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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

Enter the foIIowmg 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 | Login using your s L \
Mortenson Network ID and
password. O | https://sts.mortenson.com |
The Craft Team Member =Sl
Workbench launches. Mortenson
Sign in with your organizational account
[ )
Please:gin‘ il address and your network
::;f?jﬁs. p\ease contact the ITS HolpDesk at 763

. O )
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Navigate the Home Page

sy e
1 Navigate tf) the applicable f 5 \
tile to begin.

©

0 I https://tmworkbench.mortenson.com |

Note: Click the Espaiiol
button to change the home
page default language to

Spanish.
panish
= 16
i Pagslips & W-2s View, Update Pay

(D

1 =
Tt (
Manage Tima Viewpdate Parsanal 1
Information
an —@-]
Wi U pdate Mo Linion WiewlUpdate Sailly and
Benefits B Berificiaries Cislifeatiesd.
(/TT\ i —
gln =
ftin a—

o—
View/ Update Emergency
Contact Compiste Onbearding Tasks.
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View Payslips & W-2s

Click the View Paysllps &
W-2s tile.

=

View Payslips & W-2s

2 Here you can launch ADP — PAY
(Payroll) to:
. } Hide My Pa

e View your payslips o
e View your W2 My Pay

Nowv 12, 2021
thn finished, clls)se the Take Home
Craft Team Member

K XXX XX
Workbench. $
Hours Gross

If you need to complete - $X XXX
another task, enter the URL
or scan the QR code again VIEWDETALS
and start again.

Wisely® Pay >

Note: Refer to the ADP

Wisely is a fast, easy way to receive your pay. Talk to

Spanish Settings guide for your employer today to sign up for a Wisely® card.
details to change the text in
the ADP system to Spanish.

Tax Statements

Tax Year 2020

w2

M A MORTENSON COMPANY
$X XHK KX

VIEW STATEMENT
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View/Update Pay Preferences

Click the Vlew/Update Pay

Preferences tile. 2
—

View/Update Pay
Preferences

4 Here you can launch the

Team Member Workbench _
to: Document Delivery Preferences
° Opt_in to have a paper Set up preferences for delivering
. . documents.

pay slip mailed to your

home.
e Enrollin direct deposit.

P t Method

e Update your W4. @ ayment Methods

Define and prioritize salary payments
details, such as payment type, payment
amount and bank accounts details.

When finished, close the
Craft Team Member
Workbench.

If you need to complete @ Tax Withholding
another task, enter the URL
K Go here to update your federal and state
or scan the QR code again income tax withholding. Check this
. information when your personal or
and start agaln- financial situation changes.

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

I ——
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View Time Off Accruals & Request PTO

Click the Manage Time tile.

T
T
Manage Time
2 Here you can launch UKG
(Timekeeping) to :
My Ti off
e View your applicable y time
accrual balances such |He;3|°" - |
elect a paycode i
Paid Time Off (PTO), =
Parental Leave, etc. Srartbae i
[ | & oz | 5

e Request Time Off
Note: This functionality

.. Advanced Options >
When finished, close the

Craft Team Member
Workbench.

Reason

If you need to complete
another task, enter the URL

. us-J D
or scan the QR code again R =
and start again US-Military Leave: 0:00 Hour(s)

Select a paycode v I

US-Non Union Approved Unpaid: Multiple Accr...

US-PTO: 222:13 Hour(s)

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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View/Update Personal Information

Click the Vlew/Update
Personal Information tile.

View/Update Personal
Information

2 Here you can launch the
Team Member Workbench
to:

Personal Details Contact Info

Details about yourself, such as name, date
of birth, marital status, and national
identifier.

Add or update ways you can be reached,
such as phone, email, and address.

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

Document Records Family and Emergency Contacts

© O

Add family and friends to contact in case
of emergency.

Manage your document records and
associated attachments, such as birth and

[ ] Update your contact marriage certificates, awards, and
. . . recognition.
information; email,
phone, address.

Pe
@

Additional Person Info Employment Info
e Upload documents such
as marriage and birth

certificates, as well as

awards and recognition.

Details about your assignment, such as
legal employer, business unit, department,
and location.

View more details about yourself.

® o & O

Identification Info My Compensation

©

e Add/update your family
and emergency lcense, vise, and ciizenonip nfo. salary and persanal contrbutions.
contacts, (which can
also be dependents for
benefits).

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

e View your employment
information including

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

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

e 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.

I ——
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View/Update Non Union Benefits & Beneficiaries

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

(2

A4

View/Update Non Union
Benefits and Beneficiaries

2 Here you can launch the
Team Member Workbench
to:

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

e View your benefits.

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

e Add/update dependents
and beneficiaries.

e 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

Pending Actions

Address your open items to complete
enrollment

Your Benefits

@ Document Records

Upload documents to support your
enroliments

@ Need Help? Contact Us

Contact your representative for help

See your current, past, and future
enrollments

Report a Life Event

Record a life event for enroliment
opportunities

Before You Enroll

Add family and others before you enroll

© 2021 M. A. Mortenson Company.
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or scan the QR code again
and start again.

I ——
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View/Update Skills and Qualifications

Click the Vlew/Update Skills
and Qualifications tile.

@

View/Update SKills and
Qualifications

2 Here you can launch the
Team Member Workbench
to:

Skills and Qualifications e Career Development

Build your talent profile by adding skills View details about your development plan,
and qualifications. career interest, and career exploration.

Goals e Feedback

View or request feedback about yourself.

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

Set and manage performance goals.

e Complete and review
your performance
documents.

Performance

@ 0 O

View performance documents and

° ReVleW prEVIOUS complete related tasks.
performance review
overall rating.

Talent Ratings

0o

e Give and receive
feed baCk. Set and manage talent assessments

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.
e
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View/Update Emergency Contacts

Click the Vlew/Update
0'!0

Emergency Contacts tile.
o
i

View/Update Emergency
Contacts

2 Here you can launch the
Team Member Workbench Family and Emergency Contacts
to:

e Add/update Emergency

Contacts.
ontacts My Contacts +

When finished, close the
Craft Team Member

Broth
Workbench. romer

If you need to complete
another task, enter the URL

or scan the QR code again Child
and start again.

Child

Spouse

I ——
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Complete Onboarding Tasks

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

Complete Onboarding Tasks

2 Here you can launch the < My Journeys
Team Member Workbench

to: Search for journeys Q
e Complete your HR

paperwork. Completed ) On Boarding

e Review and enroll in
your benefits, if

. 1 result SortBy ¥
applicable.
e Complete your tax
forms.
(1]1]
(1]]
(11]
—? 1111}
When finished, close the ,X'AEA,
Craft Team Member 'f 3‘%‘91%
Workbench. —

If you need to complete
another task, enter the URL

MOR Onboarding Activities(Craft to

or scan the QR code again NETH)
and start again.
My tasks
0 of 50 Completed

I ——
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