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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.

e You can launch Dayforce by clicking on the Dayforce link on TRCA’s Staff Hub.
e hub.trcastaff.ca
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e You can also launch Dayforce by clicking on the following link:
e http://dayforce.trcastaff.ca/

o The Select Role pop up box appears. Select the Manager Role and click Next.

Select Role

() Employee - Time Entry

) PR Admin

() Client Administrator



http://dayforce.trcastaff.ca/

Customize Your Main Menu Bar

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

U L ¢

Timesheets Pay Approve Performance
Checklist

o Drag and drop features to the top and click Save.

Change Home Favorite Links x

You can customize which features show up on your home screen. You can also change the order in which they appear by dragging the feature to your desired position.
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Authorizing Your Staff’s Timesheet

From the Main Menu Bar, click on the Timesheets Icon.
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Timesheets Pay Approve

Performance Profile & Settings
Checklist

Once the Timesheets Screen is displayed, the pay period will default to the current pay period.

If you manage only one group of staff, click on Load. Otherwise, select the group and click on Load.

B Load a Save | Filter 5 Sort Favorites v | 4§ Options
Organization Fay Group
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All staff who report to you, under the selected location, will be listed.
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Review All Shifts

Scheduled shifts not worked will be displayed with a red dot.
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Each employee has two figures under the column total. The first figure is the number of hours that the
employee was scheduled to work and the second figure is the number of hours that the employee actually

worked.
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Review All Project-Units for the Projects that Your Staff Worked on During the Day

Click on the day that you wish to review. Click on Pay, from the menu above the calendar display.
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(<] ©

August 9-August 15,2020  +

Miload v [lsae | Y Fiter Sort Y Favortes | 3} Oplions | e Undo | asvhoize pUnautharize | F impariFile [ Reports
Employees sunday, Aug 9 Monday, Aug 10 Tuesday, Aug 11 wiednesday, Aug 12 Thursday, Aug 13 Friday, Aug 14 saturday, Aug 15 Total
Danuta jalowska @ - Assistant. Payroll @ PV nssistan, Payroll @ Py Assistant, Payroll @ - Assistant. Payroll @ P - Assistant. Payrol
- SI0AM. 430 > E30AM . 330PM & 30AM- $30PM - 2I0AM. & 0AM - 4
112007 100 PM MrzooPm - 1:00PM Mizoaem - 100 PM W izooem Nrzooem 3500 000
T o om e o o
Irene Khimenko @ P - Caoramnator, Payroll ® L | ®Fv - cooraimator, Payron ® i @ Py Coorainator, Payrol ® i @PY-Coormnator, Payroll @ L @PY- Coormnator, Payroll LIS
 a30AM . 500 PM » 30AM . 43000 & 83040 . &30 PM 30AM . 530 P » A30AM. &30
120080 00 P 1200 PM - 1:00 P4 T 12:00 P - 100 PM 1112:00 44 1:00 1112:00 P4~ 1:00 P B0 3650
e o e e T
nh L 000 000
To view detailed information, click on Daily.
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Click on the day that you wish to review. Click on Pay, from the menu above the calendar display.
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Review All

Pay Codes on Each of Your Staff’s Timesheets

Click on the name of the staff member that you wish to review.



Click on Pay, from the menu above the calendar display.
Click on Weekly to view weekly details.

Review Pay Codes.
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Click on Pay, from the menu above the calendar display.
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Authorizing Your Staff’s Timesheets

Once the employee’s timesheet has been reviewed and the data to be submitted to payroll for processing
is accurate, proceed to authorize the timesheet.

Click on the employee’s name.
Click on the Authorize icon.

Click on Save.

The manager’s authorization is stampped with a brown head, next to the employee’s authorization (a blue
head).
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4 - 100 P MNoz00Pm- 100 M M 1z00Pm - 1:00 P 120094 100 PM 1120071 - 10090 — B
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Locking and Approving your Staff’'s Timesheets

From the main menu bar, click on the Pay Approve Checklist icon.
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e QvReftesh | [] Selea~ [dFiner | [ Lock G Unlock  orApprove | i Calculate Pay Pay Sum
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Before approving and locking timesheets, ensure that all exceptions are taken care of. These three fields
have to be blank.

[l sava 4 Refresh selot v [EdFiner | Q) Lock [ Uniok o Approve | g Calculato Pay Pay Summary Repos
Grganization Pay Greup Surtbote | EdDoe epe o Eaepions Locked By o spsroveBy
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If you attempt to approve timesheets without addressing all exceptions first, you will get a pop up warning.

Issues Remain

Alloutstanding must be addressed.

Once all exceptions are cleared, click on approve. The Locked check box will be checked off
automatically.

Click on Save to save your changes/updates.
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Timesheets are submitted to payrol for processing.

Unlocking and Recording Last Minute Changes on Timesheets (Before the Deadline)

From the Main Menu, click on the Pay Approve Checklist.
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— Misnage v P—— e pate DueDme Locena —r Approvea
of  AECTAT-EN B troeriranss TRCA BiWesity Poy Scheduie a0 AISO00 BA02020 120000 AM = B troesirans = § rocrien
v ‘ Ericka Miranda TRCA BWeelly Pay Schedule W20 15000 B0/2020 1 20000 AM [~} . Ericka Miranda [~ . Ericka Miranda
- B oo TRCA Besity Pay Scheduie w2020 SS2020 8102020120000 AM (=] B oo = § rocrnen
o HoCE.m @ tivarirans TRCA BWeekly Pay Sehecluie 822020 A0 0200120000 AM = @ tranirans @ § Fioe s
HODRES - DAES ricka Miranda TRCA BWeeily Pay Scheduie w2200 WSO RO 120000 A ricka Miranda Ericka Miranda
o  HODEES-DAES 0 yray 2 @ [= )
o HOESTSIE B coerianss TREA Biiesity Pay Scheduls w2n0m 1S00N 8102020120000 AM = B croavians = B voernn
| Hosmm § coorne TRCABWesty PayScneduie s WSO 810200120000AM B croamans B oo
o B oo TRCA BWesity Pay Scheduie w2200 GNSO00 8NO20201Z0000 M =] B oo = § ooren
= TRCA BWeekly Poy Sehecluie 200 AISO00 0200120000 AM = @ tranirans @ § oo
o e @ oo TROABWeeky Poy Schecue wmom wsame samoizomsoa @ e B e

Click on the location that you need to unlock.

Click on Save to save your changes/updates.

) Refresh Select = [ Fiier Lack Unlac Appro alculate Pay ay Summary Report
2280 sz (<}
X )
Pay Group TRCA Biboaliy Pay Schadule x| @
Stats &R) spprovei PaseDue (1) pprovsiRecired Today (R approval Aeguires o
Manager Encxa Mrancs L% o
YO Add Fiter D) Reset to Defauit EE IS
| § s e r—— [T e ———— [ ] O e
v Homo.as § cosme LrT—— wmn s s © @ oo B oo

The pay period is unlocked. Proceed to revise timesheets.
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) Save v Refresh select~ [ Fier | G} Lock [ Unlock ay
Due Date 20z - wrsoam
ganization - X
Pay Group TRGA Bieetly Pay Scheduie
s B spprmi P e (2) tppr e ok | () Approne e
Manager Ericka taranda 1%
W@ Add Fiher  'T) Reset o Default
ot gt Pay e DueDote & - Locee Lock P
PP § roaron TRCA Bl Pay Schechie wamm | wsacm | snosmoizovoom 2 rerv—
g T TRk Bty Py S wamm wsam socmmoma ER @ sanarc

Once you are done, lock the pay period again.

Organization LN e
Pay Group TROA Boeckty Pay Schedue xv| @
stans Y S R ————— Y ——— =
Manager Encka Mirands 1% (<)
V7 o smmim B e [TyTT—— omn | wvaom | anaau oo e L

v mocmo.cn @ e L —— o s 2ovoA 9 e B o

The pay period is locked.

O Refresh seect~ @ | Gl G o Approva Calcuiate Pay Pay Summary R
Duebate vam - (wsasas
Organizaton 5 x
FayGioup TRCA Bkl Pay Schoce
stus D) et s e | (D) Appeat s Todoy | (R Approve e
Manager F
o Add Fiar
v aEmim § o ErT——- wamm  amame | aneaee o0 B @ s e
oo @ voarnn TRcABWeey oy S W asams sn iz ® @ o B oo
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Delegate Timesheet Approval to a Covering Manager

From the main menu bar, click on Profile & Settings.

b o w @

Timesheets Pay Approve Performance Profile & Settings
Checklist

Once the Profile and Setting page is displayed, click on the Preferences tab.

Profile & Settings

Praofile Security Notifications Apps

Click on Add

= | # Profile & Settings

Profile Security Preferences Notifications Apps
Culture / Language

Set your language and locale settings

Delegation Access

If you will be away, delegate your account access to another user for a
period of time.

Select the covering manager, same management level or a level above yours.
Select delegation reason.
Select effective period.

Click on Save to save your changes/updates.
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Delegation Access p 4

Give your account access to another employee for a period of time. This allow another user to perform Dayforce tasks if
you will not be able to, such as when you are away

Give access to™

Select an Option. .. !
Delegation Reason Effective Period™
Select an Opfion.... v From [ || To [

Restrict Private Information

Pay Information
Compensation Feature Access
[ | Perfermance Feature Access

Pll Documents

(5]
2
5]

Cancel
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Retrieving your Staff’s Balances

From Employees Timesheets

Select the employee’s name.

Click on Balances from the Menu Panel above the employee’s timesheet.

sl v ¥ Fiter o Favorties = | £ Options Unda Redo | gladuthorize  apUnauthorize | 8 impartFile [ Repons
A pay IEalan(es I Audits Punches

(e | e
S —— Hours Wed.Jan 01, 2020
rarily Ressorsitiey - Hours Hoas Wed jon 01, 2020
— Hears Wed,Jan 01, 2020
Jor gari Hours Wed. Jan 01, 2020
k- Hours Hours Wed,Jan 01, 2020

Employees Sunday, Aug 16 Monday, Aug 17 Tuesday, Aug 18 ‘Wiednesday, Aug 19 Thursday. Aug 20 Friday, Aug 21 Saturday, Aug 22 Sunday, Aug 23 Monday, Aug 24 Toal

From Reports

From the Main Menu, click on Reports.

@

Timesheets Pay Approve el e Profile & Settings
Checklist

Select TRCA - Employee Entitlement Balances.

Click on Run.

Reports

Categories [i) Reports Seareh for Report Names and Descriptions B E

¥ Refresh ' Filter | Preview Add
v (@ All Reports @ n Name Description Category TopicName @
TRCA Reports n E% Employee Properties- Contract Expiry Date MS - created for HR and Managers to be aware of employee c.. TRCAReports s ConnectedPay - Employee Properties Export
Human Resources n E Employee Properties - Pay Bands and Steps by EE MS - List of Employees by Pay Band/Steps with hourly base ra.. TRCA Reparts s ConnectedPay - Employee Properties Export
v Time & Attendance a Employee Properties - Pay Bands and Steps by EE - NG... ~ MS - List of Employees by Pay Band/Steps with hourly base ra... TRCA Reports * ConnectedPay - Employee Properties Export
n E Employes Properties - Temporary Promotion End Date M - created for HR and Managers to be aware of employes t.. TRCAReports * ConnectedPay - Employes Properties Export
E Employee Role Report TRCA Reports Employee User Rale
E Employee-Manager Listing MS - created for admin purposes ta see who can see employ... Employee Details - Personal with LM
n % MS - Contains balance details for entitiements for managers t.. TRCAReports » Entitiement Balances and Accruals

To select one or more employees, click on the Employee Display Name icon.
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Filters

TRCA - Employee Entitlement Balances

Employee Display Name

Effective Start

Effective End

Division

Business Unit

Primary Work Assignment

Employee Employment Status Effective 5.

Employee Employment Status Effective E...

Work Assignment Effective End

Output Options

Repaort Header Display Name

Include filter criteria
Only include unique records
Wax Mumber of Records | 20000

Report Type
Base report

Aurkmank Cnvennk

*
Please select a
* | B20/2020
In
ease select 3
In
ease select 3
Equal True
Less Than Equal @EffectiveEnd
Greater Than @EffectiveStart
Greater Than @Effectivestart

Page & Format Options

salu

Excel Format

Below is the default output setting for this report. You can change these values when running your report.

[] Suppress formatting in Excel output

["] Suppress formatting - Include Totals in Output

PDF Format
QOrientation

Select an Option

Select an Option

Paper Size

~
~
0 Salectad E
0 Salectad
L
0 Selected
L
£
L4
v -
Fun Report

Once the screen displays, select the employee’s name and Add to run the report for one or more

employees. Or, select all to run the report for all employees.

Click on Select.

Search

Y Filter ¢ Saved Items

Save Filteras_. 3¢ Clear Filter

Department

Job Select an Option.
Location Select an Option.
Name

Number

Pay Class Select an Option.

Pay Group

Pay Type Selact an Option.
Status Active X

Yo Add Filter ') Resetto Default

000000000

e
Cle

@96;96

&8 Selected Employees

% Remove Save List as...

& Select =

X

X
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You can run all balances at once or you can run one balance at a time.

Click on Run Report.

TRCA - Employee Entitlement Balances b 4
Anua VVUIK ASSIETIITISTIL CHELUVE DL LESS [an Cyual ol eLuvecHg ~ -
And Employee Balance Period Start Date Less Than Equal ([@EffectiveEnd
And Employee Balance Period End Date Greater Than ([@EffectiveStart

[~ 05elected
And Employment Status Group Name In
ease select a value -
05elected
And Pay Type Mame In R - -
05elected
And Pay Group Name In case select a value -
5 Selecte:
And Balance In Float - Hours 3 || OT Bank ¥ || Sick - Hours ¥ || Vacation - Dollars % hd
Vacation - Hours X

And Pay Class Mame In R "
And Location Hierarchy Effective End Empty
~
Below is the default output setting for this report. You can change these values when running your report.
Output Options Page & Format Options
Report Header Display Name Excel Format
[ Suppress formatting in Excel output
Include filter criteria [ Suppress formatting - Include Tatals in Output
Only include unique records PDF Format
Max Mumber of Records | 20000 Orientation
Report Type Select an Opfion.. L4
A , Papersize
Select an Option.. v ~

[LTTT T ee—

To retrieve your report, click on the Messages icon.

Reports £ Q0 0m @©-
Reports
Categories [i] k5] Reports Search for Repo (O]

O Rotosh P Fitor | [ Proview = Run !

The most recent report run will be at the top of the list.

O Goar Pown Boms ewns X

© Approvals Inbox
I & inbox o B trickaMiranda I TRCA - Employee Entitlement Balances §-20-2020-21305-PM xlsx I 8/20/20,243PM
Messages =
3 Ericka Miranda Terminated Employees by Location_ 246 ANl 820120, 11:52AM
B Reports (1)
@ Hodtications | Encka Miranda 12520-A. 8720020, 1:45 AM
A Actions ) Ericka Miranda 1820, 9:35 AM
([ Orafis

| Ericka Miranda B/18/20,825AM

oA sent

& b — 3 enckaMianda Payrol 817720, 236 PM
] Ericka Miranda Pay 817720, 1:58PM
3 Ericks Miranda L

8/17/20, 1117 AM
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Approving Time Away from Work Requests

When one of your staff requests time off, you will receive a notification from Dayforce.
The orange dot means that you have a time away from work request that is pending for your approval.

Click on the Approvals icon.

[rrerrod sie oo I 2Q0Qn @

Ericka Miranda
" N PY-Sup . Payroll

- Profile & Setting:

&5 Im

Timesheets Pay

Once the screen is displayed, you will see the time away from work request that is pending for your
approval.

TR vessoge center 200Qm @

O Rolesh ¥ P80t 6 Roquet New Trne OF 5] Repos X

| © Approvals Approvals
Q inbox LinhLu Y5 Time Away From Werk T | NSRS sopee W pery |

Messages ' ' '

B feports

O nosificasions

Actians

r
A sent
T Trash Empey

Click on it to view details.

Preprod site (58.3) [T

TR o ot W FierdSot ¥ RequestNewTime O ] Reports

| @ rosrovais Approvals

o o P e e

Messages

B Reports

o semnt
B Trash Empey

Click on Approve to approve the request.

N x

| © Approvals Time Away From Work Requested
& inbox e Lish L Requested On 872072020 234 PM
Messages Status Pending
§ Reports
B rep Time Requested: 35.00 Hours
@ totifications
Reasan start End Type Remaining  Unit
Acvons Vacation - Use of accrued vacafion, ll-fme only  » 3242020 82872020 OT Bank Hours.
Vacation - Hours Hours
[e/Co Type of Request Sick - Hours Hours
o sent AiDsy | Parmity Float - Hours Hours
T Trash
Balances v

Employee Coverage

Employee Comment
Wo comment has been entered

Manager Comment

[~ ] - [ -]
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Click on Deny denying the request.

PreProd site (58.3) [

TN < x

| © Approvals Time Away From Work Requested
Q inbox Created By Linh Lu Requested On  8/20/2020 234 PM
Messages status Pending
R
B Repors Time Requested: 35.00 Hours
0 notifications
Reaso sur End Type Remaining  Unit
Actions. Vacalon - Use of sccrued vacabon, ullme only  + 1242020 sonzn o Bank Hours
Vacation - Hours Hours
Drafts
@ Type of Request Sick - Hours Hours
of e MIDay | PamiaiDay Fioat - Hours Hours
B Trash
Balances v
Employee Coverage

Employee Comment
No comment has been entered

Manager Comment

Once all requests are approved, your screen display will be cleared.

. 1a00m @

ORefiesh W FRer&Son 6 RequestNewTime OF [ Reports X

| @ roonas Approvals
& inbox

Messages
B Reports
@ rosficatons
Actions
(& Drafis
A sent
T Trash Empy

Time Away from Work Requests Reports

From the Main Menu, click on the Approvals icon.

- Ericka Miranda
( % N pv-Supenvisor, Payroll
T - Profile & Settings

O Refresh W Fher& Sont 36, Requast New Time OfF s x

| © sesroves Approvals
& Inbox
Messages
Bj reports
0 notrfications.

Actons
(& orafis

A sent

B Trash

Select a report.
Select the report parameters.

To run the report, click on Run Report.
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Reports X

Search Employee TAFW Report
+Fixed Format Reports g | organization TORONTO AND REGION CON: b 3¢
[7] Employes Balance Report Date R .
ate Range /2012020 [ | si2or021
Employss TARW Report
[ TaRW Calendar Report Employees
@ All Employees
Selected Employee | Choose Employee | All Selected
Filters
0 selected
Reasen
-
5 selscte
Status
Pending % | Approved X | Denied ¥ | Cancellation Pending % | Canceled X |
0 Seleted
Pay Class
0 Selected
Pay Group
0 selected
Pay Type
sart By Start Date M
Description
Format:
PDF -

Close the screen.

Pick up your Report.

ORohesh  F Select = OSemch [ D . - X
e Inbox
Igmw [ B ricks Mirands I ReportEmployeeTARW §-20-2020-31010-PM_pdf I 20720, 210 P11
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Running Reports

From the Main Menu, click on the Reports icon.

s * &

Timesheets Pay Approve Performance Profile & Settings
Checklist

To run a report, select it and click on Run.

sao0om @
Reports
Categories [i] [l Reports s Repor Ha on (O]
Q¥ Refrash W Filer | i) Preview Add
[ — @ n [ O — ropichame @0 ot @
» B TACA Repcrts 2 [Foor Banc o EE s plopeestsy oy P ra.. TRCAReperts T P 8752020 11:53PM

Once the Report parameters page is opened, select the desired parameters and click on Run Report.

Employee Properties - Pay Bands and Steps by EE b 4
Filters
1 Selected
And Employment Status Name In Active X -
And Location Hierarchy Effective End Empty

And Employee Employment Status Effective End  Empty

And Work Assignment Effective End Empty

Below is the default output setting for this report. You can change these values when running your report.
Output Options Page & Format Options
Report Header Display Name Excel Format

|| Suppress formatting in Excel output

Include filter criteria |:| Suppress formatting - Include Totals in Qutput
Only include unigue records PDF Format
Max Mumber of Records | 20000 Orientation
Select an Optio
Report Type ol DR v
Base report ,  PapersSize
Select an Option -
Qutput Format
Excel 2007+ (XLSX) X D
o i

e

Once the report is ready, click on the Messages icon to pick it up.
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PreProd Site (58.3) [EEEUS

Reports
Categorles [i] [ Reports Names aed Descrtions [O]
3 Refresh Y Fier | | Preview = Run
* @ AN Reports a n

To open the report, click on the link.

PreProd Site (58. sage Center

Ml CORefesh i Ssectv  OSsarch [ Delets

@ Approvals Inbox

I & inbox [ Bl Ericka Miranda

I Employea Proparties - Pay Bands and Steps by EE_8:20-2020-25541-PM.xlsx

820120, 255 PM
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