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How to Login

To log into the Dayforce application use the link below:
https://www.dayforcehcm.com/mydayforce/login.aspx

dayforce

Log in
All fields are required.
Company
User Name
Password

Can't access your account?

Enter your login credentials provided by your employer:

Once you log in for the first time, the system will prompt you to change your password:

Change Password

A password reset is required for this account

Mew Password “

Confirm new password

Enter your new password twice and click on Change Password.
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https://www.dayforcehcm.com/mydayforce/login.aspx

Home Screen
From the Home Screen you can quickly navigate to frequently used screens, review balances, upcoming

schedules etc.

If you would like to modify your favorites from the Home Screen, click on the Edit Icon:
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You can customize which features show up on your home screen. You can also change
the order in which they appear by dragging the feature to your desired position.

Timesheat

In this window, you can move Icons around and remove anything you don’t want. Once you are done with
your changes you can Save your changes, or Restore the Default Settings from the bottom right corner of the

window:
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Home Screen Legend
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» Employee Timesheet

Employee orms Profile & Settings shift Details Time Away List
Timesheet

E Menu/Navigation Panel

Home — this icon will appear on all screens as a quick link to take you back to the Home Screen

m Search
E] Help
Message Centre

m Profile/Settings & Logout

On the bottom half of the Home Screen you will see:

A a0 n

Actions Balances Bookmarks

Pending Actions View all actions in Message Center

A

Actions : Show upcoming events, such as Schedules, Holidays, etc

Balances: Show balance details including amounts that employees have accrued, pending, remaining etc.

Bookmarks ; Show links to your frequently access websites




Navigation Panel
The navigation panel displays all the features that you can access. It is displayed to the far left of the screen,
and is always available (even it is hidden, or “unpinned”).

Home

Work

Employee Timesheet

Profile & Settings

The application highlights the feature you’re currently using in blue. You can navigate to another feature by
selecting it from the panel.

By default, the navigation panel is hidden (“unpinned”) when you first log into the application. You can pin

*

the panel so that it will always appear on the left by clicking the Pin Icon . once the Navigation panel is
opened.

When the Navigation Panel is pinned the screen will look like this:
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The application will continue to display the navigation panel until you unpin it.



Help
The Help Icon will open another window or tab to the Ceridian Dayforce Online Help with instructions to help

you navigate through the application.

dayforce  Upand Running with Dayforce

[[Nofiter v)
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B~/ [ seacn | Up and Running with Dayforce

[ Up and Running with Dayforce
» Employee Training

Manager Training

b
b [ Administrator Training
b

MyPath

MyPath provides e-learning courses, interactive online help, and training guides to help with continued training for existing and new Dayforce users.

Each MyPath lesson delivers 3 modes:
.« Select Demo mode for a walkthrough of the concept
. Select Practice mode for hands on learning
. Select the Job Aid for step-by-step documentation

To begin training

From the Table of Contents on the left, expand your role:
. Employee
. Manager
- Administrator

dayforce

Message Centre
In the Message Centre you can create and view messages regarding your DFTA account.



Profile and Settings
To navigate to the Profile and Settings you can do it directly from the Home Screen:
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Employee Profile & Settings

Calendar
Timesheet

Actions Balances Bookmarks

View all actions in Message Center

Pending Actions

Or by clicking on the Profile and Settings through the Top Right Icon:
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| Profile & Settings |

@ Available Roles
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Profile

On the Profile Tab, you can do things such as:
- Add/Edit Display Picture
- Update Contact Information

Test Site (56.3) (AU RS

Profile  Preferences  Security  Apps

Edt Picture ¥

Employee Name
Position Name

Contact Information

Addresses rd Contact Information # Emergency Contacts £
Primary Residence Phone NUmDers 1O eMergency contact information available

675 Cachrane Dr. "

Markham, ON

L3R 0B8 Email Addresses

Canada Personal Email 4

Online Profiles
No online profile available

Preferences
You can change your culture and language settings from the Preferences tab of the Profile & Settings

Security

You can update your security settings
- Change your Password
- Add/Modify Security Questions

= |II Test Site (56.3) [N Qe ‘ @

Profile  Preferences  Security Apps

Security Settings

Update Password Current Password
Enter your current password and type your new password twice (once to
confirm) New Password

Repeat New Password to confirm
Update Security Questions Secully GuiesHon #1

Select your security questions and enter the corresponding answers. Your
Current Password is required to complete this process. These questions
will be used to help verify your identity. Answers are case sensitive.

Answer#1
Security Question #2

Answer #2

Update your Personal Identification Number (PIN) New PIN
Enter your new PIN

App
The application displays information on the Dayforce Mobile App, including links to download the app on the

App Store or Google Play, your Company ID and User Name, and a link to the Dayforce Mobile FAQ.
Profile & Settings

Profile  Preferences Security Apps
Dayforce Mobile App
Use the Company ID and User Name below, along with your current Company ID User Name

Password to log into the mobile app. For more information, check out the ABC Test Company Jane.Doe
Dayforce Mobile FAQ




Calendar

Depending on your company’s configuration, you will be able to do the following in your Calendar:
- View your previous, current, or upcoming schedule
- View your shift details
- View and modify your availability
- View your attendance
- View upcoming Holidays (Provincial/Company)
- Create Time Away From Work Requests

= dayforce (\Q Search Dayforce )
V Refresh
Calendar Month ¥ Today <] May2025 v ©
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Time Away List

Dayforce keeps track of how much time you can take away from work and how much you have already taken.
These amounts are categorized into different balances for different reasons for time away from work, ie. Sick,

Personal, Vacation, etc.

When you request Time Off using the application, your request is sent automatically to your manager for

review and approval.

For each accrual, the application displays how much time you have earned, used, and have remaining in the

balances panel of your Time Away List, along with the amount of time used by pending requests that your
manager has not yet approved or rejected.

In the Time Away List screen, you will see all previously entered Time Off Requests, and if they were approved,

are pending, or denied.

= dayforce

== Request New Time Off

\(Q Search Dayforce

Frereve sn cvem ey ~

Select Status

to Filte:

ri | Display All

v Balances

d Thursday, April 3, 2025
SICK - Hours

s;  Wednesday, April 2, 2025
=2@  unpaid Time Off

BT

d Tuesday, April 1, 2025
SICK - Hours

w Monday, March 31, 2025

Vacation

View Balances

To view current balances, open the Balance Panel:

= dayforce

4= Request New Time Off

Wednesday, April 2, 2025

Wednesday. April 2, 2025

Wednesday, April 2, 2025

|<Q Search Dayforce

PreProd Site (2024.2.1.7.1)

1 day
1 day
1 day

1 day

Select Status

@ Approved

@ pproved

@ Approved

@ rop

to Filter:

roved

Display All

~ Balances

Accrued Approved

Pending

Remaining

Wed, Jan 01, 2025

Sat, Apr 05, 2025

40.00 -16.00

5136 0.00
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Accrued: The amount you have earned or accumulated
Approved: The amount of balance the request used

Pending: When you make a new request and it has not yet been approved, it will appear as pending, which

the application will display

Remaining: the amount you have left in your balance; this is your accrued amount minus all used, approved,

or pending amounts.

Exceeding: if you have a negative balance, where you have used or will use more than you have accrued, the

application will display the negative amount in the exceeded column

Enter Time Off Request

In order to enter a new Time Off Request from this screen click on:

Fill out the form with the appropriate information and hit Submit:

Create Time Off Request

Time Requested: 8.00 Hours

o= Request New Time Off

Status: © Pending

Reason Start Date End Date Type Remaining Unit
| vacation v || 452025 2 | | 412512025 (=2 Sick - Hours 24,00 Hours
Vacation - Hours 73.86 Hours
Type of Request
All Day Partial Day
Employee Comments
e

Balances W
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Employee Timesheet
The Timesheets record your actual time worked, depending on your company’s configuration setup, you can:
- View your Employee Timesheet
- Edit your Employee Timesheet
- Record Time on your Employee Timesheet
- Authorize and Unauthorize your Time
- Add comments

Test Site (56.3) QLUGEES

Today o Jul21-27,2019  ~ o
Save 4% Refresh ‘ ﬁ Options | Authorize All Unauthorize All Submit | . Print
A Pay Problems Balances Favorite Sets
Date Daily Total Pay Code Hours Comments
@ Sunday + - | 0.00

@ Monday 0.00
Tuesday 0.00
Wednesday

Thursday

Friday

Saturday

Total Hours 0.00
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