 

 

2  Log in using your 
Mortenson Network ID and 
password.  

The Craft Team Member 
Workbench launches.  

 

 

https://tmworkbench.mortenson.com/
https://tmworkbench.mortenson.com/
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Introduction to the Craft Team Member Workbench 
 

Navigate the Home Page 

Step Instructions Example 

1  Navigate to the applicable 
tile to begin. 

 

Note: Click the Español 
button to change the home 
page default language to 
Spanish. 
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Introduction to the Craft Team Member Workbench 
 

View Payslips & W-2s 

Step Instructions Example 

1 1 Click the View Payslips & 
W-2s tile. 

 

2  Here you can launch ADP 
(Payroll) to: 

• View your payslips 

• View your W2 

 

When finished, close the 
Craft Team Member 
Workbench. 

If you need to complete 
another task, enter the URL 
or scan the QR code again 
and start again.   

 

Note: Refer to the ADP 
Spanish Settings guide for 
details to change the text in 
the ADP system to Spanish.  
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Introduction to the Craft Team Member Workbench 
 

View/Update Pay Preferences 

Step Instructions Example 

3 1 Click the View/Update Pay 
Preferences tile. 

 

4  Here you can launch the 
Team Member Workbench 
to: 

• Opt-in to have a paper 
pay slip mailed to your 
home.  

• Enroll in direct deposit.  

• Update your W4. 

 

When finished, close the 
Craft Team Member 
Workbench. 

If you need to complete 
another task, enter the URL 
or scan the QR code again 
and start again.   

 

Note: Refer to the Team 
Member Workbench 
Spanish Settings guide for 
details to change the text in 
the Team Member 
Workbench system to 
Spanish. 
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Introduction to the Craft Team Member Workbench 
 

View Time Off Accruals & Request PTO 

Step Instructions Example 

1 1 Click the Manage Time tile. 

 

 

 

2  Here you can launch UKG 
(Timekeeping) to : 

• View your applicable 
accrual balances such  
Paid Time Off (PTO), 
Parental Leave, etc.  

• Request Time Off 

Note:  This functionality 
is not yet available) 

 

When finished, close the 
Craft Team Member 
Workbench. 

If you need to complete 
another task, enter the URL 
or scan the QR code again 
and start again.  

 

Note: Refer to the UKG 
(Timekeeping) Settings 
guide for details to change 
the text in the Team 
Member Workbench system 
to Spanish.  
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Introduction to the Craft Team Member Workbench 
 

View/Update Personal Information 

Step Instructions Example 

1 1 Click the View/Update 
Personal Information tile. 

 

 

 

2  Here you can launch the 
Team Member Workbench 
to: 

• Add/update your 
personal details, such as 
preferred name, marital 
status, SSN. 

• Update your contact 
information; email, 
phone, address. 

• Upload documents such 
as marriage and birth 
certificates, as well as 
awards and recognition. 

• Add/update your family 
and emergency 
contacts, (which can 
also be dependents for 
benefits).  

• View your information 
such as your business 
resource group 
affiliation and allyship.   

• View your employment 
information including 
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Introduction to the Craft Team Member Workbench 
 

Step Instructions Example 

your assignment, 
manager name, 
seniority dates, and 
employment history.  

• Add/update your 
identification 
information including 
your citizenship, 
passport, visas, permits, 
and driver’s license.  

• View your current salary 
and additional 
compensation.  

 

When finished, close the 
Craft Team Member 
Workbench. 

If you need to complete 
another task, enter the URL 
or scan the QR code again 
and start again.   
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Introduction to the Craft Team Member Workbench 
 

View/Update Non Union Benefits & Beneficiaries 

Step Instructions Example 

1 1 For non union team 
members who are 
Mortenson Benefits eligible, 
click the View/Update Non 
Union Benefits & 
Beneficiaries tile. 

 

 

2  Here you can launch the 
Team Member Workbench 
to: 

• Complete benefits 
enrollment as a new 
hire and during our 
annual open enrollment 
process, if applicable.  

• View your benefits. 

• Report a life event such 
as add a child, divorce, 
marriage, and update 
your HSA contribution, if 
applicable. 

• Add/update dependents 
and beneficiaries.  

• Upload supporting 
document records such 
as marriage and birth 
certificates.  

 

When finished, close the 
Craft Team Member 
Workbench. 

If you need to complete 
another task, enter the URL 
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Introduction to the Craft Team Member Workbench 
 

Step Instructions Example 

or scan the QR code again 
and start again.   
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Introduction to the Craft Team Member Workbench 
 

View/Update Skills and Qualifications 

Step Instructions Example 

1 1 Click the View/Update Skills 
and Qualifications tile.  

 

 

 

2  Here you can launch the 
Team Member Workbench 
to: 

• Add/update your skills 
and qualifications, 
resume, licenses and 
certifications, 
educations, and upload 
documentation.  

• Complete and review 
your performance 
documents.  

• Review previous 
performance review 
overall rating.  

• Give and receive 
feedback.  

 

When finished, close the 
Craft Team Member 
Workbench. 

If you need to complete 
another task, enter the URL 
or scan the QR code again 
and start again.   
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Introduction to the Craft Team Member Workbench 
 

View/Update Emergency Contacts 

Step Instructions Example 

1 1 Click the View/Update 
Emergency Contacts tile.  

 

 

 

2  Here you can launch the 
Team Member Workbench 
to: 

• Add/update Emergency 
Contacts. 

 

When finished, close the 
Craft Team Member 
Workbench. 

If you need to complete 
another task, enter the URL 
or scan the QR code again 
and start again.   
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Introduction to the Craft Team Member Workbench 
 

Complete Onboarding Tasks 

Step Instructions Example 

1 1 If you are a new team 
member, click the Complete 
Onboarding Tasks tile.   

 

 

 

2  Here you can launch the 
Team Member Workbench 
to: 

• Complete your HR 
paperwork. 

• Review and enroll in 
your benefits, if 
applicable. 

• Complete your tax 
forms. 

 

When finished, close the 
Craft Team Member 
Workbench. 

If you need to complete 
another task, enter the URL 
or scan the QR code again 
and start again.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


