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Your Manpower Team



1. Worker: Registration Process

Worker Email
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1. Registration Email:
Registration email will be sent from 
Fieldglass@fgvms.eu 
Note: Check your junk/spam mail if you 
do not receive a registration email
2. Company and Supplier Name: 
Verify the company name and supplier 
are correct
3. Create Your Account: if all 
information is correct, click the create 
your account button
4. Registration expiration date: 
Your registration link expires after a 
certain date, ensure you complete the 
registration process before the 
expiration date
5. Click Here: this button is another 
way to create register
6. Email: enter the email address you’d 
like to use to receive notifications 
(private one is required)
7. Security: enter your personalized 
security ID. If you have issues with your 
security ID, contact us.
8. Login: Click login to finish registering. 
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2. Worker: Need Help Signing In?
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1. Click Need help signing in? If you are unable to 
login to your account.

2. Select either the Forgot username or Forgot 
Password option and follow the online prompts 
to reset your password or receive your 
username

3. Follow the steps below:
a) Enter your email to receive your username
b) Enter your username to recevie a temporary 

password
c) If your registration link has expired, enter your 

email to receive a new registration link.

Note: First time logging into Fieldglass? You should 
Have received your username from your Supplier, 
follow step 3b to complete your registration process.



3. Worker:Home Page Navigation

Welcome Settings
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All the parameters are pre-filled, 
change and adapt them as you 
wish. 

1. Select your preferred 
language .

2. The start day of the calendar 
is set to Sunday; we advise 
you to change it to Monday 
to avoid errors when filling in 
the timesheets. 
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3. Worker:Home Page Navigation
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1. Welcome Worker Name: Your name will appear in 
the top left hand corner

2. Worker Items To-Do: This is a list of items that 
require your attention

3. Timesheet Period: Note the date for each time 
sheet pending to be completed

4. View Timesheets: View timesheets from a previous 
date

5. Create: Create expense sheet from here
6. Profile: Click to view your profile and set personal 

settings like time zone and month/date format



4. Worker: Submit Timesheet

1. Time & Expense: 
Select to access 
timesheet & expense 
options

2. Timesheets: Select to 
bring up list of 
pending timesheets

3. Timesheets: List of 
timesheets pending 
submission

4. Click on Edit
5. Select the shift 

(Standard/Time away 
on business/ 
Morning/Afternoon/
Night)

6. Daily Total: Enter 
hours worked and 
minutes. (ex. 8h 30m).

7. Weekly total
8. Continue
9. Submit
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4. Worker: Submit Timesheet / SHIFTS

1. Click on Shift to select 
the same shift for the 
entire week 

2. Or Click on Change 
shift per day, if you 
have done different 
shift per day in a week

3. Click Save

4. Daily Total: Enter 
hours worked and 
minutes. (ex. 8h 30m)

5. Weekly Total (you see 
the summary of the 
week entered)

6. Continue



9. Overtime: if you enter more than 8h 
per day a warning will appear (please 
consider overtime paid with 
supplement 25% as of 9h30m per day 
or more than 45h a week)
10. Click Continue
11. Supplement: 
Night Work - Please enter number of 
Hours worked in night work (from 
22pm to 6 am) if agreed with the 
Manager. These hours should be 
included in the total number of hours 
entered in normal hours on first step.
Premium – this should not be entered, 
only the manager can fill up this part.
12. Submit
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5. Submit Timesheet : Overview



4.1. Worker: Submit Timesheet Revision
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1. Rejected/Edit: If your 
timesheet is rejected you 
will receive an email 
notification. You can 
follow the link and select 
‘edit’ to correct your 
timesheet and resubmit

2. Actions/Revise: If your 
timesheet was approved 
but you notice a mistake 
and need to correct it 
find the timesheet in 
question and select the 
Actions drop down

3. Revise: Click Revise
4. Amend & Resubmit: 

Make your amendments 
as required and resubmit 
for approval

If your timesheet is rejected…

If your timesheet was approved but you need to revise…
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5. Worker: Submit Expenses
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1. Create: from the Homepage 
click Create Expenses

2. Click Here: if you don’t see 
the expenses type you’re 
looking for, search for it here.

3. Enter the Date of the 
expense sheet

4. Enter the Merchant’s name
5. Enter the total for the 

expense
7. Attach the receipt for your 
expense
8. Click Submit to complete the 
expense sheet.



The ManpowerGroup Team are always here to help, please reach out to your dedicated onsite Account 
Manager and we can assist you with anything you may need. 

Onsite Manager: andrea.nouri@manpower.ch

PMI Teams: pm.lausanne@manpower.ch & pm.neuchatel@manpower.ch

Fieldglass related enquiries: PMIFGSupport@manpower.ch

→ During HyperCare phase only!

Thank you for your attention !
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