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Log into Dayforce

1. URL: www.dayforcehcm.com

2. Company: imagine

3. User Name: 5 digit clock number (00673)
4. Password: {4 digit birth year}imagine

5. Click the Login button.

DAYFORCE [HCM

Company

User Name

Password

Login

Can't access your account?

Write down your login credentials in this chart so that you can log back in again if you need to.

URL: www.dayforcehcm.com
Company: imagine

User Name:

Password:

Note: When you open Dayforce WFM for the first time, you may see a message prompting you to install
Microsoft Silverlight—a free application required to run Dayforce WFM. Some features may not be
displayed within Dayforce if Silverlight is not installed. To check whether any of your features are
affected, click the User application tool. The System Details window displays and any Silverlight features
that are not currently displayed are listed in the Features not loaded box.

Page2


http://www.dayforcehcm.com/
http://www.dayforcehcm.com/

Dayforce HCM Employee Access Guide

Tool Bar Buttons
The following buttons appear on the Tool Bar when navigating Dayforce as an employee:

lcon Description Definition
J Load Folder Load information on the page.
Floppy disc Save changes.

ﬁ Refresh !

i

Circular arrows

Refresh the current page to display the most recent
changes.

| @ wndo ©) nedo

Left and right

Undo an action you just perfofmed, or redo an action

(punches I

downward that you just canceled.
arrows
+New | Green plus Add a new item to the workspace.
‘ Copy I Papers Create a copy of the selected item.
€ Delete I Red X Delete the selected item.
B View I Clipboard Modify the way information is displayed.
& Authorize l Stamp Authorize completed timesheet entries.
I &) Problems | Error Display any problems on the timesheet.
| J Budits Pen Show any changes made to the timesheet.
| B View Pay F Money bag Displays a summary of employee pay according to the
timesheet entries.
Punches View all punches that have been entered by an

employee,

Page3



Dayforce HCM Employee Access Guide

Imagine! Uses several different methods of Time Entry, please refer to the
appropriate method:

Time Clock

Hours Entry (total hours entered for each day)

Time In/Out Manually Entered

Salary Manager (hours pre-populate automatically)
Salary Non-Manager (hours pre-populate automatically)

arwnpE

Below are instructions for each, please refer to the appropriate method.

l.Using the @ATime Clocko:
Upon Login, the time clock will appear in the left column (Path: My Work > My Time Clock).

Employeespunchi n and out for their shifts by clicking on

Maximize the My Time Clock pane on the My Work screen, if desired, by clicking on the black box in the

upper right side of the “ My dotkdigplayC Maimite thescreed umn. T
again by clicking on the black rectangle.

Thursday, July 3, 2014

3:44 PM

The top right-hand corner of the time clock displays the current status to indicate whether to clock in or
clock out. The current time and date is displayed in the center of the time clock.

Use the “Transfer” butafte dockiagtin tachamege jdboot costocentero. A t he c |
new window will open with the option to “select |
position” &b pebe¢whaobtwill access a secondary p

the window will close.
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The Timesheet

Once an employee has punched in for work, their punches appear on the Employee Timesheet. Click on
“Empl oyee Ti meSheat”. and sel ect

This feature tracks an empl oyee’ s afi€sthedaldsarehour s wo
being used) on a weekly basis. The data from the timesheet is then used to calculate pay.

%|s142010 (TR rosg  [save Y vew &aanones  uveuthorze B View Pay  (p0slences €3 Prodlems Jauins (O Pundes
Sumiay, Sep 14 Moaday, Sep 15 Tuesday, Sep 16 Wednesday, Sep 17 Thursday, Sep 18 Friday, Sep 19 Salurday, Sep 20
L) Packaging Packs | Packaging Packa ! Packagng Packs 21 Packaging Pac | Packaging Packa
008 T how 7:008 1005 1008 7:00s 200 712000 71008 7:00s
5 11:008 11:0Ce
B 11:392 11:30
@ 1.00p 3:00¢ @ 300p )00p 9 00p - 3:00y

! 50 1.5 750 5l 1% ) 50 7 L1 !5

This is an example of what an employee timesheet looks like. Please note the green arrows to the right

and left of the date. These allow navigation between weeks. The calendar may also be used to select
prior payroll weeks. The main actions that can be performed with the Timesheet are:

e Review — Look at a timesheet to verify time and accuracy
e Comments — Add comments to identify and track any discrepancies

Another feature that is available on the Employee Timesheet is:
e View Pay

The View Pay Panel
Path: My Timesheets > [Load the Timesheet] > View Pay

The time and attendance data from the timesheet is used by Dayforce Payroll to calculate employee
paychecks. Please note, holiday benefit hours can be viewed in “View Pay”. It is important for
supervisors and employees to preview employee pay in My Timesheets. Pay-related problems that
might occur on the timesheet include:

e Employee hours are calculated incorrectly

e Pay is classified under the wrong pay code (For example, an employee should receive sick pay
but instead receives regular pay)

e Anemployee worked at a different location or position for a shift

The pay summary has two main tabs: Weekly and Daily.

x Weekly Date Location Department Job Docket Qty Amount UNPAID REG oT PREM BEN VAC

B2l | |\Week 1 (Pay caleulation week from 7/13/2014 to 7/19/2014)

Setics Tue Jul 15 |Store 1 Sales Sales Associate [None] 0.00  $98.25 0.50 7.50

Wed Jul 16 Store 1 Sales Sales Associate [None] 0.00  $98.25 0.50 7.50

Thu Jul 17 Store 1 Sales Sales Associate [None] 0.00 $98.25 0.50 7.50

FriJul 18 Store 1 Sales Sales Associate [None] 0.00 $98.25 0.50 7.50

SatJul 19 Store 1 Sales Sales Associate [None] 0.0  $98.25 0.50 7.50

Total 0.00 $491.25 2.50 37.50
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For each view, scroll to the right to see all pay codes used.
(See below if schedules are being utilized)

Log off by clicking on the door icon to the far right of the top row.

2. Hours Entry

Upon | ogin, see the “My Time sheet” column on the
Ti mesheet) . " Gdttonmdkt tocthe date finé caléndlao Usedthe green arrow in the upper,

left side of the screen to go to the appropriate week, or click on the calendar to pick another payroll

week.

Under “Pay Code”, click on the drclospthethap wpnkntero s el ec
the number of hours worked for each date of the week. Click on “Save” after each entry, or after the

hours have been entered for the week. If more than one pay code is appropriate for the week, click on

the green arrow | abeled “Add a Row” and repeat

Maximize the Time Sheet pane on the My Work screen, if desired, by clicking on the black box in the
upper right side of the “My Time Clock” col umn.
rectangle.

Review time sheet by gotihnegn tcol i“cEkmpolnny“dldoiaki me eSvh e €
may be utilized.

The View Pay Panel
Path: My Timesheets > [Load the Timesheet] > View Pay

The time and attendance data from the timesheet is used by Dayforce Payroll to calculate employee
paychecks. Please note, holiday benefit hours can be viewed in “View Pay”. It is important for
supervisors and employees to preview employee pay in My Timesheets. Pay-related problems that
might occur on the timesheet include:

e Employee hours are calculated incorrectly

e Pay is classified under the wrong pay code (For example, an employee should receive sick pay
but instead receives regular pay)

e Anemployee worked at a different location or position for a shift

The pay summary has two main tabs: Weekly and Daily.

M weekly e

Location Department Job Docket Qty Amount UNPAID REG oT PREM BEN VAC
Daly | week 1 (Pay calculat ek from 7/13/2014 to 7/19/2014
getics Tue Jul 15 |Store 1 Sales Sales Associate [None] 0.00  $98.25 0.50 7.50
Wed Jul 16 Store 1 Sales Sales Associate [None] 0.00 $98.25 0.50 7.50
Thu Jul 17 Store 1 Sales Sales Associate [None] 0.00 $98.25 0.50 7.50
FriJul 18 Store 1 Sales Sales Asscciate [None] 0.00 $98.25 0.50 7.50
Sat Jul 19 Store 1 Sales Sales Associate [None] 0.00 $98.25 0.50 7.50
Total 0.00 $491.25 2.50 37.50
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For each view, scroll to the right to see all pay codes used.

Authorize the Timesheet
Path: My TimeSheet > Authorize

Some managers may require the employee to approve their time sheet. If so, select (highlight the week
by clicking on Monday and drag across the week and click Authorize.

Please note, each week of the pay period must be authorized, so use the green arrows at the top/left of
the time sheet to navigate to the second week of the pay period.

Log off by clicking on the door icon to the far right of the top row.

3. Time In/Out Manually Entered

Upon login, clickont he “Empl oyee dhnmeée8BeetoO)p optitbe page. Cl
next to the date and calendar. Use the green arrow to go to the appropriate week, or click on the

calendar to pick another payroll week. Click on the date, and a green plus sign will appear. Click on the

green plus sign and “add a shift”.

The first drop down will allow a change of cost center, if appropriate;0t her wi se t he empl oye
cost center will be used.

The second drop down will allow a change of jobs (and different pay rates will automatically be applied
if appropriate).

The third drop down wil/l of fer pay type, i . e. “wo
The next two fields allow for the times in and out to be entered.

If additional shifts are to be added to the same date, click on the green arrow at the bottom of the

information already entered.

Save information added by clicking on the “Save"”

after each entry.

The View Pay Panel
Path: My Timesheets > [Load the Timesheet] > View Pay

The time and attendance data from the timesheet is used by Dayforce Payroll to calculate employee
paychecks. Please note, holiday benefit hours can be viewed in “View Pay”. It is important for
supervisors and employees to preview employee pay in My Timesheets. Pay-related problems that
might occur on the timesheet include:

e Employee hours are calculated incorrectly
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e Pay is classified under the wrong pay code (For example, an employee should receive sick pay
but instead receives regular pay)

e Anemployee worked at a different location or position for a shift

The pay summary has two main tabs: Weekly and Daily.

oK | weekly Date Location Department  Job Docket | Qty Amount UNPAID  REG oT PREM BEN VAC

DalY || week 1 (Pay calculation week from 7/13/2014 to 7/19/2014)

Ratios Tue Jul 15 |Store 1 Sales Sales Associate [None] 0.00  $98.25 0.50 7.50

Wed Jul 16 Store 1 Sales Sales Associate [None] 0.00 $98.25 0.50 7.50

Thu Jul 17 Store 1 Sales Sales Associate [None] 0.00 $98.25 0.50 7.50

FriJul 18 Store 1 Sales Sales Associate [None] 0.00 $98.25 0.50 7.50

Sat Jul 19 Store 1 Sales Sales Associate [None] 0.00 $98.25 0.50 7.50

Total 0.00 $491.25 2.50 37.50

For each view, scroll to the right to see all pay codes used.

Log off by clicking on the door icon to the far right of the top row.

4. Salary (Manager) Hours Entry

Upon login, go to the (non-labeled) arrow drop down to the far right of the top row. From the drop

down, select “Empl oysead aTrii needS hreaenta”q efs.thbiesployerss ttihmee s h
time sheets which are found under “My TimeSheets”
calendar. Use the green arrow in the upper, left side of the screen to go to the appropriate week, or

click on the calendar to pick another payroll week. As a salaried employee, time has already been set up

in the time sheet to default as “hours worked”

I f any dates in the pay period should be recorded
vacation, jury duty or bereavement, the optimalwayt o accompl i shed this is via

request form, which may be used for dates in the past, but the manager’'s supervisor
order for it to be updated on the time sheet. Please see “Use Time Off Request” below.

If any vacation or sick hours are entered without using the “Time Away” request form:

Under “ Pay Codedowntasdlett thkpayadie desinee, theh, rclosgthe pop up. Enter

the number of hours worked for each date of the week. Click on “Save” after each entry, or after the

hours have been entered for the week. If more than one pay code is appropriate for the week, click on

the green arrow | abeled “Add a Row” and repeat

YOU MAY NOTE When adding alternate pay (i.e. “sick” or “vacation”), the “regular” hours do not
reduce, and you will see the total number of hours increased for the week, at the bottom, right side of
the screen. THIS IS OK.

The system will automatically reduce the normal hours by the number of alternate pay hours entered.
You may confirm this by clicking on the “view pay” button in the top row. The pay summary has two
main tabs: Weekly and Daily. To confirm that hours will calculate at the correct number for the week in
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payroll, you may either select the date the alter
on the ®“daily” tab. Or , sbeirg gaid for the oeek. “ we ek |l y” t ab
Use Time Off Request:

Salary Managers can find theirown” Ti me Away"” r e‘MyuWasskt. Gd totheniropidowd e r
arrow at the top, right side of the screen. The
the green arrow to add a new request. Complete the form (note the vacation and sick balances at the

bottom) and click on the “save” | dRleasefoteghmput er di

G¢AYS hTF wSljdzSaid al ylI ISNELLXA2F2 RBIY(I KESY FYINA S NJIa D;
approve a time off request for one of their employees.)

Authorize the Timesheet
Salaried employee time sheets no longer have to be self-approved.

PLEASE NOTE:thepre-popul at ed “schedul es 1Tbedutomaticalyldadedforthed e mpl o

coming two week period each Sunday night. So, salaried employees will see their time sheets
prepopulated two weeks in advance.

5. Salary (hon-Manager) Hours Entry

Upon | ogin, sel ec'tClickokthey ILoyaae Thiumd Smeentext to t he d
the green arrow in the upper, left side of the screen to go to the appropriate week, or click on the
calendar to pick another payroll week. As a salaried employee, time has already been set up in the time

sheet to default as “hours worked”.

I f any dates in the pay period should be recorded
vacation, jury duty or bereavement, the optimalwayt o accompl i shed this is via
request form, whichmay be used for dates in the past, but th

order for it to be updated on the time sheet. Please see below.

If any vacation or sick hours are entered without using the “Time Away” request form:

Go to “Under ¢IPiagk Com e tlehtehe pdyrcanigpdesided, whéen cldsecthe poe up.

Enter the number of hours worked for each date of the week. Click on “Save” after each entry, or after

the hours have been entered for the week. If more than one pay code is appropriate for the week, click

on the green arrow | abeled “Add a Row” and repeat

YOU MAY NOTE When adding alternate pay (i.e. “sick” or “vacation”), the “regular” hours do not
reduce, and you will see the total number of hours increased for the week, at the bottom, right side of
the screen. THIS IS OK.

The system will automatically reduce the normal hours by the number of alternate pay hours entered.
You may confirm this be clicking on “view pay” button in the top row. The pay summary has two main
tabs: Weekly and Daily. To confirm that hours will calculate at the correct number for the week in
payroll, you may either select the date the alternate hourswereins er t ed and go t o

on the “daily” tab. Or, select the “weekly” tab
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Use Time Off Request:
I f any dates in the pay period should be recorded
vacation, jury duty or bereavement, the optimalwayt o accompl i shed this is via

request form, which may be used for dates in the past, but the supervisor must approve it in order for it
to be updated on the time sheet.

Find the “Time Away” request form on the | ogin pa
top of the page) in the pane on the right side of the screen. Select the green arrow to add a new

request. Complete the form (note the vacationandsickb al ances at the bottom) anc
icon (computer disk) at the bottom of the screen.

Authorize the Timesheet
Salaried employee time sheets no longer have to be self-approved.

PLEASE NOTE:thepre-popul at ed “ sc heduleswillbedutomaticalyldadedforthed e mp |l o
coming two week period each Sunday night. So, salaried employees will see their time sheets
prepopulated two weeks in advance.

Personal Information

Every employee has an HR record created for them within Dayforce. This record contains all information
associated with the employee, from their mailing address to the rules that govern how they are paid.
Empl oyees don’' t sHBecort; hiemanagefl by an admipistratdr. Hdwéver,
employees are able to update and manage certain types of personal information.

The Me Feature
The Me feature is where employees go to view and manage personal information. When selected, the
Me feature displays a dropdown list with features:

o!ﬂr_' i

X Prafile

& Auendance
o= Details

A lser Preferences

[E Forms

Employee Profile
Path: Me > Profile

Select Profile from the list to display the employee profile.

Page10



Dayforce HCM Employee Access Guide

. Ll
Piveay b
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P farmato
Py Cluwn c— — [y——.
vy T - S e V0t P g aabere
Cnpbogrmnt Dadionter Dok vy Lo
Contact fnformation
tavwran A
Hoae Masm
D
Fwre (S ‘ « e e

[T

Balance and Antensance

Important information found here includes:

e Position Title

e Base rate of pay and pay frequency

e Manager’s name

e Contact information and address

e Atime away accrual and balance summary
e An attendance summary

Details
Path: Me > Details

Details is where personal contact information is managed.

msen D Refreb Fooos -
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Click New on the Electronic Address field to add electronic contact information, such as email addresses
or social media contact information.

Click New on the Phone Number field to add a phone number. Mobile, landline and fax numbers may be
added.

Forms
Path: Me > Profile > Forms

Address and contact information changes require employees to update the personal information on
their HR record. Since this information cannot be updated directly, a Form is submitted to make these
changes.

‘= Forms w
. Benefits b

iafinn
12y Personal  k "= Address

</ Tax forms b Confidential Information [USA)

' o
Mame and Marital Status

_J | x -=| Request Leave of Absenca

[ P ) 4 M B ARA A RL PSS IR

Contact Details
Diract Deposit n

Emergency Contacts

e
Il ol sl o ol

User Preferences
User Preferences is where the password used to log into Dayforce is changed.

I Mo - Liser Prolerences

b Save Farms. w

Legin =g

Culture Emglich (LS -
Cirgine Pasrwcrd

Hirw Panswsrd

Canhrm new pessaong
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My Earnings

My Earnings is where employees to track their gross pay, net pay, and deductions over time by
viewing their earning statements. Each time payroll is processed a new earning statement is
generated here.

e My Earnings +

(@ Earnings

B Payroll Card

Earnings
Path: My Earnings > Earnings

Earningsdi spl ays an eswmpehenty.ee’ s earning
An earnings statement is a record of one payment. It displays:

e Gross pay - regular earnings and any special rates of pay, such as sick pay or overtime.
e Other Earnings —items such reimbursements, 401(k) match, or taxable benefits.

e Deductions —items such as insurance premiums and 401(k) contributions.

e Taxes paid

e Net pay —total take-home pay for the employee.

oy Dute: 12773014
Puv Perind: V213014 - WTWL4
Chexk »

1 apdins Maree
Gomplopar Prasmi 53-8

Atuhe Fillag Seatuc
State Examptiona:

0 ruT ' 0,47
Wost Tax Deductons T 5 3608

o B
:
3
i
H

'

gt [ Houting @ 1 Accownt® T Amsumt T

Mot Pay . wxn
Yok

Swsaagu frem yose Emplayer
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The earnings statement also displays the year-to-date (YTD) totals for each section. These are the total
amounts that have been earned or deducted from each category since the beginning of the year.

The most recent earnings statement displays automatically. An earnings statement from any past pay
period can be viewed by selecting it from the menu at the top of the screen.

Show Eermings for: 00T Campany, Pay Dste: 6527/ 2014, #A4G097354, Type:Normal, Check Template: Rermpl, Ameunt: 237372 =
XYZ Campany, Pay Dute: 6/27/2014, 2820057558, Type:tmmul, Chesk Templete Nummal, Amousd: $272.72 | *
XYZ Company, Pay Ouis 2, Typeitiarmal, Check Templabe: fNormal, Amuurs: $222.72
YT Campany, Pay Date b, Type:Normal. Check Templsts Mormal Amoges; $27 1
XYZ Company, Pav Date S, TypeiNormal Check Template:Nomal, Amours; §272.71
XYZ Company, Pay Doter & , TypeiNormal, Check Temgless Normal, Amownts $272.70
-
\;\‘/,4:[/‘ XYZ Company, Pay Date: & Type Normal, Check Template Normal, Amount: $272.72
Ny - =
I | XYZ Company, Pay Dote: & 70, Typeinomal Check Templaze Nommal, Amowrt 82 )
s i XYZ Company, Pay Dote . TypeiNotmal, Chetk Template Noanal, Amoust: 27272
XYZ Campany, Pay Oats: 8/27/2014, 0, Type:tiarmal Chech Templote:Harmal, Amourt:
Employes Address
XYZ Campany, Pay Dats . Type:timrmal, Check Templste:Rormal, Ampunt
35 Lincods =1
XYZ Company, Pay Dete D, Type:Normal Check Template:Normal Amoure
Jersey Cay, NO
PR XYZ Company t 2. Typeitormal. Check Template Normal, Amourt

The blue arrow beside the menu is used to navigate to the earning statement from the most recent
previous period.

T :.F Fikii I‘l;_:l-;llrlﬂ' T i

Shirs Epiviengs lai

A paper copy of any earning statement can be printed by selecting Print from the tool bar.

Time Away from Work Requests
Path: My Work > My Time Away

All employees take time away from work occasionally. My Time Away is used to manage employee time
away requests within Dayforce.

n )
gl b maderces  Qnafish  Star s 14 [13] £ed )
Mon, Feb 02 2015 + Wed, Feb 1 3015 : vl
o ; v
Fre, Jen J0 201% Maringny AN Netuse
D v
g L ‘
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From the workspace in this feature you can:
e Create a request for time away from work
e Change a pending time away request
e View approved and denied requests
e Check remaining accrual balances

Balances

Balances displays the amount of time off that an employee has remaining. For example, if you have
accrued twelve vacation days per year and have used two days so far, the remaining vacation day
balance would be ten.

Employees can review their remaining balance prior to submitting a time away request. You cannot
submit a request if there is an insufficient balance for the amount of requested time.

Time away balances can be checked in three different places:

1. Balances — On the My Time Away screen, click Balances. This opens the Balances Panel where
balances are displayed.

l « A Vo

v o Ndevons | Qitebwn  Shen s "1 B hil
x

2. Profile — Select Profile from the Me feature list. The time away balances are displayed in the Balance
and Attendance section of Details.

Hailance and Attendance

Deranies Exgaray Transactans

TrpE jrag Acorisg RAE=inineryg Frcsepied

3. In the Request Window — When a new Time Away request is created on the My Time Away page, the
balances are displayed at the bottom of the window.
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Balances

Balances | Expiring Transactions

Type Undt Stan End Accried Used Approved Pending Remaining Exceeded
SIck Hours 01/01/2014 &0.00 .00 0.00 Q.00 650.00 0.00
Vacation Days 01/01/2014 15.00 0.00 0.00 0.00 15.00 0.00

Request Time Away from Work
Path: My Work > My Time Away

Begin creating a request for time away —in this case, vacation time. Open the My Time Away pane in My
Work.

(3
e n 3 Dwaoces (letesy  Gtat 102004 ) End

Mony, Feb 0% 2015~ Wed, Fob 11 2015

4 Lezty) -

%, ey v

Fri, Jar 30 2015

All current time away requests, both active and inactive, are displayed. The most important pieces of
information on each request are:

e Date(s) of Time Away — Displayed in the top left-hand corner of each request

e Type of Request —Displayed in the bottom right-hand corner of each request along with a
symbol for quick reference

e Status — Displayed in the center of the request; the symbol that appears changes as the status of
the request is modified

¢ Length of Time Away — Displayed in the right-hand corner of each request

Click on any time away request to view it in more detail.

Click New on the Tool Bar to create a new vacation request.
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Creste Request

Emplovee Al Day; v
Eeaven - Start 7/N2014 Y
Seatus Pending End: 77312014 ty
Total Howes 8,03
Fmplcyes Comment Manager Cammen!
Balances

Halancas | Expiring Transactions
Type Ul san (S5 AlLrued Uil Approved Vendng Namreng Latopded
Sk sows O1/01/2014

vacatioo Days  05/03/2014

Complete the fields provided on the Create Request window to submit your request:

e Reason — Specify which kind of Time Away is requested.

e Status —Displays the current status of the request.

e All Day — Checking this check box restricts time away requests to full-day increments while
clearing this check box allows you to request a shorter period of time, such as a few hours.

e Start —The first date of the requested vacation period.

e End —The last date of the requested vacation period (if you are only booking one day away, the
start and end date are the same).

e Employee Comment — Optional field used to provide any necessary explanation for the time
away.

Click the Save button in the bottom right-hand corner of the window to submit the request. The request
is added to the My Time Away pane and is pending manager approval.

The Balances table that appears on the Create Request window immediately reflects the new request as
dates are entered.

Request Statuses

Once a request has been submitted, the Status symbol on the request in My Time Away allows the
request to be tracked. The following chart defines the symbols that appear as a status on a time away
request:
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Icon Status Description
o Pending Request has been submitted and is pending manager approval.
J Approved The manager has approved the request.
_x Denied The manager has denied the request.
Cancel Pending | The employee has requested to cancel time away that has already been
e approved. The cancellation request is pending manager approval.
e Cancelled The approved time away has been cancelled.

Request a Partial Day Away from Work
Path: My Work > My Time Away

I n some cases, employees may only need a few hour
appointments or family commitments. Rather than using a full day away, employees can request a
partial day away from work for these types of situations.

Click the New to create a new time away request.

| Create Request

Employes: Al Day:
Reason: Sick + Start! 71002014
Shatos: Fending End: 7112014
Total Heurs: 3%
Empioyer Comement Marager Comement
Dentist Appaimtment
Balances

Balancis | Expirng Transactions

Type Unk Stant End Accruet  Used Approved Fending Remaning | Exceeded

ok Meurs 01/01/2014 = 2

Vacation Days  OL/D1/2014 13 33 407

When the All Day box is cleared, clocks appear beside the Start and End fields. Use the clocks to set
which portion of the day you would like to take away from work.
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Select the Save button in the bottom right-hand corner of the window to submit the request when
finished. The request is added to the My Time Away pane and is pending manager approval.

Change a Time Away Request

A time away from work request can be changed or cancelled while it is pending approval by a manager.
Once the manager has made a decision about the request, an additional approval process is required to
cancel it.

Cancel a Pending Time Away Request
Path: My Time Away > select request > Delete

All time away requests submitted by an employee are subject to manager approval. When a request is
pending manager approval it can be cancelled.

Select the pending time away request and click Delete. The pending request is immediately deleted and
di sappears from both My Time Away and the manager’

Edit a Pending Time Away Request
Path: My Time Away > select request > Edit

You can change a time away request if it is still awaiting manager approval.

Select the pending time away request and click Edit.

| Edit Request
Emplayse: AN Day ¥
Reason: Vacation = Start 10/1372014 (1]
Status: Pending €nd 19/15/201 [35)
Total Hours! 16,00
Emgloyes Cornment Manager Comment
vigting famdy members
Balsnces
Baances | Pxpinng Transactions
Type unt Stant End Accrued Used Aggvoved Pendng Resnameyg Excended
sk Hows L0 2014 [ 3
\Vacation Days 01/03/2014 15 3 2 e

The Edit Request window is displayed. Use the Start and End fields to modify the duration of the
request. TRéason candamodifiedtand gou can enter or modify a comment in the

Employee Comment field.

Click Save to submit the Edit Request.
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Cancel an Approved Time Away Request
Path: My Time Away > select request > Delete

Cancelling a time away request that has already been approved by the manager requires an additional
approval process.

Select the Approved time away request that you wish to cancel. Once it is selected, click Delete.

Cancel Reqguest

Reason: Sk Sran 2014 12:08:00 ¢

Status! o’ 2zpioved End: WAD14 2:00:00 PM
Total Hoyrs: 350

Employee Commant Manager Comment

Balances

Dalances | Bapieing transactions

Type  Unk  Star taul Acousd  Uisd  Agproved Potding  Rumaising  Lacosded

The Cancel Request window is displayed. Review the details of the request and click Save to
submit the cancellation request.

Once submitted, the request appears with the Cancellation Pending status.

When the manager has approved the cancellation request, the status is changed to Canceled.
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