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Getting Started

Dayforce, our time and attendance application, can be accessed via the intranet home page.

/"\ | wision | iDashboards App | CBS Daily Update | FirstCLASS | Dayforce | Directory | Email | TSG Help
Desk | Login

( CONNECTIONS _ @

https://www.dayforcehcm.com/mydayforce/login.aspx

c . CERIDIAN
ompany: Firstrust
Dayforce

User Name: five-digit employee ID number with leading zeros

EXampIes: Company

e If your employee number is 1234, your user name is 01234 firstrust

e If your employee number is 72, your user name is 00072 User Name

01234

Default Password: The word First and the 4-digit year of your birth. Password

Example: esssssessee

e If you were born in 1981, your initial login password is First1981

Can't access your account?

The system will prompt you to change your password after your initial log on:

A password reset is required for this account

New Password 0)
Confirm new password 9

Change Pas.swcﬂ% S
'

Password Rules
e Passwords must be complex containing 8-14 characters.
e Three out of four character types are required: upper case, lower case, number, and/or symbol.
e Passwords must be changed every 90 days.
e Passwords cannot be reused for 10 occurrences.
e Three failed login attempts will result in your account being locked. (See password reset section below for
more information.)
e Passwords cannot contain the user’s account or full name.

Navigate the Application

There are three main ways to navigate across the application:
e Navigation Panel


https://www.dayforcehcm.com/mydayforce/login.aspx
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e Favorite Features
e Global search (located in the toolbar)

The image below provides an overview of where each of these are located in the application.
Navigation Panel Toolbar

Manufacturing Co US4

Homse

Jessica jones
Regional Manager

Wiork

My Reports

Lyrstem Admn

by Dy

Tirmeshest Calendar

My Schedides

Favorite Features

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

Mavigation Panel

# Home &

Jessica Jones
Regional Manager
" Wark
3w e Profile & Settings

My REports

Manufacty L LISA a Hame
"
§
.

System Admin

My Dy
Tmesheet Calendar

y My Schedules

The application highlights the feature you are currently using in blue. You can navigate to another feature by clicking on
it in the panel.

Show and Hide the Navigation Panel: By default, the navigation panel is hidden (“unpinned”) when you first log in to the
application. You can display it by clicking the menu icon at the top left of the toolbar:

When the navigation panel is unpinned, the application opens it over top of the feature you are using:
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Manufacturing Co. USA
: 5012 Manager: Amanda Tamane

ﬁ Home

> 4 Work Account Settings  Volunteer

To hide (close) the panel, do any of the following:
e C(Click a feature in the panel.
e Click the menu icon again.
e C(Click anywhere outside of the navigation panel.

Pin the Navigation Panel: You can “pin” the navigation panel by clicking the pin icon:

When the navigation panel is pinned, the application moves the content of the feature to the right to make space for the
navigation panel, instead of displaying it over top of the feature:

FirstLease

# Home

£91  Earnings

The application continues to display the navigation panel until you unpin it.

Unpin the Navigation Panel: To unpin the navigation panel, click on the pin icon again. The application hides the
navigation panel until the next time you click either the menu or pin icon.

Favorite Features: The Favorite Features functionality in Home provides a quick and easy way to access the six

features that you use most frequently. When you log in, the application displays your favorites at the top of the Home
screen:

Maniifacturing Co. USA

& Home
e Jessica Jones

v B ok Regional Manager
. L ile & et N

[ i:'| by Repors.

Syrsbern Admn

Wy Duary
Calendar

My Sohedudes

Favorite Features
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By default, your favorites are set the first six features you have access to, alphabetically.

Note: Depending on your screen resolution, the application might display fewer than six favorite features. While you
can still configure up to six favorites, the application only displays as many as can fit on the screen.

Edit Your Favorite Features: If the default features are not the features you most often use, you can change your
favorites:
e C(Click the Edit link at the bottom right corner of the Favorite Features section of the screen. The application

displays the Change Home Favorite Links control:
Change Home Favorite Links b 4

You can customize which features show up on your home screen. You can also change the order in which [|1Q:|I' appear |.'I}'
dragging the feature to your desired posstion.

x x x x x X
it — e
(L E5 .i. L=
—
L2 h=
Attendance Benefits Calendar Delegation Dietails Document Explorer

Drag and drop features to the top

(e

C!:I.‘l*l_:l
i
oS
E.

g 1 2 5

Earnings Farm Submission... Forms My Day by HR My Schedules

5 L @ B ¥ D

“ Restore to Default Cancel

e To edit your favorites, do any of the following:
o To add a feature to your favorites, drag and drop it from the bottom portion of the screen to the top.

When you’ve dragged it somewhere that it can be “docked”, the application displays a green arrow:
Change Home Favorite Links x

¥ou can customize which features show up on your home screen. You can alss change the order in whech they appear by
dragging the feature to your desired pasiman

@'x & mx . * * Lx
G 278 .

Artendance Delegation Dratails Dacument Explarer

(el
i

Drag and drop features to the

(ﬂ'ﬂ
T
o -

L
j | ]
2 A 5
EAMMings Farm Submission... FOIms My Day My Schedules
Y
% 1 @ @ JE‘E .fli")
“ Hestore io Default Carcel

Note: If you have access to more features than can be displayed in the portion of the screen, use the Search
Features field to find the feature you want to add to your favorites.
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o To remove a feature from your favorites, click the X at the top right of the feature icon:

g
-

o  Document Explorer

o To reorder your favorites, drag them to another position. As with adding favorites, the application
displays a green arrow when you drag a feature to a place where it can be docked.
e  When you have finished editing your favorites, click Save.

Note: Your favorites are specific to the role you are using. This means that if you have two user roles (e.g. manager
role and an employee role), you can specify a different set of favorite features for each role.

Restore Default Favorite Features: If necessary, you can revert to the default list of favorite features:
e Click the Edit link.

e Click the Restore to Default button:
Change Home Favorite Links

X
Yiou can customize vwhich features show up am your home Soreen. You cam aso change the arder in which they appear by dragging the feature 10 your
desired position
x 4 X x x
-] - ] - N
£o) Y
=== e e
Timeshest Calendar Eamings Profile & rngs Kiy HR
Dvag and drop features to the top
—_— =
(OF 1 D= 4 =)
243 A= =0© =
—
Attendance Benefics Delegation Details Dooument Explorer  Fonm Submasson Forms
U - L
-ﬂ :G) % 1 —
—
My Clay My Schedules Ity Tomesheats Profile Reparts Tirmoe Awway List Tirne Bank Ealanc

B oo

[# "5
e C(lick Save.

Global Search: Global Search allows you to access people, features, and reports from one convenient location. To
open Global Search, click the Global Search button in the toolbar:

The application opens the Global Search panel at the far right of the screen, on top of the selected feature:
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+ & O

All People Features Reports

You can quickly search for employees, features, and reports by typing search text in the field in the All tab. The
application displays matches that you have access to:

+ 2 2 B

People

Aaron Glover
Packager » Plant

Alfonso B Boyd
ctomer Retention Bssoclie * Pt

Amanda Tamane
Region@ MBriger = Pifint

Amena B Bender
Hese hilierill H

View All Resuits

Features

@ Attendance
— Calendar
-g-] Client Properties

Delegation

Reports

Employee-Manager

Access Your Profile and Settings

This section describes how to modify your Dayforce user profile and preferences in Profile & Settings.

Upload Your Picture: Controls are displayed under your photo at the top of the Profile tab.
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Edit Picture {b

Amanda Tamane
Regional Manager

e To add a new picture, select Upload from the drop-down list.
e To delete your existing photo, select Remove from the drop-down list.

Contact Information: You can review address records in the Contact Information section. If you have a payroll
mailing address defined, it is displayed by hovering over the envelope icon:

Payroll Mailing Address:

Contact Inf| 12 Amncesies
w0210

Address -ni=

Primary Residence

123 Amanda Street
Arywhere, CA

Q0210

United States of America

Update Your Address Information: To add, edit, or remove address, access the Forms tab and select Address Change
Form.

Address i 4
Address Information

+-‘cc t
essline 1+ | Address Line 2

Primary Residerce  United States of America 123 Amanda Street Arywhere

< >

Supporting Documents

Commaent
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Update Your Contact Information: Your phone numbers, email addresses, and online profiles are displayed on the

Contact Information widget. To add, edit or remove contact information, access the Forms tab and select Contact
Details.

0 s S

Update Emergency Contact Information: You can specify a primary and secondary emergency contact in the

Emergency Contacts dialog box. To add, edit or remove contact information, access the Forms tab and select
Emergency Contacts.

Emergency Contacts 0o X
Browning, Catherine M
Status: Active  Employee Number: sl
~ Primary Emergency Contact
Below is your primary emergency contact. You can add new contact methods or update existing ones. Fields marked with an asterisk are required values.
First Name * Middle Name Last Name * Relationship *
xv
Phone Number Address Electronic Address
+ A A
Type® Country Code Phone Number *  Extension Effective Start © Effective End
Home: + | [United States of Amerca % + o201 =] B X
Mobie | [unita stotes of America % aseos | X
v
» Secondary Emergency Contact
Comment

Personal Information: Your Marital Status, Tobacco/Smoker information, Dependents, Beneficiaries, and Biography

are displayed in the Personal Information section.
Personal Information

Marital Status Dependents

Married + Loki Logan Tamane

Tobaccos/smoker Biography #Eon

No tobacco/smoker information available I'm not just a technical writer] | love drawing, photography,
food, yoga, and weightlifting. If you want a gym buddy, I'm
your girll

Work Information: Your Employee Information, Pay Information, and Payroll Information are displayed in the Work
Information section.
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Work Information
Employee Information
100423
Active
Flant 1 - Management
Regional Manager

Management

Pay Information

T

USH - Bi-Weekly

Salaned|Exampt

Brieehly

view

Payroll Information

vear End Form Delivery

# Eot

[None)

Enn walsh

Note: Your Base Rate or Annual Salary is not displayed by default, for your security. Click View to reveal your pay
amount.

Balances: The Balances section displays your time off balances. Your time away from work reasons, such as flex or
vacation days, are displayed on the Overview tab.

Balances

Overview Expiring Transactions ~ Time Bank Balances

Type Balance Grant Accrued Approved Pending  Grant Remaining Remaining Exceeded Unit
Years Of Senvice 0.00 20000 0.00 0.00 0.00 400.00 000
Vacation Available Bal 120.00 70.00 -88.00 0.00 3200 18.00 0.00

Flex Available Bal 0.00 56.00 -32.00 -8.00 0.00 16.00 0.00

r r T T T =T
g g|eg g &g &8

For each balance, your Balance Grant, Accrued, Approved, Pending, Grant Remaining, Remaining and Exceeded values
are displayed.

Security

You can update your security settings and access links to download the mobile application in the Security tab of Profile
& Settings.

Dayforce Mobile 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.

Update Your Security Settings: In the Security Settings dialog box, you can update your password, security
questions, and PIN.

Update Password:
e Enter your Current Password into the parameter.
e Enter your New Password into the parameter, and enter it again into the Repeat Password parameter.

Update Security Questions:

e Select a question from the Question #1 drop-down list, and enter the associated answer into the Answer #1
parameter.

e Select a question from the Question #2 drop-down list, and enter the associated answer in the Answer #2
parameter.

Update Personal Identification Number (PIN):
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e Enter a minimum of four digits into the Enter New PIN parameter.

When you have made the appropriate updates, click Save.

Manage Messages

You can view and send messages directly within the application. These messages can be sent to you automatically (for
example, to notify you that a report you generated is ready, or that a time away from work request is approved), or
directly from another user.

When you have new messages, the application displays a red indicator on the messages icon in the toolbar:

Acton Short Thank you! 61272015 1106 AM

A Prcevendoza ACTION REQUIRED: Ploass raview Tima OFf Request 3 3912015 9:04 PM

A Acions 0 Macon Burke Time off request for Monday, April 20, 2015 has b 3/8/2015 547 PM

(& orafis A Acon short ACTION REQUIRED: Please review Contact Details 3/8/2015 541 PM
oA e

B Trast RIS BiaCkwe smalyes-Manager 2015-02-07-002 710 xiex 372015 12:47 AM

N O~ K PM

A - EQUIR 2 9PM

- - > 11 J

O ma M

A - EQUIRED: Please r o5 1

O seoaBlackee = M

A Amery Hube ACTION REQUIRED: Please review Request Lesve of A 112312012 4:04 PM

Note: When you access Message Center in the main application using a device with a small screen, the application
automatically hides the folder list. To view it, click the menu button at the top left corner of the screen.

View Messages: By default, the application displays all messages (including notes, broadcasts, reports, and actions)
when you open Message Center. 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 notes, click the Messages button. The application hides all other items in your inbox and
displays only the notes:

& inbox Messages

I Messages Acton Short Thank you! 6/12/2015 11:06 AM

orts

@ notifications
A Aesiors

[ Drafts

oA sent

[ Trash
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Similarly, to view your drafts, sent, or deleted messages, users click the Drafts, Sent, or Trash tab, respectively.

Search for Messages:
e Click the Search button:
,0 Search
e The application displays the search parameters:
O pefresh @' select ¥ | O search | [l Delete % Mark as X
Author Name
Subject
Date Received
Author Location B X
Qapy [IERES
o To search for an item from a specific user, enter their name in the Author Name field.
o To search for an item by the subject line, enter any of the words from the subject line in the Subject
field. For example, to search for items pertaining to schedules, enter schedule.
o To search for items received between specific dates, select the dates in the From and To date selectors.
o To search for items for users who work at a specific location, click the org button next to the Author
Location field and then select the location from the org picker.
e When you have specified your search criteria, click Apply.

Manage Your Inbox: You can manager your inbox by selecting the necessary items and then marking them as
read/unread, or deleting them.

Select Messages:
e By selecting the checkbox next to individual items:

O Refresh ' select v P search W ® Mark as v
Inbox
v Acton Short Thank you!
& A Price Mendoza ACTION REQUIRED: Please revie.
€ macon Burke Time off request for Monday,
A Acton short ACTION REQUIRED: Please revi
I | erra Blackwe
&} © MaconBurke Reminder: Upcoming Training
A Acon short ACTION REQUIRED: Please revie,
e By holding the Ctrl key and clicking the row for any messages they want to select:
ORefresh  #selecty  Psearch [ Delet  Mark a5 ™
Inbox
v Acton Short Thank you
] A Price Mencoza ACTION REQUIRED: Please review Time Off Request submit.
0 Macon Burke Time off request for Monday, April 20, 2015 has been a.
A Actonshore ACTION REQUIRED: Please review Contact Details subm..

| v Sierra Blackwel
J
O MaconBurke Reminder: U

e By clicking Select All in the Select drop-down list:
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O Refresh W Select v fsSearch [ Delete  ©% Markas

Inbox

B
B Invert Selection

[ ——

E Macon Burke

B Select Al @

i Deselectall

Note: You can also change your selections by clicking Deselect all to clear all of the checkboxes, or Invert Selection
to clear all of the currently selected checkboxes, and select all of the currently cleared ones.

Mark Messages as Read or Unread:
e  Click the Mark as drop-down list.
e Select the appropriate option, depending on whether you want to mark the items as read or unread.

D Refresh M selet™ O Search Tl Delete & Mark as ¥
& Mark as Read
Inbox m By
= Markas Unread
ﬂ Sierra Blackwell ~ Schedule Changed Post-P 115 1:28 PM
Y 0 Sierra Blackwell  Schedule Changed Post-Publish 3/6/20152:21 PM

Delete Messages:
e With the necessary items selected, click the Delete button. The application moves the deleted items to the

Trash tab:

@  sierma Blaciove Request Leave o / 57 8M
e If necessary, you can permanently delete all of these messages by clicking the Empty button, either in the
Message Center toolstrip, or to the right of the tab name:

Grefresh O search Tl Empty
&a 1nbox
Messages
Bj reports
O notifications
A ~ctions
(# Drafts
A sent
I [ Trash sm@

User Profile Roles
If you are assigned more than one user profile role (for example, you can log in to the application as either an
employee or a manager), you can switch between the roles without having to log out of the application. Switching

roles provides access to features that you might not be able to access in your current role.

e From the toolbar, click the user icon:
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QT e m

oy

Jessica Jones

) I Profile & Settings

@ Available Roles
Sales Manager

® MManager

About

e The application displays all roles in which you have been assigned. When you select one of the roles, the
application reloads and displays the features you are assigned access to within that role.

Help

You can access help throughout the application by clicking the help icon in the tollbar:

o= @

§

Dayforce News

In addition to help, you can also access an overview of the new features added in the current release and the features

being developed for future realeases. The application displays Dayforce News by default the first time you log in after
an upgrade:

Dayforce News x

What's New What's Coming

51

Release 51

We've been hard at work updating and improving the user experience in Dayforce HCM

Click through these screens to learn more about the following topics
Simplified Release Numbering

Timesheets

Schedules

Onboarding

Reports Integration

Payroll

Benefits

e s

Note: Some of the features described in the following slides might not be generally available in the next
release, but will instead be available to clients who want to start using them as early adopters. For more
information, contact your organization's Dayforce administrator.

o this next tme | log ir

e To view after you have closed it, click the user icon in the toolbar:
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QT e =

I Jessica Jones

Profile & Settings

@ Available Roles

oy

Sales Manager

® MManager

About

e C(Click the About link.
e Click News in Dayforce.

System Details x

CAdmin

Client Administrator

Build: 161221

Build Definition: RTQAT61221_851
Release 51.1.17048.9

BUilt on 2172017 5:56:44 PM
Features not loaded:

My Pay, My Year End, Benefits Management, My HR,
system Admin, Org Setup, HR Admin, Payroll Setup,
Pay Setup, Benefits Setup, Site Setup, Plan Setup,
Schedule Setup, Training Admin, My Day, My Flan, My

To learn about new features for the release you are currently using, click the What’s New tab.
To learn about new features being developed for upcoming releases, click the What’s Coming tab. If

content is not yet available, the application notifies you that content will be uploaded later in the
release cycle.

Employee Timesheet

Dayforce allows you to track your time, transfers, and tips, view your pay and time away balances, and authorize your
timesheets in the Employee Timesheet tab.

Viewing Employee Timesheet

e Access your timesheets by clicking Employee Timesheet on the navigation panel:
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Q. Employee Timesheet

e The timesheet allows you to quickly record, view, and edit the times that you have worked throughout the
week.

e The timesheet defaults to the current week. You can use the left and right arrows to navigate to the next week,
or previous week/pay period, as needed.

Emplayes Timesheet

B July 24 - August &, 3015 * o

Jull 39

wCtar TP

e With information loaded, you can toggle between low, medium, and high levels of detail when viewing your
timesheet. Click the Options button to open the Options panel and select the required level of detail, as well as
any of the other available options to customize how the information is displayed on your timesheet.

B Load 3% Refresh ok Authorize ooy Unauthorizs ﬂ Opiians
b
l'c.
Grid Wiew Optiors zeneral Opbor®
Liraed of Daatail Diesplay Position Az b Autcdoad on S
Show problem pane after trmesheets are lnaded
— y . marlreery! lame Jo T "
[ ] wadium Caparirsent hame Job hane View Tokal § i hourssmirnes

e The application uses a number of indicators to provide details about the shifts on the timesheet. Indicators are
used when the shift is authorized, when a meal has been waived, when there is a problem, and so on:

Friday, Sep 25

® ni

A

CCE-INSP Inspector
B 000 AM -
f112:30 PM - 3:00 PM
f1 2:30 PM - 430 PM
e The application also uses indicators for the shift status, such as Worked (Scheduled), or On Clock (Not
Scheduled):

3

Saturday, Aug 29 Sunday, Aug 30

— Actua

it Scheduled) CCEJNSP Inspector

%} SRAC-CCE v

Recording Time on Employee Timesheet

e To add a shift that you have worked, click the Add New Shift icon in the cell representing the appropriate date,
or click the arrow to open the drop-down list and select Add New Shift:
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Tuesday, Aug 28

e -

55
B2 “Add New Shift

@ Add New Pay Adjustment

e Edit the start and end times to reflect your true time worked.
Browning, Catherine M - Tuesday, Aug... X'

=] Unscheduled | Support Center -
e Unscheduled | HRIS & Data Reporting Ana... ¥
Unscheduled | [Mone] -

» 09:00 AM v
+*e -

-

] 05:00 PM s

0.00h 0.00h E

e Confirm your start and end time by clicking the checkmark next to each.

s  09:00 AM v 4
@ | ¥
v

B 05:00PM

0.00h

o After you click the checkmark, it is replaced by an up arrow, and a down arrow:

W 09:00AM & | v
+ v
B 0500 PM

— Tota

0.00h

e You can adjust the scheduled times by typing a new time directly into the field, or by clicking up and down
arrows. Click the up arrow and the time is incremented by one minute. Click the down arrow, and the time is
decremented by one minute.

e If you work more than one shift in a day, click Add New Shift again to add a second shift.

e You can add a meal break during a shift by clicking on the add meal button next to the shift start and end times.
Enter the start and end of the meal, and then click ok.



Dayforce Guide: Non-Exempt Role

Viewing Additional Information in Employee Timesheet

A number of tabs are displayed along the top of the Employee Timesheet:
W Balances Pay Favaorite Sefs Problems Audits Punches

When you select a tab, a panel opens displaying additional information about your balances, pay, and so on. These
panels are described in detail below.

e [fthere are unsaved changes to the timesheet, the application displays a warning to inform you that the
information does not reflect the most recent changes:

g Balances Pay Fawvarite Sets Problems Audits *unches .

Friday, Oct 30 Saturday, Oct 31 Sunday, Mov 1

e You can click the Recalculate button to ensure that the data displayed in these panels are up to date:

il load A save F{lE"J Recalculate@

Balances

You can view any balances you have accrued, such as vacation days or sick time, on the Balances panel in Employee
Timesheet.

To view your balances:
e Navigate to Employee Timesheet
e Load the appropriate week.
e Click the Balances tab.

Fal B.':Il-r-.m-:lasﬁTJ Pay Favorite Sets Problems Audits Punches

e The application displays the Balances panel:

& Ralan s

o Select one of the three tabs to view details about your entitlement balances.
o Summary: Provides details for Grant, Accrued, Approved, Pending, Remaining Grant, Remaining and

Exceeded hours.

o Daily: Provides transaction details for the selected day.

o Expiring Transactions: Provides details about transactions that are expiring. For example, if you are
eligible to take a day off within 30 days of working on a holiday, the Expiring Transactions tab shows this
entitlement until it expires.

Pay
You can view the details of your pay records on the Pay panel in the Employee Timesheet.

To view your pay:
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o Navigate to Employee Timesheet.
e Load the appropriate week.
e C(Click the Pay tab.

Pt Balances Pay@ Favorite Sets Problems Audits Punches

e The application display the Pay panel.

~, Balance Pay Fannn s | Pumche

e Select one of the three tabs to view your pay details. Each tab provides the following information:
o Weekly: Provides details such as Date, Location, Department, and so on, along with a total that
includes all days for the selected week.
o Daily: Provides details about the pay for the selected day.
o Retros: Provides information about changes made to the time and attendance records after the pay
period was transmitted to payroll.

Problems

You can view any problems that exist on the timesheet, as well as any warnings or messages, in the Problems panel in
Employee Timesheet.

To view timesheet problems:
e Navigate to Employee Timesheet.
e Load the appropriate week.
e C(Click the Problems tab:

Fal Balances Pay Favarite Sefs Problems Audits Punches

Y

e The application displays the Problems panel:

T Problems

G

0

@ R skaring Fa Segn 25 o S e mot: e el Dt

e Select one of the three tabs to view errors, warnings, and messages, as needed.
Audits
You can view a record of all changes made to the Employee Timesheet in the Audits panel.
To view your timesheet change record, complete the following steps:

o Navigate the Employee Timesheets.
e Load the appropriate week.
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e Click the Audits tab:
o Balances Pay Favorite Sefs Problems Aumts@ Punches
e The application displays the Audits panel:

Aaidhli

FLi=RpT+ @ -

0 11 - ' w
e n
r -
O N cscos 5 P [ 3 =
e There are a number of columns on the Audits panel that use icons to indicate shift details. Most of these
columns display a checkmark when the column heading applies. The following is a description of each of these
columns.
g callIn Di.splays a checkmark if the user was called in for the
shift.
, . Displays a checkmark when the user has authorized
Employee Authorized X .
& ploy ! 'z the shift or pay adjustment.
. . Displays a checkmark when a manager has
4 Manager Authorized X . .
authorized the shift or pay adjustment.
, . e . Displays a checkmark when a user's punch fails
* Biometric Verification Failure . . e
biometric verification at the clock.
. I . Displays a checkmark when a user's punch fails facial
Facial Verification Fail e
’ aclat Verification Fafiure verification on the Dayforce Touch Clock.
¥ . Displays a checkmark when there are premiums
i Premiums . .
applied to the selected shift.
Displays a checkmark when a user's meals or breaks
¥ Auto Injected were automatically inserted into their shift to comply
with their punch policy.
®  Employee Comment Displays any comments that the employee added.
L2 Manager Comment Displays any comments that the manager added.
Note: These indicators are also displayed on the shift itself, when applicable.
Punches

You can view your raw punch data on the Punches panel in Employee Timesheet.

To view your raw punches:
e Navigate to Employee Timesheet.
e Load the appropriate week.
e Click the Punches tab.

o Balances Pay Favorite Sefs Problems Audits Punches

e The application displays the Punches panel. If there is no available information, the application displays the
following message:
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e Balances Pay Favorie Sets Problems Audits Punches

-1 I Prr
Mo Raw Punch Data Exists Funch Ficwrs Stock Picture

Authorizing and Unauthorizing Your Time

The application can track whether or not you authorize the time and attendance records on your timesheet. When you
authorize your time, you agree that the records are accurate.

é Authorize ._!@ Unauthorize

If the worked shifts on the timesheet accurately represent when you worked, and the pay details are correct, you can
authorize them to record that you have reviewed the records.

To authorize or unauthorize your time:
o Navigate to Employee Timesheet.
e Select the time and attendance records you want to authorize.
e Click the Authorize button.

| L.ﬁutharize ;{2) Unauthorize

LS [P -

e The shift is marked as authorized:

Sunday, Nov 29

Ju

TAN-TG Gate

[ | 5-TAN -

e To unauthorized a shift that has been authorized, click the Unauthorize button.
e Click Save.

Work Feature

Dayforce provides you with the important information about your work life, such as your schedule, availability, and time
away from work. You can quickly access this information in the Work feature.

The Work feature consists of the following sub-features:

e Calendar allows you to view your worked and scheduled time in a convenient, calendar-based format.
o Time Away List allows you to view and request time away from work.
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Manage Your Calendar

This section describes the following:

e Viewing Your Calendar: You can view your schedule in the Work > Calendar feature. There are several different
options that you can configure to determine what your schedule looks like.

e Manage Your Availability: You can view and modify your availability in the Work > Calendar feature.

o View Your Attendance: You can view your attendance scores and violations in the Work > Calendar feature.

Viewing Your Calendar

Your managers set your schedule within the application based on your availability, the jobs you perform, and their
staffing needs. You can see when you are scheduled to work as soon as your managers publish the schedule.

Manage Your Time Away

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 accruals, which are account that record the balances you have earned or
received for different reasons for time away from work.

When you request time away from work using the application, your request is sent automatically to your manager for
review and approval. The application displays the status of any request you have made, and any accruals you have
earned, in Work > Time Away List.

Your Balances

For each accrual, the application displays how much time you have earned, used, and have remaining in the Balances
panel in Work > Time Away List, along with the amount of time used by pending requests that your manager has not yet
approved or rejected. Vacation time and sick leave are examples of accruals you might receive and are reasons for your
time away.

M Balances

SUFmMmany Expir ";:_l.-n'.-'" OIS As OF 129E018

So, if you looked up your vacation hours and the application displayed the above example, you have earned, or accrued,
128 vacation hours. You have taken 15 hours off, and have requested eight hours that are pending approval. This
leaves you with 105 hours of vacation left.

The application can display the balance of your different time away from work reasons, such as the number of personal
days or vacation hours you have, in two different ways; with the “full balance display’ the application displays the
Accrued, Approved, Pending, Remaining, and Exceeded columns:
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Type Smart Emd Accrued Approved Pending Remaimning Exceeded
Sick Sum, Mar 29 30000 0.00 0.00 30000 000 Hours
Vacaoion Ho Sun, Mar 29 110000 S0.00 -3.50 4550 000 Hours

The application displays the following in the full balance display:

e Accrued. The amount you have earned or accumulated; in the example above, you have accrued 100 hours of
vacation.

e Approved. When you are reviewing an approved request, this is the amount of the balance the request used. In
the example above, a request for eight hours of vacation has been approved.

e Pending. When you are making a new request or reviewing another that has not been approved yet and is still
pending, the application displays the total amount of hours or days the request will use, if it gets approved.

e Remaining. The amount you have left in your balance; this is your accrued amount minus all used, approved, or
pending amounts. In the example above, you have 45.5 vacation hours left from the 100 that you accrued,
because 50 hours were in a previous request and another 5.5 hours are being used in the opened request.

e Exceeded. If you have a negative balance, where you have used or will use more than you have accrued, the
application displays the negative amount in the Exceeded column.

You can also view balances from within your time away from work request when you are creating it.

Type Start End Accrued  Approved Pending Remaining Exceeded Unit
Sick 3292015 30.00 8.00 0.00 22.00 0.00 Hours
Vacation Hours 32912015 128.00 15.00 -8.00 105.00 0.00 Hours

View and Edit Existing Requests
When you open Work > Time Away List, the application displays your existing requests:

+ Request Mew Time Off Selecy Status o Filier

L Balances

» ‘ﬁ 1es0ay b= ’ P
Vacation

. ‘ﬁ nursdg e .
Vacation .

. 'ﬂ ek |
Vacation

You can view more information about each request by clicking the expand icon (). The application expands the
request directly in the list:
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J Sack iy
lNme Requested: B.00 Hours
Reason Start End Type Remaining Ut
& o= 2T e Vacabion Hours 402000 Hours
Persona 126000  Houwrs
ik 128000 Houwrs
o
Balances
Override Hours
2017 Juns
Suan Man Tue Wed Thau Fri Sat Total
4.0 BOD

Caror] Redueil m m

For pending requests, you can edit the details of the request directly from this expanded view:
e Change the reason for the request by clicking the Request drop-down list and selecting a new reason.
e Edit the request start and end date by clicking on the calendar icon (" ) and selecting the new dates.
e Cancel approved requests by clicking Cancel Request.

You can also click Balances to view information about your available balances and expiring transactions, and click History
to view the history of the request.

Requesting Time Away

You can request time away from work for a single day or a range of dates in the Work > Time Away List feature.

When you make a time away from work request, you specify a reason, such as vacation time or sick leave. The reason
you select determines how you are paid for the time. It can also determine whether you are allowed to request the time
away from work, or not, as the application tracks how much time you’ve taken away from work for each reason. It then
compares this amount against how much time you are allowed.

Note: You cannot use a time away from work reason if you have already used up your accrued time for that reason.

All these details — which reasons are available, how you’re paid for time away from work, and how much time off you're
allowed for each reason — are set by your management and preconfigured in the application. You should select the most
appropriate reason for your time away from work, as it can impact how you’re paid. For example, if you have paid
vacation time but your personal days are unpaid, then the reason you select will impact your pay.
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Note: The options you have for making time away from work requests depend on how the application was configured
for your location.

To request time away from work:
e Navigate to Work > Time Away List.
e Click the Request New Time Off button:

== Request New Timl_Emef
S

e The Create Time Off Request slide-out panel opens:

Create Time Off Request

Time Reguested: 7.50 Hours Status:
Reason Start End Type Remaining Uinit
T2 s s el ks Walanan Hours 144,50 Hours
Sick 22.00  Hours
Type of Request
Al Dary Partial Dy

Balance Details

S m

o Select the reason for the time off from the Reason drop-down list.

Reason
Y
| Q|
$ Personal Y
& Sick
#) Training I
S, Ynpaid Time Off
ﬁ Vacation
_'rrrrn—rrl—m'l—rrl{h]—v

e Select the dates you are requesting away from work.
Note: Select the same date for the Start and End fields to request one day away from work.
e Inthe Type of Request section, do one of the following depending on whether you’re requesting a full day or
partial day off work:
o If you are requesting entire days off work, click the All Day button:

Type of Reguest
All Day Partial Day
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o If you are requesting a partial day off, and your time off policy has been configured to allow you to
request partial days, click the Partial Day button:
Type of Request

All Day Partial Day

b

e To view information about your available balances, click the expand icon ( ). The application expands this
section:

Balances

Balance Details Expiring Transactions

Typa Start End Grant Accrued  Approved Pending R'm:_:l:‘l:E Remaining Excoeded Unit
Fersonal 112016 25,00 (1 x] QLoD 2200 QL0 Hours
Sick 112016 32.00 oo 000 32.00 0UD0 Haiirs
Vatation Hours 11142016 0.00 &67.00 ] L] ouop G7.00 0uDo Haurs

e When you are finished recording the details of your request, click the Submit button.

After you save a time away from work request, it is sent to your manager for review and approval. Once it is approved,
the application marks this time on the calendar in Dayforce.

With each time away request, the application displays the date(s) requested off and the reason for the time away form
work. Approved requests are marked with a green checkmark, rejected requests are displayed with a red “X”, and
requests your manager hasn’t responded to yet are displayed with an orange circle and labeled Pending.

Earnings Management

This section describes how to view, print, or save your earning statements for current and past pay periods, as well as
year-end tax forms and year-to-date total compensation, if the application has been configured to display them. You
can also print or save your earning statements.

e Accessing Your Compensation

e Accessing Your Earning Statements

e Accessing Your Year End Tax Forms

e Saving or Printing Your Earning Statements of Year End Tax Forms

Accessing Your Earning Statement

You access your earning statements in Earnings.

To view your earning statements:
e Select the Earning Statements tab and click the arrow button (*) to expand a month and view the available
earnings statements:
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Earning Statements Year End Forms Compensation

Fram:; TH02014 =] [To: (802015 = W Filter

4 Statement(s) Found
Earning Statement Pay Date Type Met Pay

* August 2015
4 May 2015
B UsALegall - #000002369 S/B/2015 Normal $1,044.21
* April 2015
* February 2015

o The drop-down list contains the following information for each earning statement:
i. The pay group associated with the earning statement.
ii. The check number.
iii. The pay date of the associated pay run.
iv. The type of check associated with the earning statement.
v. The net pay amount.
vi. Hours worked.
o You can also filter the list by date using the From and To calendar fields and Filter button.
e Select the earning statement you want to view, and the application opens a slide-out panel with the Summary
tab displayed:

Edl‘TtII'IE Statements Year End Forms Compensation
> O USALegall - #DO0D0Z369 « SAB/Z015 « Normal ©

Summany Statement

| Earnings $1,244.66 100.00%
m Taxes $196.09
Post Tan Deductions $4.36 ]
H Net Pay $1,044.21 239N
Hours 40,00 100 00%
Reg/Eam £0,00 .0
Net Pay Distribution Amount
Chiesck; - 00002369 £1.02201

o The Summary tab displays the following information:
i. Total earnings for the earning statement.
ii. Total taxes for the earning statement.
iii. Total net pay for the earning statement.
iv. Total hours for the earning statement.
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To view the earning statement, click the Statement tab in the slide-out panel:

E arning Cralements

Year End Forms

(ur'npﬂi'i.ﬁl Taly!

> 0 USALsgall - #00000T365 « S/8/2015 + Normal ©
L}
Summary  Statemaent & prine
_I Ernployes Mame:  Anton Ercher Pay Date: SRS
Ernployes & 514 Pary Perisd &NII0NS - &BLINS
b Emnployes Address: 2543 Bocky Boad Chack #- Y
L = Bensalem, P& 19020 Fay Frequency Monrhly
D pantment: CADeparment i Fay Rate: $6,250.00
Job Tile: OaTesterjol Federal Filing Status:  rgle
Employer Mame:  Tewt Loga Position: 0 Tester Position Federal Exemptions:  (075100.00
Employer Phome: 2187894335 Corporate. Corporace State Filng Status:  (PA)
Employer Address: 214 Test rs Pay Group: 0 LUSA Mined Srate Ewamplan:  (PA)
Los Angeles. CA 91331 Sie Penndylvaria Sie
Howriinits Rate Amauant Howri/Units Amaunt
rrings ) s 1204 66| FN 124455
Beg/Eam #0.00 maes § 1244 60 000§ 120468,
Meme information
WCE E8 5 187 3 LE By
Taxes 5 196,09 [ [T
Fed WiH 1 10000 3 T
FICA EE ¥ TIAY ] ™"y
Fed MIWT EE 3 .05 ¥ 108
P UT EE 5 DT 5 QT
Poat Tax Deductions 3 58| 3 456
WCB EE L) a¥ L A
Routing# | Account # [ Amount | Amount
Pay 1 [CTE [T [ETTET
r“mu ] 1,044 21 $ o8

e You can collapse the earning statement slide-out panel by clicking the right arrow at the far left of the panel.

Accessing Your Compensation

You access your year-to-date total compensation in Earnings.

To view your year-to-date total compensation statements:
e Select the Compensation tab and click the arrow button (*) to expand a month and view the available earning

statements:

Earning 5tatements Year End Forms Compensation

(¢ ] s ©
b Refresh B e
Your Total Compensation for 2015 to Date
USALegall: $4,185.00
Total Compensation: USALegall
= Earmangs $3,730.98 2%
Regular/Earming sa73350
L] Employer Paid Benefits 561 a13%
WCEER 5551
u Employer Paid Taxes 44541 10.64%
Fed MWT E8 #5415
Fed UT ER 2241
FICA R 2.5
P& UT ER $137.32
Total: $4,185.00



Dayforce Guide: Non-Exempt Role

o The Total Compensation summary contains a graph and pie chart that, depending on your organizational
setup, display the following information:

i. Total compensation for the current year-to-date.
ii. Year-to-date Earnings.
iii. Employer Paid Benefits with associated percentage of total compensation.
iv. Employer Paid Taxes with associated percentage of total compensation.
v. Percentages represented in a pie chart that responds when you hover your mouse over it.
e To navigate from year to year, click the arrows to the left or right of the current year.
e To print the total compensation for the year statement, click Print.

Accessing Your Year End Tax Forms

You access your year-end tax forms in Earnings.

To view year-end tax forms:
e Select the Year End Forms tab and click the arrow button (*) to expand the year.

Earning Statements Year End Forms Compensation

42015
B 2015 W-2 - US LE OY

o The application displays the tax form(s) for the selected year.
e Select the tax form you want to view, and the application opens the slide-out panel:
£ ng Statement Year £nd Foory NDENSAtor
> 2015W-2

&8 Print
Total Forms: 1
Original: Electronsc Only on 07/08/2015 0246 PM

wage bowes on your W2

000041 331 T R MR : OMB NO. 1545.0008

< >

o The displayed form will indicate whether you are receiving this tax form as a paper statement if you
have consented to receiving this tax form electronically without a paper statement (Electronic Only). If
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enabled for your location, this is located in the Year End Form Delivery under the Payroll Information
section Home > Profile.
e You can collapse the tax form slide-out by clicking the right arrow at the far left of the slide-out.

Saving or Printing Your Earning Statements or Year End Tax Forms

You can save or print earning statements or year-end tax forms as PDF files using Adobe Acrobat Reader.

Save or Print Your Earning Statements

To save or print an earning statement or year-end tax form:

Note: The following examples feature earning statements. The process for saving and printing year-end tax forms is
identical.

e Open the item you want to save or print in the slide-out viewing pane.

Cricago Pay Group - 00485 « 5/%2014 » Norma g O x
Summany Statement B Pt
Employes Name: Seoft Henderson Pay Date Sronaod
Employes & QBITTEEEED Pary Period: 422004 - 3204
Employes Address: 1715 Morth Bred Check #: 240637585
GEH IDI“N Oak Park, IL 50301 Pay Frequency: Mokl
Department: Warket Federal Filing Status:
Job Title: ‘ Federal Exe mptions
Employer Name: Chicago Emplover Corporate: State Filimg Status: (1l
Employer Phone: 3129526709 Pay Groug: State Exemptions I
Employer Address: 121 M LaGale 51 Pagstion:
Chicage, IL 60602 Sige
Current YT
AIWZ04 - S04 s of 52014
Hours/Units | Rate | amount Hours/Units ] Amournt
[]rmm 1 4, 008,00/ 5 T, 000,00
Regular Earning [ 4,000.00 §
Tanable Benefits ] 5000 ] 50 00
W2 - GroupTerm [B1.2C) ] 513 b 5010
Tanes H 1154 50 4 H 0150
Fed Wi'H 5 or.a ¥ 03205
FICA EE ¥ 15 5
Fed MWTEE 5 587 % 20907
AL WH i ET 04| i 7 N
AnllaCingdT ] B1.00 k- 40700
Routing# | Accaunt § | Amount ] Amount
et Pay 5 2.881.42 5 14.238.42
7550 G TES 1 200.00 k- 000
Chesck ] b

Click the Print button to open the Print dialog box:
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Print

Totak 1 page

Save as PDF

o The application displays the Save as PDF option by default. Click the Save button to save the item as a PDF file.
e To print the item, click the Change button to select a printer destination, and then click the Print button:

Primt

Total: 1 sheet of paper

:"‘J“ge.

Note: Depending on how your web browser is set up, PDF files might open in Adobe Acrobat Reader in a separate
window. You can also save or print the PDF files from within Acrobat Reader.



