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Let’s build 
a better 
workforce

Welcome, GAGE Business.
You are on your way to Building a Better Workforce!

Follow the steps in this guide to set up your GAGE Account.

Step 1: 

Download the Account Setup Template below. 

2

Account Setup Template 

https://uploads-ssl.webflow.com/63a35ee76f9031c870c1d3ed/63d99296d456974747069413_GAGE%20Account%20Setup%20Template%20-%20Jan%202023.csv
https://uploads-ssl.webflow.com/63a35ee76f9031c870c1d3ed/63d99296d456974747069413_GAGE%20Account%20Setup%20Template%20-%20Jan%202023.csv


Step 2: 
Workspace Section 

● Go to the Workspace section and fill in the following::
○ Workspace name

■ Workspace means your Business Location or name, if multiple 
businesses.

○ Workspace EIN (if applicable)
○ Workspace physical address
○ Workspace Admin

● Workspace Admin is able to add and remove/terminate 
employees, view Employee Scores, view analytics and more at 
one Workspace. For example: human resource executive at one 
particular business/location.

○ Workspace Admin email
● Repeat this process if there are multiple Workspaces
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Step 3: 

Employee Details 

● Go to the Employee Details section and fill in: 
○ Team Name 

■ For example, AM Team, PM Team, Front of House, Back of House, 
etc.
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Step 4: 

Employee Details Continued

● Go to the Employee Details section and fill in: 
○ Employee First Name
○ Employee Last Name
○ Employee Mobile Number
○ Employee Email Address
○ Employee Start Date
○ Employee Start Date
○ Employee Job Title 
○ Team Manager (Y or N)
○ GAGE Role

■ Workspace Admin: Able to add and remove/terminate employees, 
view Employee Scores, view analytics and more but only at one 
Workspace. For example: human resource executive at one 
particular business/location.

■ Manager: Able to give Evaluations, Terminate employees, High 
Fives, Nudges, and more. For example: directors, managers, 
supervisors, etc.

■ Staff: Able to give High Fives to co-workers and managers, Notices 
to management, report misuse, and more. For example: employees, 
team members, etc.

○ Repeat this process if you have multiple Teams

Step 5: 

Additional Workspace(s) 

● If you have multiple Workspaces (businesses or locations) download a new 
Account Setup Template 

● Follow Steps 1-4 for each Workspace.
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Step 6: 

Upload Your Files

● Go to the GAGE Account Setup Website
● Fill in the following information:

○ Account Name
○ Account Admin Name

■ Account Admin: Able to access all businesses under the Account, 
add and remove/terminate employees, view Employee Scores, view 
analytics and more. For example: owners, human resources, 
operations, etc.

○ Account Admin Email
○ Account Setup File Upload (xls, xlsx, csv, txt)

● Click Submit 

https://gage-staging.webflow.io/account-setup
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BAM, you are done!

The GAGE team will set up your account 
in 2-4 business days and you will be notified by email. 


