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Logging into Dayforce 
 
Your Dayforce user ID and Password is the same as your Windows user ID and Password.  Dayforce 
uses Single Sign On (SSO).  If you are logged on with your Windows User ID and Password, you don’t 
need to key them again, when logging into Dayforce. 

 
• You can launch Dayforce by clicking on the Dayforce link on TRCA’s Staff Hub. 

• hub.trcastaff.ca 

 

 
 

• You can also launch Dayforce by clicking on the following link: 

• http://dayforce.trcastaff.ca/  

 
• The Select Role pop up box appears.  Select Employee – Time Entry or Employee Clock, 

according to your Dayforce settings.  Click Next. 

 
 

http://dayforce.trcastaff.ca/
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Customize Your Main Menu Bar 
 

• When the Home screen displays, to customize your main menu bar click on Edit. 

 

 
 

• Drag and drop features to the top and click Save. 
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Completing Your Timesheet 
 

1. Recording Your Shifts – Prepopulated Schedule from Monday to Friday 
 

• Click on the Employee Timesheet icon to open the Employee Timesheet screen. 

 

 
 

• The Employee Timesheet screen appears with the current Pay Period loaded. 

• Each shift defaults to your regular work hours. 

• To accept each time record, click on each green check mark ( ) next to the recorded time.   

 

 
 

• Once all the green check marks have been clicked, click Save. 
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• When you have been approved to work overtime, adjust the start/end times recorded for the 
shift and click Save. 

 

 
 
• Overtime will default to overtime paid.   

• If you wish to bank your overtime, please read the instructions provided under the Banking your 
Overtime section of this document. 
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• To record time off, like vacation, please read the instructions under the Time Away from Work 
Requests section of this document. 

 
2. Adding Your Shifts – Scheduled Shifts on Different Days and Different 

Hours Each Week 
 
Click on Employee Timesheet on the main menu bar. 
 

 
 
Once the Employee Timesheet screen is displayed, click on the day that you need to enter a shift. 
 

 
 
Click on the Add New Shift drop down menu arrow and select Add New Shift. 
 

 
 
 
Key in the start time and the end time of your shift.  Click on the green check marks as well. 
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Click Save to save your changes/updates. 
 

 
 
Repeat the steps above to add all shifts worked on the pay period. 
 
As this process doesn’t allow to record lunch hours, enter two shifts for the day, if applicable. 
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3. Recording Project-Unit for the Projects that You Worked on During the Day 
 

• All shifts default to the Project-Unit where you charge all or the majority of your time.   

• To allocate your time to different Projects-Units, click on the arrow next to the Add/Edit transfer 

icon and select Add/Edit Transfer. 
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• The Add/Edit Transfer screen will pop up.  Click on Add to add as many rows as you need to 

record all the projects you may have worked on during the day.  Click on the Project-Unit drop 

down menu, key in the Project-Unit number and select it.  Once you are done, click OK. 

 

 

 

• Click Save to save your changes/updates. 
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4. Recording Tasks for the Projects that You Worked on During the Day 

 
• To allocate your time to different Tasks, click on the arrow next to the Add/Edit transfer icon and 

select Add/Edit Transfer. 

 

 



 

11 

 

 

• The Add/Edit Transfer screen will pop up.  Click on Add to add as many rows as you need to 

record all the tasks you may have worked on during the day.  Click on the Task-SubTask drop 

down menu and select the task.   

• Ensure to round your tasks to 15 minute intervals, rounded to the nearest quarter of an hour. 

• You have the option to key in additional notes on the Comment field.   

• Once you are done, click OK. 

 

• Click Save to save your changes/updates. 
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5. Statutory Holiday Worked and Paid 

From the Main Menu Bar click on the Employee Timesheet Icon. 

 

Once your timesheet is displayed, you will notice that statutory holiday pay defaults to statutory holiday 

not worked and paid. 

To record a shif on a statutory holiday worked, add your shift by clicking on the drop down menu and 

select Add New Shift. 

 

Click on Save to save your changes/updates. 
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Employees whose jobs are classified between Bands 1 to 9 will be paid their regular wages plus time and 

a half or they will be paid their regular wages and they will bank their time at time and a half.  To bank 

your time, follow the instructions below. 

Employess whose jobs are classifed from Band 10 and above will be paid their regular wages plus a day 

in lieu.  To bank your time, follow the instructions below. 

6. Statutory Holiday Worked and Banked 

Bands 1 to 9 

Add a pay adjustment on the Statutory Holiday.  The pay adjustment matches the number of hours 

worked on the Statutory Holiday. 
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Fill in details and click OK. 

 

Click Save to save your changes/updates. 
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Bands 10 and Above 

Add a pay adjustment on the Statutory Holiday.  The pay adjustment matches the number of hours 

worked on the Statutory Holiday. 
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Fill in details and click OK. 

 

Click Save to save your changes/updates. 
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7. Reviewing Your Timesheet 

After your timesheet is saved, you need to review the details on your timesheet to ensure it is accurate. 

To review your timesheet, click on the Pay tab to expand the panel above your timesheet. 

 

Review your weekly and biweekly totals.  To navigate through this panel, use the side bars on your 

screen display. 
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To review daily details, click on Daily.  To navigate through this panel, use the side bars on your screen 

display. 

 

 

 

8. Authorizing your Timesheet for Management Approval 

After your Timesheet is saved, you need to Authorize it for management approval. 
 
To Authorize your Timesheet – click anywhere on on the first day and drag across the days to highlight 
and select them. 
 
Click the Authorize button.   
 
Repeat these steps for any remaining Unauthorized days. 
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Once all days have been authorized, click Save to save your changes/updates. 
 
 
Your Timesheet will now be submitted to your Manager for approval. 
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Banking Your Overtime 
 
Once you have finished recording all your shifts, expand the Pay tab. 
 
Note that Dayforce defautls to overtime paid rather than overtime banked.  

Overtime is calculated on a weekly, not a daily basis.  On this example, the employee is scheduled to 

work a 35 hour week.  This employee worked an hour of overtime on Monday.  Dayforce is recording an 

hour of of overtime on Friday.  Overtime occurs after the employee has worked 35 hours for the week. 

 

 

 

To bank the overime, add a pay adjustment.  Click on the Add New Shift drop down menu arrow and 

select Add New Pay Adjustment. 
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Once the Pay Adjustment Screen pops up, select the OT Banked 1.0 – Approved overtime banked at 1.0 

Pay Adjustment Type. 

 

 

Complete recording the Pay Adjustment details and click OK. 

 

 

 

Click Save to save your changes/updates. 
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Your overtime has now been banked. 

 

 

 

To bank overitme at 1.5, repeat the same steps as above and select the OT Banked 1.5 – Approved 

overtime banked at 1.5 Pay Adjustment Type. 
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Recording your Unpaid Work (Supervisory and Management Staff, Bands 10 and 
Above) 
 
Supervisory and management staff are not entitled to overtime, but they are required to report all hours 
worked. 
 
Click on the Edit/Transfer drop down menu arrow. 
 
 

 
 
Once the Edit/Transfer screen pops up, click on the Pay Code drop down menu arrow and select the 
Unpaid Work – Overtime Worked and Unpaid option and click OK. 
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Click Save to save your changes/updates. 
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Retrieving your Pay Stubs 
 

To retrive your pay stubs, from the main menu bar, click on the Earnings icon. 

 

 

 

The Earnings Statements screen will be displayed.  Pay stubs are grouped by month.  The most recent 

pay period is displayed at the top. 

 

 

 

To view details, click on the link for the pay stub.  

 

 

 

The pay stub fly will open.  You don’t need to print pay stubs, they are stored in Dayforce and you can 

access them anytime. 
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For your convenience, you can use the filter to access the pay stubs for a specific period of time. 
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Retrieving your Balances 
 

There are several places where you can access your balances. 

• From the Home Page 

Click on the Balances icon. 

 

The remaining balance reflects your balances, including future dated approved and pending 

transactions. 

• From Your Pay Stub 

From the main menu bar, click on the Earnings icon. 

 

Click on the link to access your last pay stub.  The most recent pay stub is at the top of the list. 

 

Once your pay stub is displayed, your balances can be found under the accrual and balances portion 

of your pay stub, at the bottom of it. 

The balances reflect your balances, including all transactions up to the last day of the pay period.  

The dates are located at the top of your pay sutb. 
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• From Time Away List 

From the main menu bar, click on the Time Away List icon. 

 

Once the Time Away List is displayed, expand the balances screen. 

 

The date defaults to ‘today’s date’.   

The remaining balance reflects your balances, including future dated approved and pending 

transactions. 

If you wish to calculate what your vacation balance will be at a certain date, use the calendar.  For 

example, if you wish to know what your vacation balance will be on Septermber 30, 2020, select that 

date on the calendar.  Your remaining balance will be adjusted accordingly. 
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Submitting Time Away from Work Requests 
 

From the main menu bar, click on the Time Away List icon. 

 

Once the Time Away List screen is displayed, click on Request New Time Off. 

 

Once the Create Time Off Request screen is displayed, select the following: 

• Reason 

• Start Date 

• End Date 

• Type of Request 

a. All Day 

b. Partial Day 

• Employee Comments, optional 

For your convenience, remaining balances are also displayed on this screen. 

Double check your request to ensure that it is accurate, then click on Submit for approval. 

• All day Request 

This option can be used for a day or several days. 

If a statutory holiday falls in between your planned holidays, you must submit two request.  One 

request for the days that fall before the statutory holiday and another request for the days that fall 

after the statutory holiday. 
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• Partial Day Request 

 

 

Each Time Away Request will be stampped with a status. 

You can also click on the drop down menu arrow to display the details for each Time Away Request. 
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Cancelling Time Away from Work Requests 
 
From the main menu bar, click on the Time Away List icon. 

 

Once the Time Away List screen is displayed, all Time Away from Work Requests will be listed from the 

most recent date. 

Select the Time Away from Work Request to be cancelled by clicking on the drop down menu of the 

Request that you wish to cancel. 

 

Once the screen details are displayed, click on Cancel Request. 

 

Your request is now pending for management approval. 
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Updating your Personal Information  
 

From the main menu bar click on forms. 

 

 

Once the Forms page is displayed, click on the appropriate form to upate your personal information. 

 

On all forms, complete the following steps: 

• Click on Add to create a new record 

• Fill in details 

• Submit for processing 
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Adress Change Sample Form 
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Updating your Tax Forms 
 

From the main menu bar click on Forms. 

 

 

Once the Forms page is displayed, click on the Federal and Provincial Tax Forms to upate your Personal 

Tax Credits Returns.  

 

On both Forms, complete the following steps: 

• Fill in all applicalbe fields 

• Sign 

• Submit for processing 
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Federal Tax Form Sample 
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Retrieving your Benefit Coverage 
 

Click on the Main Menu on the Home Page. 

 

 

Click on Benefits 

 

Click on Current Elections. 

You can click on the side arrow to display coverage details. 

 

 


