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Purpose of Onboarding User Guide - Manager 
This user guide will help you understand important features of Dayforce Onboarding, 

including: 

• Onboarding Policies 

• Getting Started 

• Onboarding Employees 

• Onboarding Forms 

• Onboarding Guide(s) 

• Employee Task lists 

• Manager Task lists 
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Dayforce Onboarding 
Onboarding is the process of introducing newly hired employees into an organization.  It helps 

them integrate quickly into an organization by providing immediate support and resources and 

to enable them to complete required tasks.  It also helps them understand their new position 

and job requirements so that they can quickly become productive in their roles. 

Dayforce Onboarding is designed to support TRCA in its onboarding processes. It includes 
features to help employees and managers: 

• Experience a consistent, seamless, and user-friendly onboarding process. 

• Understand their individual responsibilities/tasks within the onboarding process and 

associated timelines to ensure tasks are completed in a timely manner. 

• Have access to comprehensive checklists itemized into different timeframes throughout 

the onboarding process. 

• Complete relevant forms and documents in a timely manner. 

• Link to resources such as user guides, websites and similar.
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Onboarding Policy 
An Onboarding Policy is a customized collection of informational resources, lists, instructions, 

and forms that are presented to a new hire. 

An onboarding policy includes customized content for both the new hire and their manager. 

When an onboarding policy is assigned to a new hire: 

• The new hire sees their own customized content. 

• The manager sees their own customized content.  The manager also has visibility to the 

listed items in the new hire’s policy and related progress. 

Three TRCA onboarding policies have been configured in Dayforce and are assigned based on 

the new hire’s employment status.  They are: 

• Full Time Employees with Benefits 

• Temporary Employees, Benefit Eligible upon Completion of 960 Hours 

• Temporary Employees, No Benefits 

Assignment of Onboarding Policy 
Onboarding Policies are assigned at the end of the recruiting process when the Hire form is 

completed for the candidate.  This is handled by the HRBP. 

 

Onboarding Policy Period 
An onboarding policy spans two periods. 

Preboarding Period: This refers to the period before a new hire’s start date.  Policies will be 

assigned for a 2-week period before the start date, or for an adjusted period if the new hire’s 

start date is less than two weeks away. 

Onboarding Period: Once the new hire’s start date arrives, their onboarding policy is the same 

as it was before and it continues to be active for an additional three months after the start date. 
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First Time Access Email to Employee 

When a Hire form is completed for a candidate, a corresponding First Time Activation email is 

sent to the candidate to their personal email address recorded in their recruiting profile.  This is 

to enable access to Dayforce during Preboarding period where they establish a native log in id 

and password. 
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Accessing Onboarding 
To access the Onboarding feature for managers, you log into Dayforce under your Manager 

user role. 

 

 

Once logged in under you Manager user role, select the Onboarding Employees icon, either 

as a shortcut on the Home screen or through the menu. 
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The Onboarding Employees screen displays. 

 

Scroll to the right and additional columns to view additional columns in the grid. 

 

Some of the columns in the grid include. 

• First Day 

• Onboarding Period 

• Onboarding Policy 

• Onboarding Guides 

• Employee Progress 

• Manager Progress 

• Onboarding Progress
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Onboarding Employees – Filter 
For managers that have many onboarding employees, the filter feature can be used to limit the 

list based on selected criteria.  Click on the Filter button to activate the feature.   

 

Onboarding Employees 
To view onboarding details for an employee, click on their name in the grid. 
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This will open the Onboarding dashboard for the employee.   

On this screen, you will see high-level employee information on the top-left hand corner. 

There are also three tabs:  

(1) Onboarding Forms, (2) Employee Tasklist, and (3) Manager Tasklist. 

 

The following columns are displayed within some or all the tabs: 

• Task: Items that need to be completed by the employee/manager. 

• Due date: The predetermined date the task is required to be completed (pre-populated 
based on an offset value applied to the employee’s start date). 

• Due: The number of days associated with the due date that is left or have passed. 
Where due dates have passed for a task, the system will display the item in red with 
negative numbers (representing days). The negative number shows the number of days 
that have exceeded the due date. 

• Status: Highlights whether the item has  

(1) not started  , (2) started , (3) completed  or (4) past 

due . 

• Attachment: Available in Employee Task List and Manager Task List.  Allows you to 
easily access relevant resources referenced in the checklist.  
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Tab 1: Onboarding Forms 
Onboarding forms includes essential forms and documentation that need to be completed or 

acknowledged by the new hire (e.g., personal, tax and banking information) along with the 

TRCA HR Policies. As a manager, you will be able to see associated timelines and status 

details for each task. 

 
The Onboarding Forms screen has the following subsections: 

Forms to Complete Prior to Your First Day 

• The new hire is presented Personal Details and Banking Information forms under 
this section.  Once they complete and submit all forms, the Status will update to 
“Completed”. 

 
Review and Complete Your Tax Withholding Forms 

• The new hire is presented with the Federal and Provincial versions of the tax 
form under this section.  Once they complete and submit both forms, the Status 
will update to “Completed”. 

 
Review and Acknowledge TRCA HR Policies 

• The new hire is presented with six HR Policies under this section.  Once they 
complete and submit all forms, the Status will update to “Completed”. 

 

 

No action required for managers – the items listed in this tab are to be completed by the 
employee.  As a manager, you will have visibility into the status of the associated items through 
the Status column.  
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Tab 2: Employee Task List 
Here you can see the tasks the new hire has been assigned.  Your see only the Task Name.  

The new hire sees the same task name plus an associated description that includes explanation 

and instructions. 

 
The employee tasks are group chronologically based on Due Date and the groups are labeled 

accordingly.  

• Preboarding Checklist 

• First Two Weeks Checklist 
 

 

 

No action required for managers – the items listed in this tab are to be completed by the 
employee.  As a manager, you will have visibility into the status of the associated items through 
the status column.  

Note: Attachment column: You will also be able to access any 
document that is attached for the employee to see by clicking the 
link which will open associated attachments in a new window. 
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Tab 3: Manager Task List 
The manager task list has the following subsections: 

• Preboarding Checklist 

• Day 1 Checklist 

• Day 2 Checklist 

• Day 3 Checklist 

• First Two weeks Checklist 

• First Month Checklist 

• First Three Months Checklist 
 
The task list includes items a manager is responsible for when onboarding a new hire from the 

preboarding phase to the employee’s first three months of hire. When these tasks are handled 

on a timely basis, it allows for a seamless start to the employee experience. 

 

Action: Completing Manager’s Task List 

 
When you have completed a task: 

1. Click the check box(s) on the left-hand side of the list, and,  
2. Click Save.  

 
Completed items will be displayed with a green check box under Completed. 
 



|    TRCA Onboarding 

  Toronto and Region Conservation Authority    |    14 

 

Note: As in other tabs, where the due date(s) have passed for a task, the system will display the 
item in red and the column titled Due will show negative dates corresponding to the number of 
days past the deadline. 
 

Action: Click to View  

 
Click on Click to View next to the task under Description to get more detailed information or 
instruction about the task.  
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Checklists Available on Manager’s Task List 

The manager’s task list has the following checklists organized into different timeframe. As the 

new hire progresses through the onboarding process, the manager can refer to the checklists 

and ensure the tasks are completed within the appropriate timelines.  

Preboarding Checklist 

 

Day 1 Checklist 

 

Day 2 Checklist 

 

Day 3 Checklist 

 

First Two weeks Checklist 
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First Month Checklist 

 

First Three Months Checklist 

 

Assign Onboarding Guide(s) 
You can assign another employee as an Onboarding Guide to help them through the first 

several weeks of the Onboarding process. 

With the row new hire’s name selected, click the Assign a Guide button.  

You can select either one of your Direct Reports, or you can Search for someone else in the 

organization to assign. Check the box next to the name, then click Save. 

 

Please access the “Onboarding Guide” document that is attached to the “Onboarding Guide 
Selection” task item in your Preboarding check list.  Refer to “Guidelines to Assigning a Guide” 
for more information on how to effectively select an Onboarding Guide. 
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Notifications 
The following system notification will be generated: 

Onboarding Employee First Day to Hiring Manager 

A notification will be sent to you for your new hire: 

• 7 days before their start date 

• 1 day before their start date. 

You will receive the notification in Dayforce Message Centre with a related notification to 

business email. 

 

 

 

 

 


