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Purpose of Manager User Guide 
This user guide will help you understand important features of Dayforce Recruiting, including: 

• Job Requisitions 

• Job Postings 

• Job Application Sections and Questions for Candidate Applications 

• Approval Processes 

• Messaging – Candidate and Recruiter 

• Candidate Management 

• Offer Letter Process 

• Candidate Hire Process - External Hire, Internal Hire, Rehire 
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Dayforce Recruiting 
Dayforce Recruiting supports TRCA’s recruitment processes to attract and hire candidates.  It 

includes features such as: 

• Integrated Job Requisitions. 

• Approval Workflows. 

• Application templates and questions. 

• Candidate Management features to help track and organize candidates. 

• Office productivity features, such as the capability to instantly email candidates and 

download and forward resumes. 

• Integration into Dayforce Messaging and business email. 

• Letter Management module for the processing and delivery of offers. 

As a hiring manager, you will be able to:  

• Submit Job Requisitions. 

• View Postings. 

• View Candidate applications and update status and related. 

• Record Notes about candidates in their profile record. 

• Approve Offer Letters. 

• Initiate Hire transactions for successful candidates 
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Launching Ceridian Dayforce 
You launch Dayforce by clicking on the Dayforce link on TRCA’s Staff Hub. 
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HR Business Partner Login Role 
To access Recruiting as a hiring manager, log into Dayforce under your Manager user role. 

 

When you log into Dayforce, it opens with the Home screen displayed.  Click the Recruiting 

icon screen to the access the module.  

 

You can also click on the Menu button ( ) at the top left-hand corner of 

the screen and select Recruiting from the menu to access. 
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Job Requisitions Screen – Manager 
When you access Recruiting, the application displays the Job Requisitions screen by default.   

 

 

Side Panel 

Click the  icon to collapse the side panel and thereby expand the view of this (and any other) 

screen. 

  

 

In the image below, the side panel is collapsed, and the Job Requisitions screen is expanded.  
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Click the button on the left to restore the side panel. 
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Search  
You can click Search to do a quick high-level search for Job Requisitions and Candidates. 

 

When you click Search, a search box appears.  

Below, “Property” is entered and job requisitions that contain “Property” in the job requisition 

title result. 
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Below, the name “Garnan” is entered and a candidate results in the list. 

 

Additional features available with Search results include: 

• Clicking the ellipsis at the top to carry out additional actions. 

• Clicking a candidate email address to send an email. 
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(The feature option “Add to Talent Pool” is reserved for future use.) 
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Job Requisition Form 
This section describes the TRCA Job Requisition form and how to submit one.   

The job requisition form is initiated and submitted by the hiring manager. 

Submitting Job Requisition Form 

To begin the process of submitting one, first access Recruiting. 

 

The Job Requisition screen displays as the default. 
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Click +New.  

Then select “TRCA Job Requisition”.    

 

The Job Requisition form displays, as shown on the next page. 
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There are three main sections that make up the form. 

• Job Requisition Details 

• Job Rationale 

• Position Details / Job Details 

Hiring Manager View 
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Process One Requisition at a Time 
 

 

You can only process one Job Requisition at a time.  

If you need to process multiple forms, you need to submit the current one and then draft and 

submit the next one. 

Save Draft 

You can do Save Draft.   

To close the form, click Cancel.   

The next time you click “New” to load the job requisition form it will contain the same details. 

You can also load the job requisition form from your Message Centre.  You will find it in your 

Drafts folder.   

 

Discard a Saved Job Requisition 

If you did a Save Draft, after when the form is loaded, the Cancel button only closes the form.  

It does not delete the form. 

If you want to delete the draft version and start a new one, you must access the form in your 

Drafts folder in your Message Box and take the following step. 

• With the form loaded, click the Discard button at the top. 
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Job Requisition Approval Workflow 

When you submit a job requisition it is routed to four approvers. 

Approvers 

• Your Manager 

• Your Director 

• Jenifer Moravek (Manager, Strategic Business Planning and Performance) 

• Human Resources Business Partner 

 

Resubmit or Withdraw 

The approvers have the option to Accept or Reject the form.  They can also record a comment. 

If they Reject the form, it does not cancel the workflow. Instead, the form is routed back to you 

the submitter and you have the option to: 

i. Update the form and Resubmit.  In this case, the form is routed through the first 

approver and the process repeats, still with the Reject button available to them. 

ii. Withdraw the form.  In this case the workflow automatically cancels. 

 

Job Requisition Details Section 

 

1. Request Date 

The date defaults to the current date when the form is loaded the first time. 

Update the date as needed. 
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2. Reason for Opening 

These are system values.   

Record “New” for any position that is being filled for a new position that been added to 

TRCA Complement. 

Record “Replacement” for any position that is being filled as a replacement of a vacant 

position under existing TRCA complement.  (“Replacement” the same previous “Fill 

Vacant” terminology used with previous recruiting system.) 

 

3. Justification for Request 

Select a value to describe the reason why the position is being filled.  Please select 

based on the combinations in the table below. 

 

Reason for 
Opening 

Justification for Request 

“New” New Complement 

  

“Replacement” Acting Assignment 

 Approved Leave 

 Extension of Temp Contract 

 Promotion 

 Resignation 

 Retirement 

 Termination 
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4. Location 

This drop-down list displays the On-site Department(s) (sometimes referred to as the 

“Sub-unit” under Business Unit) associated with you and your team.   

You can submit a job requisition to hire for only for a position associated with the listed 

On-site Department(s). 

Although Location is displayed as the label, the values do not represent physical sites.   

 

Select a value for this field before a selection is made for the Position Title field below.  

This will ensure that only position titles associated with your team’s On-Site(s) will be 

listed. 

5. Position Title 

Select the position that you want to hire for from the drop-down list. 

Please note:  As explained above, please ensure you select a Location before choosing 

a value from this list. 
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6. Job Requisition Title 

This defaults to what is populated into in the Position Title field above, but it is editable. 

You can change the title to meet your requirements.   

The abbreviation at the beginning of the populated values represents the On-site 

Department – ensure you remove it. 

As an example, below, the “WRE – Analyst, Water Resources Engineering” is edited by 

removing the “WRE” abbreviation at the beginning of the value. 

  

 

 
 

 

 

7. Hiring Manager 

The value defaults to your name. 

The drop-down list includes your direct reports – ensure your name is recorded. 

 

 

8. Submitter 

This value defaults to the current user and cannot be edited. 
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9. Recruiter 

Select the recruiter that will handle the Job Requisition.  The recruiter is the assigned 

Human Resources Business Partner for your Division. 

 

Job Rationale Section 

The Job Rationale field is a mandatory field.  If you leave this field blank Dayforce will prevent 

you from submitting the job requisition.  

As indicated in the panel instructions for this section, the field needs to be updated with: 

• Why is this position needed at this point?  

• Is there a risk if the position is not approved?  

• What is the funding strategy?  

• Please list the account codes. 
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Position Details Section 

 

1. Number of Openings 

Record the number of hires required for the requisition. 

 

2. Employment Indicator 

Select the position type.  
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3. Weekly Hours 

Record the standard number of weekly hours for the position.   

For Full Time positions this is either 35 or 40 hours. 

 

4. Hiring (Pay) Range 

Record the minimum and maximum amount. 

 

The values recorded here are integrated into the Job Posting wizard used to display the 

position on the internal Careers site or the external Client Careers site.   

 

5. Contract Employment Duration 

Record the length of the contract, e.g., “6 months”.   

Record “N/A” if the position is “Full-Time”. 

 

6. Work Location 

Record the position’s work-site site location. This will be included in the job posting 

advertised on the careers sites. 

 

7. Division 

Record the Division associated with the position, e.g., “Development and Engineering 

Services”. 
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8. Business Unit 

Record the Business Unit associated with the position, e.g., “Professional Services”. 

 

9. Internal Posting 

Check if the positing is to be posted internally. 

 

10. External Posting 

Check if the positing is to be posted externally. 

 

11. Submit 

Click .  The form will be routed to approvers. 
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Job Requisition Additional Users 

 

 

Job Requisition Additional Users 

If necessary, when submitting the job requisition form, you can request that additional 

employees be assigned to the job requisition.  This gives them visibility to the job 

requisition and all related activity, including job postings and candidates.  (In the job 

requisition form this feature is not visible to managers.) 

Any Additional User can also be added after the job requisition is approved.  This can be 

done in the Details screen of the approved job requisition.  The Details screen is 

described in a section below.  Please click Details to navigate to the section 

Please note any additional user that is added will require the Manager user role to 

access the job requisition.  Without this role, access is not possible. 

In either case – the job requisition form, or the Details screen – only administrators can 

add additional users.  Please follow up with your HRBP if want an additional user 

assigned to the job requisition. 
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Submit Job Requisition 

When you finish recording all the required fields click .  The form will be routed to the 

applicable approvers. 

 

You can check for the status of your job requisition by accessing the Recruiting module and 

viewing the associated Indicators and Status columns in the Job Requisition screen.  This 

feature is described in a following section.
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Once finally approved, you will receive applicable notifications in your Dayforce Message Box, 

as well as your business email. 

 

 

 

Please note: 

If during the approval process the form is rejected by an approve and then you Withdraw the 

form, approvers will receive related notifications in their Dayforce Message Box, as wells as 

their business email. 
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Job Requisitions Screen 

Job Requisitions 

You can click a column in the grid to sort the entire list accordingly.  This can be helpful if the 

number of job requisitions that you have submitted is high. 

Here the “Job Requisition Name” column is sorted. 
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Toolbars 

At the top of the Job Requisition screen are two toolbars each containing buttons to allow you 

to complete various actions.   

The first toolbar includes the Filter button - you can use it to choose filter criteria as needed. 

 

 

The second toolbar has defined buttons that you click to filter the list of job requisitions.  These 

buttons are pre-defined, and you cannot change the associated filter criteria. 
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Filter button on 1st Toolbar 

The Filter button allows you to carry out a detailed search of job requisitions.  This can be 

helpful if the number of job requisitions that you have submitted is high.   

Click the Filter button to open the search feature. 

 

 

Update the search feature with values as need, then click Apply Filter to execute the search. 
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You can click the Add Filter button to bring additional fields into the search feature if needed. 

 

To restore the full list of job requisitions, click the Clear Filter button and the Apply Filter 

buttons. 

 

Click the Filter button again to close the search feature.  Then click Refresh. 
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2nd Toolbar with Status Buttons 

This toolbar includes buttons you can click to quickly filter job requisitions under a specific 

Status. 

Each button includes an identifying indicator icon as well as a related number to reflect the 

applicable number job requisitions under that status. 
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Click the indicator button with the desired status to immediately filer submitted job requisitions 

under that status. 

 

 

Click the All  indicator icon button to immediately restore the fill list of job 

requisitions. 
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Job Requisitions - View 

The View button allows you to customize and add contextual columns that are displayed in the 

status grid. 

 

 

Click button to open the feature, then click the Choose Columns button.  See next page. 
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Select columns from the Available list and move them to the Selected list to display them in the 

grid.  

Conversely, select columns from the Selected list and move them to the Available list to 

remove them from the grid.  

In this example, the “Status” and “Assigned Recruiter” columns are moved into the Selected list.  

The “Status” column is also moved up to be positioned below “Indicators” column. 

 

 

When the desired columns have been set, click the Select button.
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Then click the Apply button to set the view.  Then click Refresh. 

 

As shown below, the “Status” and “Resume Short Listed” columns are now displayed in the 

status grid. 
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Column Description Additional Information 

Some columns have a small question mark icon  next to the column name.  Hover your 

mouse pointer over it to view an associated description. 

Below, the additional information is displayed for the “Candidates” column. 
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Job Requisition Indicators 

Depending on the status of each job requisition, the screen will display meaningful icons in the 

Indicators column. 

 

Hover over the Indicators column header label and a list of all available indicators with a brief 

description will be displayed. 
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Hover over the icon associated with the specific job requisition to make the information bubble 

appear.  

In the example below, the user hovers over the icon. 

 

Other examples of Indicator information bubbles include: 

 

When hovering over the icon, the corresponding bubble appears 

 

When hovering over the icon, the corresponding bubble appears.  

When hovering over the  icon, the corresponding bubble appears.  
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Below is a detailed list of available Indicators and descriptions. 
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Job Requisition Indicator – Additional Details 

In addition to the information bubble, you can click on a specific indicator recorded for the job 

requisition to view associated details in a pop-up window. 

Example 1 

The user selects a job requisition and then clicks on the Approval Status indicator value. The 

indicator means “Approved”. 

 

 

As a result, a box pops-up to display individuals who have approved the job requisition.  
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Example 2 

The user selects a job requisition and then clicks on the Approval Status indicator value.  The 

indicator value means “Pending Approval”. 

 

As a result, a box pops-up to display the current approver and any previous approval history. 
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Example 3 

The user selects a job requisition and then clicks on the  Posting indicator.  The indicator 

means the job requisition has postings. 

 

As a result, the box below appears to display details of the associated postings. 
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Example 4 

The user selects a job requisition and then clicks on the  Additional User indicator.  The 

indicator means that an individual other than hiring manger or recruiter has been assigned to 

the job posting. 

 

 

As a result, the box below appears to display details of the additional user that has been 

assigned to the job posting. 

 

 

Indicators vs. Status Column 

Indicators are displayed only if job requisition was subject to an approval workflow. In the small 

chance where it was not (i.e., manually entered job requisition), you can view the “Status” 

column value for similar information as this column does not depend on approval workflow. 



|    TRCA Recruiting 

  Toronto and Region Conservation Authority    |    48 

 

Job Requisitions – Associated Screens 
Click on a job requisition to view associated screens, view additional details, and to carry out 

actions. 

 

 

In this example, the job requisition “Assistant Environmental Technician, Wildlife” is selected. 

The indicator listed for this requisition include , which means the job requisition is in 

“Approved” status and the , which means the job requisition has postings. 

When the job requisition is clicked, the screen changes and the following screens become 

available: 

• Candidates (displays the default) 

• Job Description 

• Details 

• Activity 

• Postings 
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Candidates 

The Candidates screen lists any internal or external candidates that applied to the job posting. 

 

 

 

The Candidates screen is described in greater detail in a following section.
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Job Description 

Click on Job Description tab. 

The content here is linked to the “Job Description” notes field that is included in the related job 

requisition that was submitted.  In the job requisition submission step this is not completed and 

is left blank. 

Any job description / requirements content that is included in postings on the careers sites is 

handled through a wizard that ensues in the recruiting process.  It is handled by the HRBP after 

having collaborated with you to confirm job requirements. 
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Details 

Click on the Details label. 

The information here is linked to the information you recorded when you submitted the job 

requisition. 

There are additional fields here that are not in the job requisition that you submitted – the 

reason is that and the Details screen displays all fields associated with the standard system 

job requisition form, however, TRCA’s job requisition form is a custom / condensed version of 

that form. 
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Activity 

Click the Activity label. 

The Activity tab displays a reverse chronological list of select related activities, each of which is 

dated, and time stamped. 
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Candidates 
To view candidates that have applied to a job posting, you first click on the job requisition. 

 

Then, the Candidates screen becomes active and lists people who have applied to the related 

posting. 
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Toolbars 

At the top of the Candidates screen are two toolbars each containing buttons to allow you to 

complete various actions. 

A third toolbar is activated when a candidate is selected and then you right-click. 

1st Toolbar  

The first toolbar includes contextual buttons that perform various actions.  This toolbar by 

default displays one row of buttons, but it can be expanded to show more. 

 

To expand the toolbar to display all the buttons, click the button with the ellipsis and downward 

arrow   at the end.  The bar expands to include another row of buttons, as show below. 

 

2nd Toolbar 

The second toolbar has defined buttons that you click to filter the list of candidates based on the 

“Status” of their application.  These buttons are pre-defined, and you cannot change the 

associated criteria. 

 

3rd Toolbar 

This is activated when you select a candidate and right click your mouse. 
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Filter button on 1st Toolbar 

The Filter button allows you to carry out a detailed search of candidates.  This is especially 

useful when the number of candidates is high. 

Click the Filter button to open the search feature. 
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Below, the “Status” drop-down is expanded – you can select values to search on. 

 

Below, the list is filtered to include candidates whose “Status” = New. 

 

To restore the full list of candidates, click the Clear Filter button and the Apply Filter buttons.  

Click the Filter button again to close the search feature.  Then click Refresh. 
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2nd Toolbar with Status Buttons 

This toolbar includes buttons you can click to quickly filter candidates under a specific status. 

Each button includes an identifying indicator icon and a related number to reflect the 

applicable number job requisitions under the status. 

 

Below, the Interview 1 status button is clicked to show candidates under the status. 

 

Click  to restore the list of candidates. 
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Candidates Indicators 

The Candidates screen displays meaningful icons in the Indicators column next to the 

candidate’s name. 

 

Hover over the Indicators column header label and a list of all available indicators with a 

related description will be displayed. 
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For each candidate, hover over any displayed icons to make the information bubble appear.  

Below, the user hovers over the icon. 

 

 

Other examples of Indicator bubbles include: 

When hovering over the  icon, the corresponding bubble appears  

 

When hovering over the icon, the corresponding bubble appears. 

 

When hovering over the  icon, the corresponding bubble appears.  
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Candidates Indicators – Additional Details 

Click on a specific indicator recorded for the candidate to view associated details in a pop-up 

window. 

Example 1 

The user clicks on the  icon in the row for the candidate “Jeannie Westbrook”. The indicator 

means “Candidate is a current employee’. 

 

As a result, a box pops-up to display basic employment status information for the employee’s 

profile.  
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Example 2 

The user clicks on the  icon in the row for the candidate “Suzy Hayes”. The indicator (it is a 

full blue colour) means “Candidate record includes notes”. 

 

As result, the Add/View Notes box pops up to display notes recorded for the candidate. 
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Download List of Candidates under Job Requisition 

You can download EXCEL list of the candidates under a job requisition – this is very useful. 

 

First expand the toolbar to display all the buttons, click the button with the ellipsis and downward 

arrow   at the end.  The bar expands to include another row of buttons, as show below. 

 

The click the  button.  An EXCEL file will result with content similarly structured as 

below. 

Candidate Name Location Status Date Applied Source Score 

Lillie Holt 
BRAMPTON, 
ON Interview 1 2/22/21, 10:07 PM Careers  

Robyn Wallaster Toronto, ON New 2/20/21, 4:37 PM 
Client Careers 
Site  

Yady Markham Toronto, ON Declined 6/1/21, 10:24 AM 
Client Careers 
Site  

Suzy Hayes Toronto, ON Offer Accepted 2/20/21, 4:50 PM 
Client Careers 
Site  

Jeannie Westbrook Toronto, ON New 2/20/21, 4:16 PM 
Client Careers 
Site  

Samantha Chilkowski Bolton, ON New 2/20/21, 4:13 PM 
Client Careers 
Site  

Jennifer Billington Windingtown New 2/20/21, 4:52 PM 
Client Careers 
Site  

Mona Lisa Happyville, ON New 2/20/21, 4:19 PM 
Client Careers 
Site  

Eric Mendoza Montreal New 2/20/21, 4:18 PM 
Client Careers 
Site  
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Notes 

You can record notes for a candidate.  Please ensure always that any note you record is: 

• Display to = Me 

• Attach to = Job Requisition 

This is to ensure that any note recorded for a candidate is visible to only the person that 

recorded it. 

To record a note, first click on the row for the candidate, then click the  button.  The 

Add/View Notes box pops up. 

In certain situations, the history might be blank even though there are notes recorded.  Click 

Refresh in this situation. 

 

Click in the Notes filed. 
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The Display to contextual feature will appear. 

• Next to the Display to label click the drop down to select the “Only Me” visibility for 

the note.  

• The system does allow you to select “Everyone” and “Tagged People Only” – but 

TRCA process is to avoid these - they cannot be disabled.  Do not select these 

values as we want to ensure that recorded comments are visible to only the person 

that recorded them. 

 

• For Attach to select “Job Requisition”  

• The system does allow you to select “Candidate” – but TRCA process is to avoid this 
-  it cannot be disabled.  Do not select this value as we want to ensure that recorded 
comments are visible only for the job requisition in question and that the comments 
do not follow the candidate into other possible job applications. 

 

Notes Made by Candidate 

Any note a candidate records – for example, an optional comment for a Reject response to an 
offer, will also appear in the Add / View Notes pop-up box. 

Delete Note 

You can delete a note that you have recorded. 

To do so, hover over the note you recorded.  An “x” will appear at the top right-hand corner, next 

to the date timestamp.  Click the “x” to delete. 
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Email Candidate 

Recruiting links with your email client application to facilitate direct email communication with a 

candidate. Select the candidate, then click the , then  

 

Your default email editor will appear with the candidate’s email address inputted. 

Ensure you set your default Windows email application for the above feature to work. 

To do so, in Windows Search, key in “Default” and open the Default Apps feature and then set 

the default email application. 

Candidate Status 

Every candidate has a Status value recorded for their application at any time and it is updated 

depending on circumstances for the candidate. 

You update Status values to organize and prioritize candidates.   

In addition to manual updates you make to Status, Dayforce updates Status values when 

certain events take place.  This is referred to as a System Status value.  For example, if a 

candidate accepts an offer (through the automated Offer Letter process), then Dayforce 

changes the existing Status value (one that you might have manually recorded) to “Offer 

Accepted”. 

When a candidate applies, Dayforce sets their Status = “New”.  As well, their name in the 

Candidates screen is bolded. 

For an external candidate who answers “No” to the question “Are you legally eligible to work in 

Canada?”, Dayforce automatically sets their Status to “Declined”.  (This is an auto-trigger 

enabled update that is applied to the question.) 
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Candidate is a Former Employee – Candidate Linking 

If a candidate you intend to hire is a former employee, you must inform your HRBP before 

submitting the candidate hire form (explained in a following section).  Dayforce’s Recruiting 

module includes a  - Link Candidate feature that they will use to link a candidate to a 

previous Dayforce employee record. 

After being linked and then being hired, the candidate’s existing “Employment Status” record in 

Dayforce will be updated instead of a new account being created. 

Failure to link a candidate to a previous record will prevent the candidate hire form submission 

from being completed successfully because Dayforce will detect a duplicate SIN and issue an 

alert when the HRBP records the SIN in the candidate hire form and then proceeds to approve 

it. 

When a candidate is linked to their previous Dayforce record, their SIN will already be in 

Dayforce, and the related field can be left blank by the HRBP when they proceed to approve the 

candidate hire form. 

Linked Candidate 

Once candidate is linked, the  icon is displayed next to their name in the Candidates list in Job 

Requisitions.  The icon means “Candidate is a former employee”. 

If desired, before submitting the candidate hire form, you can view details such as last work 

assignment, last rate / salary, last termination reason, etc. by clicking the  icon. 
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Update Candidate Status 

To update a candidate’s status manually, select the candidate. click the  button, then 

select a value. 

The following values are available: 

• In – Progress 

• Offered 

• Phone Screen 

• Testing/Evaluation 

• Interview 1 

• Interview 2 

• Interview 3 

• References 

Please note – the Candidates list includes a dedicated “Shortlisted” check-box – this can also 

be used as a status value. 

Below the candidate’s status is updated to “In Progress”. 

 

When you update a candidate’s status, you are given the option of adding a note to the 

candidate record: 
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If you do not want to record a note, simply click the ‘X’ at the top right-hand corner to exit the 

wizard. 

Click the label Click to view notes in history to view any existing notes. 

 

 

As explained in an earlier section, any recorded comments for a candidate should always have:  

• Display to = Me 

• Attach to = Job Requisition 

This is to ensure that any note recorded for a candidate is visible to only the person that 

recorded it and that it does not follow the candidate into any possible other job applications. 
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Decline 

You can Decline a candidate in any situation.  To Decline the candidate, select the candidate, 

then click  button. 

 

Every time you Decline a candidate, you must record a Decline Reason. 

You record the Decline Reason in the resulting Decline Candidates box that pops up after you 

click  button. 

 

You can optionally record a note. 

You can optionally click the caption Click to view notes in history. 
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Click  to complete the Decline update. 

Please note that performing a Decline action generates a corresponding Status value update. 

Decline - Automated Job Application Status Message – Regret Message 

If you want Dayforce to send out an automated message (i.e., “Regret”) to an unsuccessful 

candidate about the status of their application, you need to select the “Interview – Not Selected” 

Decline Reason. 

When you do this, the message is sent to the unsuccessful candidate.   

No message is sent out under any other Decline Reason. 

• the candidate. 

• Select “Interview – Not Selected” from the Decline Reason list. 

 

• This is the message that is sent to external candidates. 

We would like to thank you for your time during the recent recruitment for the position of Job 
Posting Title. 
 
After careful consideration, we have decided to go with a candidate that more closely matched the 
qualifications of the position. We encourage you to consider applying for open jobs at TRCA that 
match your experience and qualifications in the future.  
 
All the best in your future endeavors. 

Hiring Manager 

 

• This is the message that is sent to internal candidates. 

We would like to thank you for your time during the recent recruitment for the position of Job 
Posting Title. 
 
After careful consideration, we have decided to go with a candidate that more closely matched the 
qualifications of the position. We encourage you to consider applying for open jobs at TRCA that 
match your experience and qualifications in the future.  
 
If you would like to receive feedback, please do not hesitate to contact me.  
 
All the best in your future endeavors, 

Hiring Manager 
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Candidate Profile 
When you click directly on a Candidate Name, the candidate’s Candidate Profile will load.  

(In Recruiting and related reference material, the term Candidate Record is used 

interchangeably with Candidate Profile.) 

 

The Candidate Profile screen displays, as per below. 

It is important to note that that job requisition from which you started continues to be referenced 

in the Candidate Profile.  This gives context to potential actions you can take through the 

Actions panel.  
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Candidate Profile(s) 

Another way to access the Candidate Profile is to check the box next to a candidate’s name 

and then click the  button. 

 

If you select multiple candidates and click the  button, the Candidate Profile screen 

loads with all the selected candidates, and you can flip between candidates one at a time. 
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Click the scroll selector to flip between candidates. 
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Candidate Information and Actions Panels 

On the left are the Candidate Information panel and the Actions panel. 

 

 

The icon indicates that there are notes recorded for the 
candidate.  You can click it to display them. 
 
 

The  icon indicates that the candidate has applied for 
other positions / job requisitions. 
 
 
 
 
Contact information is visible.  Click the email address to 
instantly email the candidate. 

 
 
 
 
 
 
 
 
You can take actions by clicking these buttons.   
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Application Tab 

The candidate profile includes the Application tab. 

 

 

Under this tab heading are buttons you click to display associated information and features.  
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Resume 

• The resume that the candidate uploaded for their application to the job requisition is 

displayed. 

• Click  to download the file. 

 

Candidate Info 

• Information that was recorded during the application process is displayed here. 
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Questionnaires 

• Candidates’ answers to questions that were part of the application are displayed here. 

 

 

Additional Documents 

• All supporting documents / files that the candidate uploaded during the application 

process are displayed here. 

• Examples include “Resume”, “Cover Letter” and “Additional Documents”. 
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Edit Candidate Details  

If necessary, you can click “Add”, “Edit” or “Delete” and update candidate details. 
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Offer Letters 
Dayforce Recruiting includes the Letter Management feature that automates the Offer Letter 

process.  Offer letters are based on pre-configured templates stored in Dayforce that are 

updated with TRCA standard offer letter content 

Offer letters for a candidate will be prepared by the Human Resources Business Partner.   

Before an offer letter is sent to a candidate it is first sent you and you must approve it. 

Once approved, Offer letters are forwarded to candidates through: 

• Email for external candidates. 

• Dayforce Message Centre and TRCA Business email for internal candidates. 

Candidates accept or reject their offer letters electronically by clicking a related button that is 

included in the offer letter that they receive. 

An expiry date is applied to offer letters, after which they cannot be accepted by the candidate. 

 

Hiring Manager: Offer Letter Approval 

You receive the offer letter for approval to your Dayforce Message Centre.   

A related notification of the offer letter is sent to your business email. 

 

 

You can also access it through a Pending Actions notification on the Home screen. 

At the bottom of the letter are the standard Accept and Reject buttons included in Dayforce 

approvals 
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Pending Actions Notification 

 

When you click on the notification on the Home screen, the Offer Letter pop-up box appears, 

as per below.  This view of the offer letter is constricted.  The only way to view more of the letter 

is to drag the splitter bar downwards and scroll, but it is still constricted. 

 

You are better off accessing the letter through Message Centre, as explained next.
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Message Centre 

The offer letter is not as constricted here. 

You still need to drag the splitter bar below the content window and scroll to see more. 
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For a better viewing experience, you can scroll down to the bottom of the offer letter message 

and click  - the standard Print window appears.  
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The letter can be printed manually or alternatively saved as a PDF file. 

 

To exit the Print window, you need to click Cancel. 
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To view the Accept and Reject buttons, you need to scroll down using the outer bar. 

Once decided, click either Accept or Reject. 

If Accept is chosen, the offer letter is then automatically sent to candidate using the email 

address in their profile for external candidates.  For internal, the offer letter goes to Message 

Centre for the employee with a related notification to business email. 
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Offer Letter Approval: Notification 

When you approve the offer letter a related notification is also sent to the HRBP’s Message 

Centre in Dayforce, as well as to their business email. 

 

 

As well, the Status for the candidate automatically updates to “Offer Sent”. 
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|    TRCA Recruiting 

  Toronto and Region Conservation Authority    |    87 

 

Candidate - Offer Letter 

External 

External candidates receive the offer letter to the email address they used to apply for the job.   

 

In the example, the sender’s name is that of the HRBP.  This is based on the selection made 

when the offer process was initiated, where the choice was either the HRBP or hiring manager’s 

name. 

The candidate opens the email and clicks the  button to view the offer letter. 
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At the top of the letter is the response due date, consistent with the “Expiration in Days” 

specified when the offer was initiated in the related wizard. 

 

 

The candidate has the option to download the letter. 
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At the bottom of the letter the candidate clicks the Accept or Reject buttons to electronically 

respond to the offer. 
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Internal 

Internal candidates receive the notification of offer letter to both their Message Center in 

Dayforce and their business email.  They can download the letter as well.   
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Just like the external candidate, at the bottom of the letter the internal candidate clicks the 

Accept or Reject buttons (see previous section) to electronically respond to the offer. 
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Confirmation: Accept 

Both you and the HRBP receive a related notification in Message Centre. 

 

(As of September 2021, the related message to business email is NOT generated for an Offer 

Accept decision by the candidate.  This has been identified by Ceridian Dayforce as a system 

bug and is marked for development as Bug Fix.) 

 

Correspondingly in the Candidates tab, the Status for the candidate updates automatically to 

“Offer Accepted”. 
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Hiring  
The hiring manager submits the hire form for the candidate. 

There are two forms that are used to hire a candidate, depending on the situation: 

Hire Type Form Name 

External Candidate 

External Candidate (former employee) 

External Candidate Hire / New Hire  

Internal Candidate Internal Candidate Hire  

You can hire a candidate on any status, except for a “Decline” or “Do Not Hire” status.   

An offer letter is not a predetermining factor – you can hire a candidate without them having 

received or without them having accepted an offer letter. 

Hire Approval Workflow 

When you submit a Hire form, it is routed to two approvers. 

Approvers 

• Human Resources.  The form is routed to the Human Resources Business Partner 

because they need to update it with confidential information and related items.   

• Payroll.  The form is routed to Payroll as they need to confirm various Employment 

Status fields, as well as Onboarding and User roles.  (As hiring manager submitting the 

of the form, you will not be able to assign these User roles.) 

 

Resubmit or Withdraw 

The approvers have the option to Accept or Reject the form.  They can also record a comment. 

If they Reject the form, it does not cancel the workflow. Instead, the form is routed back to the 

hiring manager with the option to: 

i. Update the form and Resubmit.  In this case, the form is routed through the starting 

approver and the process repeats, still with the Reject button available. 

ii. Withdraw the form, in which case the workflow automatically cancels. 

 



|    TRCA Recruiting 

  Toronto and Region Conservation Authority    |    94 

 

Initiate a Candidate Hire 

From the Candidates tab in Job Requisitions, you initiate a hire in one of three ways: 

1. Select a candidate and click the  button.  (If you do not see the  button, click 

the ellipsis with downward pointing triangle  to expand the toolbar first.) 

 

2. Click the  button in the Actions Panel when the Candidate Profile is 

loaded for the candidate. 
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3. Click the  button in the fly-out menu that is enabled when a candidate is selected 

and then you right-click. 
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Candidate Hire – External Candidate Hire Form 

The name of the form that is displayed is:  External Candidate Hire Form. 

The form is displayed below.  It is split across five pages. 

When the form loads many of the fields are automatically populated with information that 

originates from the candidate’s profile and related application.  
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External Candidate Hire Form – Save Draft 

Click  and exit the form if you need to return to it later with the details saved. 

When you click  for the candidate again, it will populate with the same information you 

saved previously. 

External Candidate Hire Form – Print 

Click  to generate a print preview.  

The standard Print window displays, and the letter can be printed manually. 

Alternatively, the form can be saved as a PDF file.   

The PDF file can be useful if the form needs to be forwarded to someone else for reference, 

support, or confirmation purposes. 
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Fields Required to Completed by Hiring Manager 

These fields need to be updated before the form is submitted. 

1. Hire Date 

• This field defaults to the Offer Date in the offer letter.  Update as required. 

2. Pay Type 

• Record “Hourly”. 

3. Pay Class 

• Select the value consistent with the approved Job Requisition.  

• FT = “Full Time”, OCC = “Occasional”, PTN/PTY = “Part Time”, SL = 

“Seasonal”, TERM = “Contract” 

4. Payroll Policy  

• Record “EI Reduce Rate RP001” for Full – Time, Permanent hires. 

• For all other hires, record “EI Full Rate RP002” 

5. Weekly Hours 

• Record either “35” or “40”, as required. 

6. Base Rate 

• Record the hourly rate. 

• Caution – The $ Annual Salary amount recorded in the Offer letter is 

sometimes erroneously loaded into the Base Rate field, depending on Pay 

Type recorded in job requisition. 

• You can determine the Hourly Rate by reviewing the offer letter that was sent 

to the new hire, as it was recorded by the HRBP when they drafted the letter. 

• To view the offer letter, you need to access Message Centre and open the 

related message that contains the offer letter for the new hire.  The subject 

line for the message will include “Candidate Name” + “Position” 

7. Employee Band or Range 

• You can determine the Band or Range by reviewing the offer letter that was 

sent to the new hire, as it was recorded by the HRBP when they drafted the 

letter. 

• To view the offer letter, you need to access Message Centre and open the 

related message that contains the offer letter for the new hire.  The subject 

line for the message will include “Candidate Name” + “Position” 

8. Employee Step or Level 
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• You can determine the Step or Level by reviewing the offer letter that was 

sent to the new hire, as it was recorded by the HRBP when they drafted the 

letter. 

• To view the offer letter, you need to access Message Centre and open the 

related message that contains the offer letter for the new hire.  The subject 

line for the message will include “Candidate Name” + “Position” 

9. Sub Project Number (Business World) 

• Provide the Lotus Notes and Business World (Project + Sub Project) account 

codes. 

10. Capital Surcharge Account 

• Record in text box a value listed to the right. 

11. Shift Schedule 

• Record in text box a value listed to the right. 

12. Additional Management Assignments 

• Record names of any additional managers that need to be assigned to new 

hire. 

13. Additional Dayfoce User Roles 

• Record any additional roles that are required for the new hire (e.g., Manager). 

14. Employee Expense User Roles 

• Record any additional expense roles that are required for the new hire (e.g., 

Manager). 

External Candidate Hire Form – Rehire Former Employee 

If you initiate a candidate hire for a candidate who is a former employee and whose candidate 

profile is linked to an existing Dayforce account, the External Candidate Hire described in the 

preceding section displays.  

The name of the form that is displayed is still the same:  External Candidate Hire form. 

Required information is entered following the same instructions in the preceding section. 

Once you click , alert warnings will be displayed.  This is normal behavior.  Do not think 

that there is a problem.   

Click .   
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Candidate Hire Approval Notification 

Once approved, notifications are sent to your Dayforce Message Centre, with a related 

notification to your business mail. 
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Internal Candidate Hire 

If you initiate a candidate hire for a candidate who is a current employee, a different form 

displays.  The name of the form that is displayed is:  Internal Candidate Hire.   

The form is displayed below and is continued on the next page. 

Please note – if the position will be the employee’s Secondary position, do NOT use this hire 

form.  Instead, please submit a PTF – Secondary Position form. 
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This form does not include all the TRCA unique specific fields (e.g., Employee Band or Range, 

Sub Project Number, etc.), but they are still required to complete to update to the employee’s 

profile.   

The TRCA Internal Candidate Hire Payroll Form has been developed and includes the 

required fields that are missing from the Internal Candidate Hire form above. This form is 

attached in Appendix 2 - TRCA Internal Candidate Hire Payroll Form. Complete this form and 

forward to TRCA Payroll (mailto:payroll@trca.ca) after submitting the form.  In the Subject line 

of the email, please include: 

 

Internal Candidate Hire Payroll Form, First Name + Last Name, Position 

 
 

 

mailto:payroll@trca.ca
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Internal Candidate Hire Form – Save Draft 

Click  and exit the form if you need to return to it later with the details saved. 

When you click  for the candidate again, it will populate with the same information you 

saved previously. 

Internal Candidate Hire Form – Print 

Click  to generate a print preview.  

The standard Print window displays, and the letter can be printed manually. 

Alternatively, the form can be saved as a PDF file.   

The PDF file can be useful if the form needs to be forwarded to someone else for reference, 

support, or confirmation purposes. 
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Fields Requiring Update by Hiring Manager 

These fields need to be updated before the form is submitted. 

1. Hire Date 

• This field defaults to the Offer Date in the offer letter.  Update as required. 

2. Status 

• Set the value equal to “Active”. 

3. Pay Type 

• Record “Hourly”. 

4. Pay Class 

• Select the value consistent with the approved Job Requisition.  

• FT = “Full Time”, OCC = “Occasional”, PTN/PTY = “Part Time”, SL = 

“Seasonal”, TERM = “Contract” 

5. Time Off Policy 

• Select “Default” 

6. Holiday Group 

• Select “Canada - Ontario” 

7. Schedule Rule Policy 

• Select “Default” 

8. Shift Trading Policy 

• Select “Default” 

9. Payroll Policy  

• Record “EI Reduce Rate RP001” for Full – Time, Permanent hires. 

• For all other hires, record “EI Full Rate RP002” 

10. Weekly Hours 

• Record either “35” or “40”, as needed. 

11. Base Rate 

• Ensure the hourly rate is entered correctly. 
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• Caution – The $ Annual Salary amount recorded in the Offer letter is 

erroneously loaded into the Base Rate field (it Pay Type = “Hourly” in the in 

requisition.) 

• You can determine the Hourly Rate by reviewing the offer letter that was sent 

to the new hire, as it was recorded by the HRBP when they drafted the letter. 

• To view the offer letter, you need to access Message Centre and open the 

related message that contains the offer letter for the new hire.  The subject 

line for the message will include “Candidate Name” + “Position”. 

These fields are not in the form, but they are business process required - they are required by 

downstream by Payroll to ensure the employee’s profile is complete.  See next section for 

instructions. 

12. Employee Band or Range 

• You can determine the Band or Range by reviewing the offer letter that was 

sent to the new hire, as it was recorded by the HRBP when they drafted the 

letter. 

• To view the offer letter, you need to access Message Centre and open the 

related message that contains the offer letter for the new hire.  The subject 

line for the message will include “Candidate Name” + “Position” 

13. Employee Step or Level 

• You can determine the Step or Level by reviewing the offer letter that was 

sent to the new hire, as it was recorded by the HRBP when they drafted the 

letter. 

• To view the offer letter, you need to access Message Centre and open the 

related message that contains the offer letter for the new hire.  The subject 

line for the message will include “Candidate Name” + “Position” 

14. Sub Project Number (Business World) 

• Provide the Lotus Notes and Business World (Project + Sub Project) account 

codes. 

15. Capital Surcharge Account 

• Record in text box a value listed to the right. 

16. Shift Schedule 

• Record in text box a value listed to the right. 

17. Additional Management Assignments 

• Record names of any additional managers that need to be assigned to new 

hire. 
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18. Additional Dayfoce User Roles 

• Record any additional roles that are required for the new hire (e.g., Manager). 

19. Employee Expense User Roles 

• Record any additional expense roles that are required for the new hire (e.g., 

Manager). 

Click . 
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Additional Required Details Not Included in Hire Form 

As mentioned earlier, complete the TRCA Internal Candidate Hire Payroll Form (Appendix 2 - 

TRCA Internal Candidate Hire Payroll  Form) and forward to TRCA Payroll 

(mailto:payroll@trca.ca) after submitting the system Internal Candidate Hire form.  In the 

Subject line of the email, please include: 

 

Internal Candidate Hire Payroll Form, First Name + Last Name, Position 

 

Internal Candidate Hire Approval Notification 

Once approved, notifications are sent to your Dayforce Message Centre, with a related 

notification to your business mail. 

 

 

mailto:payroll@trca.ca


|    TRCA Recruiting 

  Toronto and Region Conservation Authority    |    113 

 

 

 

Job Requisition Status: Filled  

When the hire event is complete, the job requisition status updates to “Filled” if the number of 

openings equals the number of hires completed under the requisition. 
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Job Requisition – Additional Hire to Replace a Previous Hire That Terminates 

In cases when a hire terminates soon after being hired and an additional hire is required under 

the same job requisition, you can use the same job requisition.  Section 5.50 of the Recruitment, 

Selection & Onboarding policy allows a hiring manager to go back to a previous job competition 

to fill a role of the same job title within 6 months of finalizing that job competition. 

If the Status of the job requisition is “Filled” and the Number of Openings in the Details screen 

equals “0”, your HRBP can reopen the job requisition and allow you to complete an additional 

hire from the existing pool of candidates. 

You HRBP will update the Job Requisition Status to “Open” and will increase the Number of 

Openings by 1 (or by the number of hires that need to be replaced.).  They will also record a 

related note in the Additional Notes field of the Job Requisition. 
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With the update to the “Status” and ‘Number of Openings” fields, the Offer and Hire button will 

be enabled thereby allowing you to complete the replacement hire. 

 

For the replacement hire, record a note to Candidate Record explaining that the hire is a 

replacement for a previous hire who terminated. 
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As well, when you submit the External Candidate Hire form, please record a clarifying comment. 
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Appendix 1 - Job Posting Template 
 
About TRCA: 
With more than 60 years of experience, Toronto and Region Conservation Authority (TRCA) is one of 
36 Conservation Authorities in Ontario, created to safeguard and enhance the health and well-being 
of watershed communities through the protection and restoration of the natural environment and 
the ecological services the environment provides. 
TRCA works to protect the integrity and health of the rivers and creeks in the jurisdiction, develop a 
system of green and natural spaces that sustains local ecosystems, and advance sustainable practices 
that improve people’s lives within our growing region. 
How you will contribute as part of the TRCA team: 
Insert paragraph describing the specific work environment and purpose of the position (no more than 4 
sentences - concise and simple language) 

Major Responsibilities: 

• Identify major responsibilities (concise and simple language and bullet point form - no more 
than 5-10 bullet points) 

• Point 1 

• Point 2 

• Point 3 

• Point 4 

• Point 5 

• Etc. 

What will you need to succeed: 
• Insert list of position qualifications, designations, certifications, critical knowledge, education, 

experience, skill and ability requirements (concise and simple language and bullet point form)  

• Successful completion of a Vulnerable Sector Screening is required for this position 
(only include if this is a confirmed requirement by the hiring manager and is a position 
listed in the VSS Policy) 

• Point 1 

• Point 2 

• Point 3 

• Point 4 

• Point 5 

• Etc. 

What TRCA has to offer you: 
As part of a progressive team, you will have the opportunity to make a positive impact to preserving 
and protecting nature, while maintaining a balance between the natural environment and built 
environment. Working with experts within our field, you will join a team of colleagues that are 
committed to TRCA’s core values of integrity, collaboration, accountability, respect, and excellence 
(icare).   
You will be part of a diverse and inclusive organization that: 

• Makes a positive difference in the communities we serve. 

• Fosters high performance and collaborative teams. 

• Provides continuous learning and development opportunities. 

• Offers a comprehensive compensation and benefits program (including Defined Benefit 
Pension Plan – OMERS/OTPP). 

https://torontoregion.sharepoint.com/:b:/r/sites/TRCAPolicies/Policies/HR-5.04-P_Vulnerable_Sector_Screening_v1_2020-07-06.pdf?csf=1&web=1&e=ItJR7l
https://torontoregion.sharepoint.com/:b:/r/sites/TRCAPolicies/Policies/HR-5.04-P_Vulnerable_Sector_Screening_v1_2020-07-06.pdf?csf=1&web=1&e=ItJR7l
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• Provides unique TRCA Perks. 

• Provides flexible work arrangements. 

• Offers potential for career growth and advancement. 
 

 
Position Details: 
Employment type: xx (Temporary or Full -Time/Permanent) 
Duration of employment: xx (years, months or weeks - only include if "temporary" position) 
Hours of work: xx (40hrs/week or 35hrs/week or Variable dependent on operational need) 
Work Location: xx 
Division: xx 
Business Unit: xx  

 
To apply to this posting, click on the “Apply” icon. Please submit your resume and cover letter quoting 
job posting TRCA-xxx-20 prior to midnight on xx, 2020. 
 
While the Toronto and Region Conservation Authority (TRCA) thanks all applicants for their 
interest, only those under consideration will be contacted for interviews. Please be advised that 
successful incumbent(s) may be required to undergo a vulnerable sector screening and/or 
driver’s abstract check as a part of the final step in the hiring process. 
 
TRCA is an equal opportunity employer. We embrace diversity and are committed to creating an 
inclusive workplace. Our goal is to attract, develop and retain highly talented employees from 
diverse backgrounds, allowing us to benefit from a wide variety of experiences and 
perspectives. In accordance with the Ontario Human Rights Code, Accessibility for Ontarians 
with Disabilities Act, 2005, and TRCA Policies, accommodation will be provided at any point 
throughout the hiring process, provided the candidate makes their accommodation needs 
known to the TRCA. We welcome applications from all qualified persons. 
 
Personal information you provide through the TRCA recruitment, selection and onboarding 
process is collected under the authority of the Conservation Authorities Act, R.S.O. 1990, c. 
C.27. Collection of this personal information is necessary for the proper administration of this 
recruitment process for employment and volunteer positions with TRCA. Personal information 
is protected from disclosure pursuant to the Municipal Freedom of Information and Protection 
of Privacy Act.  Any questions regarding this collection activity should be directed to the 
Supervisor of Records, 101 Exchange Avenue, Vaughan, Ontario, L4K 5R6, (416) 661-6600 
extension 5216.  
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Appendix 2 - TRCA Internal Candidate Hire Payroll Form 
Employee 

Enter Employee Name here Enter the new Position name here 
 
Enter the Hire Date. 

 
Submitter: Enter Your Name and Title 

 

Compensation Grid 

Employee Band or Range    Employee Step or Level 

Enter Band or Range Enter Step or Level 

 

Default Labour - Account Code 

Provide the default account code where 100% of the employee’s wages and benefits will be charged to. If wages 

will be charged to multiple projects, that must be done on timesheets. 

Sub Project Number (Business World) 

 

Surcharge Account 

If this employee works on capital projects, record what surcharge account is to be assigned to the employee. 

Otherwise leave blank. 

 

 

Capital Surcharge (if applicable) 

• Cap. Staff – 901-97-777 

• Plan Greensp Cons Division – 902-04-77 

• Development and Engineering Services – 902-06-777 

• Major contracts and Construction Staff – 902-07-777 

• Corporate Sustainability and Community Transformation -           

_902-08-777 

 

Shift Schedule 

For prepopulated timesheets, record what timesheet schedule is to be assigned to the employee.  

With a blank timesheet, all shifts must be manually created or prepopulated when employee clocks in and out. 

 
 
 
 
 
 
 
Shift Schedule (if applicable) 

Day Shift, From, To 

Monday to Friday – 7 Hours per Day 

• 75on/2off 1 / 7:00 / 15:00 

• 75on/2off 2 / 7:30 / 15:30 

• 75on/2off 3 / 8:00 / 16:00  

• 75on/2off 4 / 8:30 / 16:30 

• 75on/2off 5 / 9:00 / 17:00 

• 75on/2off 6 / 9:30 / 17:30 

• 75on/2off 7 / 10:00 / 18:00 
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Monday to Friday – 8 Hours per Day 

• 85on/2off 1 / 7:00 / 16:00 

• 85on/2off 2 / 7:30 / 16:30 

• 85on/2off 3 / 8:00 / 17:00 

• 85on/2off 4 / 8:30 / 17:30 

• 85on/2off 5 / 9:00 / 18:00 

• 85on/2off 6 / 9:30 / 18:30 

• 85on/2off 7 / 10:00 / 19:00 

 

• Blank Timesheet 
 

Additional Management Assignments 

List the name(s) of additional manager(s) / supervisor(s) that need to be assigned to the employee. 

Please record a line for each manager/supervisor: | Name | Title | User Role | 

 
Enter Names of additional management assignments here. 
 

 

Additional Dayforce User Roles 

Please indicate any additional roles that are required (e.g., Manager, Supervisor, Admin. etc.). 

 
Enter additional Dayforce user roles here. 
 

 

Employee Expenses User Roles Required 

Indicate any user expense role that is required - i) Manager (Final approval – Bands 10+), or ii) Supervisor 

(Preliminary approval – Bands 1 to 9) 

 
Enter additional user expense roles here. 
 

 

Additional Comments 

 
Comments 
 

 

 

 


