
Welcome to Crew

Welcome to Crew! We’re excited for you to join our community. We designed Crew with 
managers like you in mind. We hope this tool helps you be more productive and continue to 
build an inspirational culture across your team. 

Below are a few ways that Crew will help you better manage your team:
● Distribute the schedule to everyone’s phone - no more disruptive calls from your team 

asking when they work
● Get shifts covered with just a few clicks - no more texting/calling around to find who’s 

available to pick up an open shift
● Communicate important announcements to everyone at once
● Recognize your team members for a job well done, encouraging others to put in some 

extra effort into their work
● Have fun with your team, build a sense of community and culture across all shifts - even 

when you’re not physically present

Getting started with Crew is quick and easy. This kit contains important information to help you 
get your store set up and let you start taking advantage of Crew’s benefits immediately. 

First, download Crew from the Apple App Store or Google Play. You will be invited via SMS to 
join your team’s Crew organization. 

Let’s get started! 

Getting Started with Crew

Below are a few resources to help you get started with Crew. As a manager, you will be the 
Administrator of your team’s Crew organization. This gives you some additional functionality 
like adding and removing users, posting the schedule, broadcasting announcements, deleting 
messages, and approving shift coverage requests. Information on how to take advantage of 
these features is detailed in the following Getting Started Guide for Admins. 

Now, let’s get your team excited about Crew! Download and print the Crew Welcome Flyer and 

post it in your back office where all your team members can see it. 
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https://itunes.apple.com/us/app/crew-messaging-and-scheduling/id962124015?mt=8
https://play.google.com/store/apps/details?id=com.crewapp.android.crew


Week 1 Checklist

As a leader, how much your team benefits from Crew is in your hands. We’re also here to help! 
We’ve put together the checklist below of week 1 tasks that will help you get a strong start with 
Crew:

❏ Invite your team members
Getting your team onboarded to Crew quickly will keep up momentum and let 
everyone start taking advantage of the benefits. There are many easy ways to invite 
your team members to Crew. You can find more information on all those different ways 
in the How to Add Coworkers section of our Help Center. 

Pro tip: Building Crew into your regular onboarding process will ensure everyone is 
added . A good way to do this is to print out, laminate and post your store's QR code in 
an easy to access location. You can have new team members add Crew as you do their 
1st store tour

❏ Award a team member a Gold Star 
There are so many reasons your team members are worth recognizing. We notice 
engaged managers award an average of 5 Gold Stars per week. Think about the last 
few days, did anyone on your team:

- Receive a positive customer review
- Help out another team member at work
- Support you in hitting your numbers (speed, sales)
- Have a really positive attitude about a tough situation
- You can learn more about Gold Stars on our Help Center. 

❏ Post this week’s schedule
You want your team to trust that they’ll get their schedule every week on Crew so they 
don’t ever feel the need to call the store asking about when they work. Take a picture 
of this or next week’s schedule and post it in the ‘Calendar’ tab on Crew. You can find 
step-by-step instructions in the How To Post A Schedule section of our Help Center. 

❏ Welcome your team to Crew!
Your team will echo your excitement about Crew. Post an announcement letting 
everyone know how excited you are! Below is some suggested text:

Hey team! Thanks for downloading Crew. We’ll be using this tool to distribute the 
schedule, approve any shift coverage requests, let you all know about important 
announcements, and have some fun with it!
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https://blog.crewapp.com/help/index.php/article/how-to-add-coworkers-to-crew/
https://blog.crewapp.com/help/index.php/article/what-are-gold-stars/
https://blog.crewapp.com/help/index.php/article/how-to-post-your-companys-schedule-on-crew/


Crew Tips & Tricks

We’re sure you’re going to become a super user in no time! Below are a few of our favorite tips 
and tricks to help you along:

● How to mute chats
● How to create groups 
● How to enable Team Files
● How to enable Birthdays 
● How to teach an employee how to use Crew - 

check out our great Crew Basics video series!

Have a question?
 
We have answers! 

● Reach out to us any time by messaging Crew Support in the app, 
emailing help@crewapp.com, or by calling (800) 531-6154

● Check out our Help Center for help articles, tips & tricks, best practices 
and training videos.
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https://blog.crewapp.com/help/index.php/article/how-to-mute-a-chat/
https://blog.crewapp.com/help/index.php/article/how-to-create-a-new-group/
https://blog.crewapp.com/help/index.php/article/all-about-team-files/
https://blog.crewapp.com/help/index.php/article/birthdays-add-admins/
https://blog.crewapp.com/help/index.php/article/training-video/
mailto:help@crewapp.com
https://blog.crewapp.com/help/


Welcome to Crew

Welcome to Crew! We’re excited for you to join our community. We built this tool to give your 
managers superpowers and give you tools to more efficiently manage your stores. We hope this 
tool helps you and your team be more productive and continue to build an inspirational 
culture. 

Below are a few ways that Crew will help you better manage your teams:
● Communicate important announcements and company updates to everyone at once
● Inspire and motivate every member of the team, helping reduce employee turnover and 

improve overall customer satisfaction
● Give your managers more time to manage by allowing them to quickly distribute the 

schedule to all team members and get shifts covered in seconds
● Quickly communicate with one or all your managers at once
● Ensure stores are compliant with your company’s policies and procedures

Getting started with Crew is quick and easy. This kit contains important information to help you 
get your store set up and let you start taking advantage of Crew’s benefits immediately. 

Getting Started with Crew

Below are a few resources to help you get started with Crew. Your managers will be the 
Administrator of their team’s Crew organization. This gives them some additional functionality 
like adding and removing users, posting the schedule, broadcasting announcements, deleting 
messages, and approving shift coverage requests. Information on how to take advantage of 
these features is detailed in the following Getting Started Guide for Admins.

Now, let’s get your teams excited about Crew! Download and print the Crew Welcome Flyer and 
post it in your back offices where all your team members can see it. 
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Command Center Tips & Tricks

Command Center is a powerful tool that can help you manage your stores more efficiently. 
Below are a few tips to help you quickly begin taking advantage of Command Center:

❏ Empower your teams with data 
Teams work better together when they are united under the same goals. By regularly 
broadcasting information to your teams on how they are performing will help motivate 
each individual member to achieve them. Here’s an example: “Wow team! Great job 
this week decreasing our average order-to-delivery from 4:00 to 3:30! Let’s keep it up and 
make it another great week!” 

❏ Add Crew to your employee onboarding experience
An employee’s experience in the first 90 days is a critical factor in their retention. Crew 
was designed to help employees feel connected to their job and lower your turnover 
rate. Given that, getting new employees onboarded onto Crew should be done as soon 
as they start their new jobs. Command Center allows you to quickly add new team 
members to their respective store organization so they can begin taking advantage of 
Crew instantly

❏ Give every employee access to HR
Distributing important information to your team can turn into a game of telephone. 
Command Center lets you send documents directly to all team members, removing 
any friction that would cause them to miss critical information. Send anything that you 
would send to managers to print and post on the bulletin board directly to all team 
members, including HR-related documents like open enrollment, scholarship details, 
etc. 

❏ Ensure scheduling compliance
Command Center allows you to quickly see which stores have posted the schedule and 
helps you identify the stores that may have posted it past the cutoff date. Sending a 
friendly nudge using the tool’s schedule reminder feature will ensure that all team 
members have consistent access to information about when they work
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Crew Tips & Tricks

We’re sure you’re going to become a super user in no time! Below are a few of our favorite tips 
and tricks to help you along:

● How to mute chats
● How to create groups 
● How to enable Team Files
● How to enable Birthdays 
● How to teach an employee how to use Crew - 

check out our great Crew Basics video series!

Have a question?

We have answers! 
● Reach out to us any time by messaging Crew Support in the app, 

emailing help@crewapp.com, or by calling (800) 531-6154
● Check out our Help Center for help articles, tips & tricks, best practices 

and training videos.
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https://blog.crewapp.com/help/index.php/article/how-to-mute-a-chat/
https://blog.crewapp.com/help/index.php/article/how-to-create-a-new-group/
https://blog.crewapp.com/help/index.php/article/all-about-team-files/
https://blog.crewapp.com/help/index.php/article/birthdays-add-admins/
https://blog.crewapp.com/help/index.php/article/training-video/
mailto:help@crewapp.com
https://blog.crewapp.com/help/

