DK VALET WORKFORCE / END USER PROCEDURES

SOP 09 | People and access

Invite a person to the workforce app

Create one workforce identity with the required property roles.
For Web and mobile - Administrator / Supervisor

Before you start Confirm the email and intended roles. Supervisors can grant Employee or Supervisor only
at properties they manage; organization administration is not granted.

Open Manage > People administration > Invite

Step 1 Open invitations

In People administration choose the invitation action. On web the page is Invite a person to the app.

Step 2 Enter contact details

Enter First name, Last name and Email address. Add Phone number if available. Confirm the email with the
person before sending.

Step 3 Choose facility access

For each allowed property choose No access, Associate or Supervisor. Select only the access the person
needs.

Step 4 Send and inspect the resuit

Select Send one app invitation. Wait for success and inspect Recent invitations. The person must use their
activation email.

Step 5 Correct an unused invitation if needed

For an incorrect outstanding invitation use its cancellation action and provide the required reason. Check the
resulting status before sending a replacement.

Check your result One invitation record shows the intended recipient and property access.

If something goes wrong Do not repeatedly send invitations after an uncertain response. Refresh recent
invitations first.

See the picture reference on the next page.
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SOP 09 Picture reference
Invite a person to the workforce app

DK WORKFORCE — People administration Inuitelusey
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wer . DK Valet

MANAGEMENT

Setup & administration

ONE WORKFORCE IDENTITY

Invite a person to the app

Send one password-setup email, then choose the role they receive at each allowed facility.

Setup & administration

Property readiness

SR COMPANY DIRECTORY

Send activation

People administration

First name Last name Email address Phone number
Optional
Master units & checkpoints
Jordan Taylor jordan@company.com (555) 555-0123

RENDE M FACILITY AND ROLE ACCESS

Lakeside Commons Showcase

Choose what this person can do here

Run requirements Mo access Associate Supervisor

Data collection (admin) Oak Terrace Showcase

Cho

No access Asszociate Supervisor
Choose what this person can do here
Device & research tools Synthetic North Property

No access Associate Supervisor
what this p
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Choos:

+ Back to operations

Synthetic South Property

No access Associate Supervisor
Choose what this person can do here

Help & SOPs

AUTHORIZED PROPERTIES ONLY
This sends one invitation to DK Valet Workforce, After sign-in, the app shows only the facilities and tools allov

y the roles above. Associate access begins with training
required.

Step 2 - Invite a person to the app: use the property selector and the task controls shown.

Application screenshot with training data.
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