Dayforce Manager Guide

Using DayForce for Approval Activities

Navigating DayForce

My Day — view pending Time Off Requests, Messages, Pay Approvals, HR

Incidents

My Schedules — view, create and edit the schedules for your departments

My Timesheets — view, edit and approve your team’s timesheets

My HR — view your teams’ HR profiles and balances

@0 W

Logging into DayForce

URL: https://dayforcehcm.com
Login: 6 Digit employee ID #
Password: last 6 digits of SIN #

L

Click the black and green
square to maximize or minimize
the panel you want to see

Check your messages here; to

@ Human Resources v @ My Day @ My Schedules @ My Timeshee e My HR | e My Work ° Me v ..~ E_I learn how to send a message or
—_—
Time OFF Request Manager I © © B vesoage manager broadcast please see Employee
JLoad (GjRefresh sENew [E, Reports ¥ £ Coverage 9 Filter (DRefresh _ |New Note /¥\New Broadcast J€Delete (aiREply (aiReply All [ Forward Guide
= Inbox | Drafts | Sent Items | Deleted Items | Reports |
s Ernpluyee| H ‘®Clear ﬁlterJ ‘
Action Status  Employee Reason All Day | Start Date | End Date ‘ From Subject
1 ‘\l ra x‘ ) Kapoor, Kelly 045514 VAC - Vacation /|  2014/10/30 2014/10/30 Ll
Edit Request P
Time OFf Details N
£ Kapoor, Kelly 045514 x| All Day: H -
Employee apo . ay: M}I’ EEFHIHES [
Primary Location: Human Resources, Compensation & Benefits Start: ‘2014/10/30 ‘@
— [ Eck ooz 5] orward
Status: () pending Total Hours: 8.00
My Benefits »
Employee Comment Manager Comment
Need a day off, thanks! |
Pay Apps
perod of] || Botances o My Reports
Balances | Expiring Transactions
NoO A iteri.
PH Type Unit  Start End Accrued  Used  Approved  Pending | Remaining  Exceeded iteria.
acatmanours 10/29/2014 37.5000 0.0000 0.0000  0.0000 37.5000 0.0000 e HR Incd

Shifts [select all|[select None|

unfill  Start End Location Position

‘ 2014/10/30 8:30 AM  2014/10/30 4:30 PM | Human Resources, Compensation & Benefits Human Resources Assistant, Compensation & Benefits

LAk 3]

Approving Time Off Requests I
Maximize the Time Off Request Manager Panel

You can click the green checkmark to approve the request, the red X to deny the
request

Click the pencil icon to view the details of the request (such as the employee’s
vacation balance and comments). Here you can also add your own comment,
explaining why a request was denied for example.

o Once your comments have been added, you can click the green checkmark to
approve or the red X to deny the request. To save your comments and respond later,
click the disc (Save) icon.

Questions? Contact us at

dayforce@mtsinai.on.ca

The employee will be able to see that you have approved or denied their request
immediately. If you decide to review their request at a later time, they will see that it

is pending.
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Dayforce
Using DayForce to Approve Time & Pay

Authorizing Timesheets

@ Human Resources ~ @ My Day @ My Schedules My Timesheets @ My HR e My Wol Navigate to My Timesheets in
your DayForce navigation bar

- 10/26 to 2014/11/01 - [Custom Filter] - Displaying Timesheets by Organization
€| 2014/10/26 bLﬂSelect Manager '\ /Load Search |l (S Reports v (&3 ) [] view T Fiter 150 ) Bala Select the week you need to

Employ lay, Oct 26 Monday, Oct 27 | Tuesday, Oct 28 | Wednesday, Oct 29 | l"iursdav, Oct 3| approve from the calendar iCOﬂ,
Beesly, Pam 045015 6 Human Resout 7.50 6 Human Resout 7.50 @ Human R 7.50 e'l R and then click Load to view the
= 9:00a-5:00p =) 9:00a-5:00p = 9:00a-5:00p =p [p:00a-5:00p A
[P 12:45p-1:15p [P 12:45p-1:15p [® 12:45p-1:15p [P $2:45p-1:15p timesheets
Halpert, Jim 041543 () HR Advisor - B7.50 | () HR Advisor - B7.50 (0} HR Advisor - B7.50 @ HR Advisor - B If there is a timesheet that you
= 9:00a-5:00p =) 9:00a-5:00p =» 9:00a-5:00p =p |9:00a-5:00p . .
[}‘ 12:45p-1:15p [j‘ 12:45p-1:15p l}‘ 12:45p-1:15p [}‘ :45p-1:15p need to edltr you WI“ hOVer over
Kapoor, Kelly 045514 0Hum u8.00 (&) Human Resou 7.50 () Human R 7.50 @1 R the shift until the}@ v icon
By | D owoa-s00p I appears. Click the icon to open
' [ 12:45p-1:15p [® 12:45p-1:15p [ f:a5p-1:15p . : X
. the shift, and edit the time,
Martin, Angela 043118 O HR Adyfisor - B7.50 | () HR Advisor - B7.50 | (5 HR Advisor - B7.50 @ HR Advisor - B
= 9:004-5:00p =) 9:00a-5:00p £ 9:00a-5:00p :00a-5:00p paycode: (=] [Mone] | [None] b
— wop-uise [P 12:45p-1:15p % 12:45p-1:15p [P $2:45p-1:15p . .
Schrute, Dwight &, Human Resoun( FHuman Resources = | V507 - B7-50 g HR Advisor - B7.50 [ (5 R Advisor - B 7.50 g R Advisor - B or other shift details
- B-5:00p S:00a-5:00p b A, :00a-5:00p . . . . .
)‘ Human Resoun| Human Resources /¥ | b-1:15p [j‘ 12:45p-1:15p glzg:;-iggi [}‘ 145p-1:15p CIICk OUtSIde the Edlt Shlft Tlme
() [None] | [None] = box to see the changes reflected
= 9:00s in the week view
M [P 12:45
p
™ B 1:15p a _E To approve time, simply highlight
B o 50005 the shift, day or week (seen to the
Totals left) and click the authorize icon:
| | &Authul‘ize
1
Approving Pay After approval, the green circle
To finish off, managers will review the pay period and approve it so that the Payroll will show a checkmark to indicate
Administrator knows it is ready to be included in payroll. that it has been authorized:
The Pay Approve Checklist is located in My Day. It helps to organize the close out pay (0¥ Human Res(7.50
process by listing the pay periods that are due or overdue for approval for your location. ) 5:00a-5:00p

(B 12:45p-1:15p
This should be done after the pay period is over, but

before the deadline to submit to payroll: E Hit the save button to save your

| Navigate to My Day and maximize the Pay Approve timesheet approvals:

Checklist Panel '
Check the status of each department under you to el Save

ensure that there are no outstanding authorizations or BBl = roorove checam 90

exceptions to deal with Period ofi 10/27/2014 |[5] - | 11/10/2014 |[i5] $» Filter @iRefresh [l Save
If there are, you can click on the pencil icon to go directly P —— —— — —

to the timesheets in question to make corrections or to @ bumen Rescurces  MEH-Brwesidy  10/26/2014 11/0/3014 15/5/3084 6:00:00 FM

authorize 1+— ;
Once you are sure that every timesheet is correct, check

the checkbox #f at the end of the row and click save

to submit to payroll

Status Manager  Organization Pay Group Start End Due Date @ = & £y ] Edit Report of Message
O Human Resources  MSH-Biweekly 10/26/2014 11/8/2014 11!9!20&4 6:00:00 PM 0 0 19 0 & 7 B
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Dayforce

Using Dayforce to Delegate and View Balances

Delegation of Authority
When you are away on vacation or unable to complete your timesheet approvals, you will
need to delegate your authority to someone at your level of management or higher in order
to ensure that your employees are approved, and therefore paid correctly.

9 @ My Day @ My Schedules @ My Timesheets @ My HR e My Work o Me v L.~ @ @ B o !" _ N
I Me - Delegation M . Q_UICk Tlp:

save | [ Forms It is important to
hit save after

Henew copy Moelete  (GiRefresh

Favorites.

Employee * Effective From * Effective Until * Reason Restrict Pay Access Restrict PII Document Access everything you
b (88 |porvrioz0 || e iy (Y O O ‘ do in DayForce,
and refresh to
. . L confirm that
Navigate to the Me tab in your DayForce navigation bar o Me~ .~ @ your changes
Select Delegation from the drop-down menu Jd . _ have been
- % Delegation saved.
CIick| e to initiate a new delegation
Ermployen = [2 Form Submission History
Select the head icon to bring up the Choose
Employee menu. Type in the name of the employee you 2 profile
will be delegating to, and click apply filter. @ User Preferences
Choose Employee =
B | | ‘ o ; Click on the name of the employee
Name Search Address Book Mumber SIN Apply Filter
it | pepariment Fay Class ] status o] 5iteme selected | Clearier] E Select the Effective From and Effective Until dates
P || o) Pay Type [ Works At Locations | &
P

CIick save to submit your delegation. This person will now
have the option to log in as you when they enter DayForce

Manager & Select Manager

‘ Pay Group

Viewing Employee Balances

G emwwh Qwﬁchl‘dl.!ﬂ emnmﬁhrun @M,-Hrt 0m - - QP E D Eo B

Qe D e Viewing Employee Balances
Krpasr, Kaky G331 Al B H K M S
Bmplores o i G miieens Mavigate to My HR in your DavForce
Employment fnformation B K 5 l‘lE\I'igEtiﬂﬁ bar
—r —— Baasly, Pam 045015 Kapoor, Kelly 045514  Schrgte, Dwight K 0ad 31 [
— . H m Select Address Book to view the list of
I v e | HEIDEM, Jem 041543 Martin, Angels 043118 Emplﬂ'\feeﬁ in your area; SE'lE‘Ct thE'
Patisa T Crmasian employee whose halance you need to
T ekt R e view. You may also select % fiter to
Dpperireeeet Lomgerarc & Bew'nl Wpagger L, Adripns QN0 _
|| I ———— search by name, job or other
| = ————— characteristics
el — ] This will open the Employee Profile. In
an A this screen, on the bottom left hand
Mome Ploms 0 B3 4266 Buiresnn Phaoss SidE', you will be ahle to view Balance
— Information for the employee to
- | Balance and Attendance inform scheduling and vacation
iy : decisions
Troe [in | Aoirued | Movuining | tseded i Here you can also view contact and
—_ = - ean position information for the
employee.
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Notes
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