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Configuring Self Service 
Dayforce Powerpay Self Service configuration includes the following tasks: 

• Set Self Service Options 
o Allow Unmasking of Personal Information 
o Activate Pay Statements and tax Forms flow to Self Service 
o Set deadline for Self Service changes to flow to Payroll 
o Assign default format for Auto-Generated usernames 

• Define field-level controls for employee data entry access 
o Set access levels for Contact, Personal, and Work Information sections on the Profile page 
o Select users to receive notifications for Self Service actions 

• Audit Emergency Contact Information on the Audit Trail page 

Allow Unmasking of Personal Information 
Select this option to allow employees to view unmasked personal information in Self Service including 
SIN, Birth Date and Direct Deposit Bank Account Numbers on the Profile page in Self Service. 

 

1. Navigate to the Self Service Options page (Company  Self Service  Self Service Options). 
2. In the General Options section, select the Allow Unmasking of Personal Information checkbox. 
3. Click Save. 

When this option is selected a View link displays to the right of the masked information in Self Service, 
allowing users to view the information unmasked. 
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Activating Pay Statements and Tax Forms for Self Service Users 
This step should only be completed once you are ready to begin using Powerpay Self Service and 
have created accounts for your employees. 
This option must be enabled for employees to view and print their pay statements and tax forms in Self 
Service. 
Employee tax forms are only sent to Self Service if the employee selects that option within the Self 
Service application. 

Employee pay statements and tax forms display in Self Service starting in the payroll run after this 
option is selected. If this option is cleared, the pay statements and tax forms will stop being sent to Self 
Service. However, pay statements and tax forms that were previously uploaded to display in Self Service 
will remain. 

Pay statements and tax forms from previous payroll runs, prior to turning on this option, are not 
uploaded and are unavailable in Self Service. 
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1. Navigate to the Self Service Options page (Company  Self Service  Self Service Options). 
2. In the Feature Activation section, select the Enable Pay Statements & Tax Forms in Self Service 

checkbox. 
3. Click Save. 

Setting the Self Service Change Deadline 
You can temporarily stop the flow of data from self Service to provide the payroll administrators time to 
audit, balance, and preview the payroll before it is submitted for processing. 

 

Without the Change Deadline in place, Self Service changes continue to flow to Powerpay and may 
impact the payroll, so the final Preview could be different than the final register. 
It is highly recommended that you set the Change deadline to stop the flow of changes for a specified 
time before the payroll is processed. 

 

1. Navigate to the Self Service Options page (Company  Self Service  Self Service Options). 
2. In the General Options section, select the Enforce Employee Deadline for Self Service Changes 

checkbox. 
3. In the Deadline for Changes on Submit for Processing Day field, select the time to stop the flow 

of data. 
 

Once the payroll is processed, the information flow resumes automatically and any Self Service changes 
are updated in Powerpay in the next pay period. 
When a preview is requested during the time the data flow from Self Service is being held, a message 
displays on the Submit page. 
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Assigning the Default Username Format for Auto-Generated User Names 
This option enables you to configure the default format for Powerpay Self Service usernames created 
with the Auto-Generate process on the User Maintenance and the Multiple User Create pages. 

 

 
The username must be a minimum of six characters. If the auto-generated username is less than six 
characters, a four digit number is added to the end of the username. 

 

 
 

Use these settings to specify the type of access employees should have on the Profile page in Self 
Service. This allows you to enforce corporate policy and define: 

• Which fields to display 
• Which fields are view only 
• Which fields are editable 
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• Notifications to be sent to Powerpay users based on specific events 
 

To set the options to allow employee data entry in Self Service as appropriate for your payroll: 

1. Navigate to the Field Selection page (Company  Self Service  Field Selections). 
2. Select the option to set the access for the fields based on the section of the Self Service Profile 

page. 

3. Save. 

Field Selection Options 
There are four Field Selection options available. Select the option based on your company preference 
and policy, for example you can allow only the email and phone number to be edited, or address and 
emergency contacts. The options are: 

• Hide: No information for this section or field will display. 
• View: The default setting, information is view only in Self Service and cannot be modified. 
• Edit: The item can be modified, and in some cases deleted. The edits made in Self Service flow 

back to Powerpay to be used when the payroll is processed. 
• Notify: When selected, a message indicating any changes/edits by a Self Service user is sent to the 

Powerpay Inbox of users set to receive notifications. 
o Additional information about the Powerpay Inbox and notifications is located later in this 

guide. 

 

Regardless of the Field Level setting, information is view only in Self Service for terminated employees. 
Any changes made to personal information, such as an address change, are not saved. 

 

 
Field Selections Available for the Self Service Profile Page Sections 
The following fields in Self Service can be set on the Fields Selection page: 
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• In the Contact Information section: Address Information, Phone (with Area Code), Email, and 
Emergency Contact. 

 
• In the Personal Information section: Social Insurance Number, Earnings Statement & Year End 

Form Language, Birth Date, Gender. 

 
• In the Work Information section: Direct Deposit, Earnings Statement Delivery, and Year End Form 

Delivery. 

 
 

Direct Deposit information can only be set to Hide or View. It cannot be edited by employees. 
Hide is not available for the Earnings Statement Deliver and Year End Form Deliver fields. 

 

Use the Set all to filed to set all fields to the same value. 
 

 

 
When you select Notify as the Field Selection option for the Profile page in Self Service, you need to 
define which Powerpay user(s) should receive the notifications, and the type of notifications. 
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To select the notifications to be sent to a Powerpay user: 

1. Navigate to the User & Contact Management page (Company  User & Contact Mgmt). 
2. In the list of users, click the Edit link for the user to receive notifications. 
3. In the Self Service Notification section, select the type(s) of notifications this user should receive. 
4. Submit. 
5. Repeat steps 2 through 4 for any additional Powerpay users who should also receive Self Service 

notifications. 

Notification in the Powerpay Inbox 
Notifications generated from Self Service entries and actions will display in the Powerpay Inbox. The 
Inbox will include: 

• Messages: System generated information for your payroll. 
 

 
• Actions: Includes notification of users who have locked themselves out of Self Service. Also 

pertains to data synchronization issues, such as when a Self Service user and a payroll 
administrator are updating the same field at the same time. 

An indicator will display on the Powerpay Toolbar when you have new messages, alerts, or notifications 
in your Inbox. 

 

To view the messages in your Inbox: 
1. Click the Inbox link. 
2. By default, all messages display. Messages display by date with the most recent at the top. Sort 

and Filter options are available. 
3. Click on the message Subject to open the message. 
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Audit Emergency Contact Information on the Audit Trail Report 
Changes to Emergency Contact Information will display on the Audit Trail page, in the Employee 
Information section. Entries made in Self Service will show ESS with the user’s name in the Keyed By 
column. 

 

 
1. Select Pay Period  View. 
2. Scroll down to the Employee Information section. 
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