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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:

If you are logging 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

Logging in as Manager
The system will then prompt you to select the role you would like to log in with, select manager and hit Next:

Select Role

Employee

(*) Manager

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:

Test Site (56.3) [3lin{

= |

Employee Name
Work Assignment
Profile & Settings

U @ 0
YT
e -- %
Profile & Settings Shift Details

Calendar Employee
Timesheet

A P n
Actions Balances Bookmarks
Pending Actions View all actions in Message Center
Change Home Favorite Links xX
x x x x x x
U U ey / U U
:(% == @ E(Ig ;iE
Calendar Employee Forms Profile & Settings shift Details Time Away List
Timesheet

You can customize which features show up on your home screen. You can alsa change
the order in which they appear by dragging the feature to your desired pasition.

Timesheet

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:
X

Change Home Favorite Links

X x

E @ & ¥



Home Screen Legend

E Menu/Navigation Panel

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

People
E Search
m Help

Approvals
Message Centre

m Profile/Settings & Logout

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

A 1 R

Actions Balances Bookmarks

Pending Actions

A

Actions : Displays any pending actions you have in your inbox. You can Accept or Reject the action by clicking
on the appropriate link. To view the workflow form associated with the action, click the link in the tab:

o s R

Actions Balances Bookmarks

View all actions in Message Center

Pending Actions wiew all actions in Mess

h Employes ACTION REQOUIRED: Pleass reves Contact Debils subrmtied T Employse Name DATE TIME ACCRER Fpedr

e

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

Bookmarks ; Show links to your frequently access websites
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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:

#& Home Test Site (56.3)

» X work Employee Name
Work Assignment

Js  Employee Timesheet Profile & Sattin
rofile & 5 g5

(# Profile & Settings

&

Calendar Employee
Timesheet

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.

de force Up and Running with Dayforce

(Mo fiter v

+ 4+ B2

= - [0 Searcn | Up and Running with Dayforce

| Up and Running with Dayforce

» [1 Employee Training

Manager Training

»
» [1 Administrator Training
»

MyPleh

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.

View Messages

By Default, the application displays all messages (including notes, broadcasts, reports, and actions) when you
open Message Centre. If necessary, you can click one of the filter buttons beneath the Inbox tab to view a
specific type of message.

For example, to view only reports, click the Reports button. The application hides all other items in your inbox
and displays only reports:

¥ Refresh o select + ,o Search Delete B Markas v X

@ Approvals Reports

&4 Inbox B Your Name Report Name DATE TIME

Messages
I B Reports (1]
o Notifications
Actions.
(& Drafts
A sent

T Trash Empty



Send Messages

Depending on your company’s configuration, you might be able to send messages and/or broadcasts to your
colleagues. The application displays any message types that you can send in the Compose drop-down list:

BJ New Message
| &3 Inbc
i)

{ ‘& New Broadcast
E Repaorts
ﬁ Notifications
A Actions

(& Drafts

g sent

T Trash Empty

In the example above, the user has access to send both messages and broadcasts. If they only had access to
send messages, the application would only display the New Message option in the list.

Once you have selected the type of message to compose, the application displays a blank message or
broadcast:

(' Back @ Discard X

Mew Message

0 Selectad

Subject

Ml
4

o 5end save Draft [ Cancel



You can select your recipients in two ways:
1) Start typing the recipient’s name into the To field. The application displays the appropriate users:

Macon Gil espi

<=

0 Salectad

rs

= | B

[T] = o=
_ ]

<

5
Tl

[ ..~

2) If you must send a communication to a large audience, you can use filters to find the necessary recipients.

To
To open the filter criteria, click the - button:

Search

Y Filter 9 Saved Items

Save Filter as.. 3 Clear Filter

Department

Job
Location
Name
MNumber
Pay Class
Pay Group
Pay Type
SIN

Status

Active X

% AddFilter ) Reset to Default

0 000000000

™ Select +

@ Employee Name
@ Employee Name
Employes Name
Employee Name
Employee Name
Employee Name
Employee Name
Employes Name

Employee Name

Employee Name

& selected Employees

M Select ™ 3¢ Remove Save List @S..

»

All

Specify your filter criteria using the controls provided, then select the checkbox beside the recipients’ names
and click the Add button. The application displays the users you have selected in the Selected Employees

column:

Search

Y Filter ¥
Save Filter as...
Department

Job

Location

Name

Number

Pay Class

Pay Group

Pay Type

SIN

Status

Y6 Add Filter

Saved Items
3 Clear Filter

Client Services %

Active %

) Reset to Default

00 0 00000 0 o0

™ select ¥

@ Employee Name

| @ Employee Name

[| @ Employee Name

| @ Employee Name

| @ Employee Name

| @ Employee Name

[| @ Employee Name

»

Al

X

& selected Employees (5)

& select >~ 3 Remove Save List as...
"] @ Employee Name
| @ Employee Name
] @ Employee Name
] @ Employee Name

"] @ Employee Mame



Once you have selected all the necessary users, you can compose your message. The application provides
text formatting controls for messages and broadcasts, so that you can format your message as necessary:

MNew Message

0

50 Salected
Employee Name 2 | Employee Mame 3 || Employee Name 3 |, v

Subject Reminder: Team Potluck Tomorrow!

« »|B | U §&|E =

kd
I
I
il
1]
Il
4

Team.

Don't forget about tomorrow's team potluck! If you haven't signed up already, but still want

to participate, please make sure that you contact me ASAP to let me know what you're
bringing.

Thanks!

Save Draft @] Cancel

Your Team

If you manage other employees, they are displayed on the My Team section. Click on a team member to open
their Employee Card.

Employee Name # Manager: Your Mame
Position Name
Location

m View Profile - View Hierarchy

Profile

F Personal Contact

Primary Residence Address Mobile

123 Test Lane Mo Mobile Phone Mumber Available
Toronto ON Home

LAL AL Mo Home Phone Number Available
Canada

F Business Contact
EI Employee Details

* Emergency Contacts



Click on from the Employee Card to take you to the employee’s profile in People.

1 View Hierarchy

Click on EEE to view the organization hierarchy.

Organizational Structure

—
. Q Zoom In Q Zoom Qut HFIt To Screen L, Show Manager =\ Hide Manager & Show Employees &% Hide Employees | 3 Export

Your Name

Your Name

Employee Name Employee Name
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Profile and Settings

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

= | # Test Site (56.3) (Rl

Employee Name
Work Assignment
Profile & Seftings

Calendar Employee Profile & Settings Shift Details
Timesheet

Actions Balances Bookmarks

Pending Actions View all actions in Message Center

Or by clicking on the Profile and Settings through the Top Right Icon:
Qe m

@~
~
Employee Name

Position Name
| Profile & Settings |

@ Available Roles

) Manager
® Employee

About

Switching Roles
The application displays any other roles you’ve been assigned. When you select one of them, the application
reloads and displays the features you’re assigned access for that role.

Qe = ©-

Employee Name
Position Name
Profile & Settings

@ Available Roles

) Manager

® Employee
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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

12



Viewing Your Employee Records in People
Once you have setup your employees in the application, you need to maintain their records to ensure they are
accurate and up-to-date.

The People feature provides a centralized access point for data about your employees, such as their status,
contact information, work assignments etc.
It is in the top right-hand corner of the application:

Filter Employee Records

Before you Begin: The filters you have access to depend on the access authorizations assigned to your role.
For example, if you do not have permissions to view employee pay information, the application does not
display affected pay filters.

Filtering employee records allows you to narrow the list, so that you’re only seeing employees who meet the
specified filter criteria. For example, you could use this functionality to find all employees who work at a
specific location.

T PrePradSite 024212 —————————————————,

= defOI’CQ \\Q Search Dayforce ) @ B m

X

Y Fiter @ View | ViewProfiles | 4 Edit+ || Reports
atus and Work) Job Assignment [ v ] [select an Opion. K~
osaisces

Starus and Work)  Locstio [Select an Oprions ML Q
Per: Name ( | @
(Per: Numbe [ | @
(Sca ) Status [m v | [[actve X[ inactive % | Pre-start % K~
") Resetto Defaul [ Include Indirect Reports

By Default, the application displays some filter options when you open the People screen:

ﬁ Add Filter

If you would like to modify your filter options, click on the Icon and check off any options you

would like to use.
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View Employee Records
You can either view individual employee records or load a number of records that you can navigate between.

To view a single employee record, simply click the employee’s name in the list:

O Name Employee Number Status Primary |ob Assignment
O 0018 Active 325-QC Inspector

O 0035 Active 175 Senior Designer

O 0057 Active 175-Drefter

To load multiple employee records, complete the following steps:

-
m Name Employee Number Status Primary job Assiznment
0018 Active 325-QC Inspector
0035 Active 175-Senior Designer
O 0057 Active 175-Drafter

1. Select the checkboxes next to the records you want to open:

2.Click the View Profiles button above the filter options:
= ‘ﬂ‘ People &Qe°|®-

IR Organization Chart X

* Favorites ¥ ? Filter <@ view [i] View Profiles = | , Edit ¥ ‘ Action ¥ | Reports

0 Selected

Loction seectanopion. v | @R o

Personal Name 0

Persona MNumber [x)

Position in "2 Select an Optic -

Work) Status in w | | Active % | Inactive X || Pre-Start % AN x]

%Add Filter ) Reset to Default
Ol Name Employee Number Primary Address Primary Position Primary Location Status

1. Navigate between the profiles you’ve selected by doing one of the following actions:
- Click the left and right arrows:

e Selected Employ... * | Amanda Tamane * Regional Manager K~ %

- Select the employee from the drop-down list:

o Selected Employ ... + | Amanda Tamane * Regional Manager X i 0

Amanda Tamane * Regional Manager

Erin Walsh * Assistant to the Regional Manager

Julie Palmer + Assistant Regional Manager(@_

For more details on the People Screen, see HTML People Document.
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Scheduling Your Staff

Dayforce provides you with a graphical tool to schedule your employees. You can perform a variety of
scheduling tasks, such as adding shifts and changing their start and/or end times or their duration.

The application also checks your schedule for problems, such as scheduling overlapping shifts or scheduling

employees when they are unavailable and alerts you while you are working on the schedule if it contains any
of these issues.

If your company uses Scheduling, please see the Introducing Schedules Document.

Approvals

This is where you approve/deny Time Away From Work Requests entered by your employees.

To navigate to the Approvals screen, you can click on the icon from the top right hand corner of the
application.

By default, the application will show any Pending, Cancellation Pending Requests that need to be actioned.

3 Refresh ‘ Y citter ‘ ¥ Request New Time Off Reports

X
Employee Name Q
Approval Type £ Availability ) Overtime Banking ) Shift Trade Y&, Time Away From Work M Unfilled Shift Bid ) Unfilled Shift Trade (%]
Status Pending ) Cancelation Pending & Approved € Denied 3 Canceled Q
Date Range 2420/2017 - 41202018
Locaticn B X Manager | Your Name b 4 [x]
% AddFilter  "C) Reset to Default T ) Actionable
Approvals
B wiliiken, Walter 035 {5 Availability bty R
@ christensen, winston soz0 ¥ Time Away From Werk o 1 i R m
£ conner. sheila sozs ¥ Time Away From Work e A e 1] m
£1  conner, sheila 6028 ¥ Time Avay From Work i i ot m
g Powell, Christopher 6037 ¥ Time Away From Wark vf‘ et askialh Approve

You can simply Approve or Deny the request or you can click on the request to view the details. The details of
the request depend on the type of request.

15



Enter Time Off Request
To create a new Time Away From Work Request in the Approvals screen, complete the following steps:
1. In the Approvals toolstrip, click Request New Time Off:

4 Refresh Y fitter | 9 Request New Time Off Reports

The new time away from work request opens in an overlapping window.
2. In the Employee drop-down list, select the appropriate employee.
3. In the reason drop-down list select the reason for the time off. This list is filtered based on the selected
employee. When you select a reason, the application displays the balance type, remaining, and unit days for
the employee:

Mew Time Away From Work e

Time Requested: 3:00 Hours Reguested On SI24/3017 11213 AM

Employee Briio, Dylan

Reason Start End Type Remaining Unmit
"F. WA - SEEI0AT SaRAT Sack 2803y - B Hour
FTO SDays - B Hour
Type of Reguest
Al Dy srtial Da
Balances

Balance Detalls Expiring Transactions

Type Start End Accrued Approved Pending Remaining Exceeded Uniz
PTO 172017 5 5 Durys - B Hour
Sick 17 26 ] Days < B Hour

Manag!r Comment

4. Enter the start and end date of the request or click the calendar icons to select the dates.
5. Click All Day or Partial Day to indicate the type of request.
6. Optionally, enter your comments in the Manager Comment field.
7. Do one of the following actions:
- Click Save to save the request and approve it later
- Click Approve to save and approve the request at once.
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Timesheets

You can load your employees’ time and attendance records in Timesheets. The application displays the
Locations that you have access to, if you manage multiple locations, make sure you pick one location in your
organization before you load any timesheets.

Load Timesheets

[
1. Click on the arrow next to the Load button: l Load ¥
A dialog opens displaying additional loading options:

Load & Save | Fiter I sort Favorites ¥ | a Options
Organization Pay Group
Company Name [T All Pay Groups v
Pay Period
TI2102019 - 72712018 v
Employees

_::IE.:i

2. Select a Pay Group and a Pay Period from the corresponding drop-down lists.
3. Click the Load button display appropriate information:

Load Y Save | Filter I=_ Sort Favorites = | 'ﬂ Options
Organization Pay Group
Company Name ﬁ Selected Pay Group -
Pay Period
THS2015 - 712802019 L
Employees
v

Add Shifts

After loading your timesheets, you can add shifts for specific employee.

1. In Timesheets, select the appropriate cell and click the add icon ( &2 ):

Employees Sunday, Aug 7 Monday, Aug 8

Employee Mame

17



The application displays a dialog in which you can add the shift details:

Employee Name - Monday, Aug 8 x

Unscheduled | Location

» Unscheduled Position Name
@ Unscheduled | [Nong]
) Unscheduled | [Mone]
£ 09:00 AM v
'|'rl -
| 05:00 PN v
0.00h 0.00h E

o ] o

Depending on how your application is configured, you may see the employee’s primary job, the default meals
or breaks, and the shift default start and end time.

2. If needed adjust the shift details using the associated drop-down lists in the dialog.

3. Click the arrow next to the start and end times, and then adjust the times as needed suing the up and down
arrows. You can also enter the time directly into the corresponding field.

4. If you want to add a meal, click the add meal icon ( Fu). If you want to add a break, click the arrow next to

the add meal icon, and then select Add Break in the drop-down list. Once added, you can modify the start and
end time for the meal or break.

5. When you are finished creating the new shift, click the OK button. The application closes the dialog box and
adds the shift to the timesheet.

NOTE: You must Save the modifications to the timesheets using the Save Icon in the left corner of the
Timesheets Screen.

Add Pay Adjustments
You can add amounts or hour-based pay adjustments for employees on the timesheets.

1. In the timesheets, select the appropriate cell, and then click the arrow next to the add icon ( &2 ) to expand
the add drop-down list:

Add New Shift

Add New Pay Adjustments@

+ O BE

Add New Punch(es)

2. Select Add New Pay Adjustments.
The dialog Add New Pay Adjustments dialog box opens:

18



Add New Pay Adjustments X

Pay Adjustment Type  Bonus ¥
Position Employee’s Position Name X
Amount 0.00] Amount v
Comment

Reference Date

3. Specify the details of the pay adjustment, including the pay adjustment type and amount/hours.
4. When you are finished creating the pay adjustment, click OK. The application closes the dialog box and adds
the adjustment to the timesheets.

Authorize Timesheet Records
You will need to authorize an employee’s shift for those hours to be sent over to Powerpay.

To authorize a single employee’s complete week, click on the employee’s name to highlight the entire week

é Authorize

You will see a shift has been authorized when you see this icon in the top right-hand corner of the record:

and then click the Authorize Icon

i

To authorize, all your employees, click on the Employees to highlight your entire Timesheet:

| Employees | Monday, Jul 15 Tuesday, Jul 16 '
Employee Name Position Mame Position Name Pc
= 900 AM - 5:00 PM = 9:00 AM - 5:00 PM » ag

0.00 £.00 0.00 8.00
Employee Name Position Mame Position Name Pc
= 9:00AM - 5:00 PM = 9:00 AM - 5:00 PM = 9q

0.00 8.00 0.00 B.00
Employee Name Position Mame Position Mame Pc
= 900 AM - 5:00 PM = 9:00 AM - 5:00 PM » ag

0.00 £.00 0.00 8.00

é Authorize

Click on the Authorize Icon

Employees Monday, Jul 15 Tuesday, Jul 16 v
Employee Name Position Name i Position Name i Po
= 9:00 AM - 5:00 PM = 9:00 AM - 5:00 PM % 30

0.00 8.00 0.00 8.00
Employee Name Position Name i Position Name i Po
= 9:00 AM - 5:00 PM = 9:00 AM - 5:00 PM » g0

0.00 8.00 0.00 8.00
Employee Name Position Mame i Position Name L Po
= 900 AM - 5:00 PM = 900 AM - 5:00 PM » g0

0.00 8.00 0.00 8.00
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