TRCA Dayforce — Quick Tips
How to Submit Flexible Work Arrangement Request

Flexible Work Arrangement

The Flexible Work Arrangement (“FWA”) needs to be reviewed annually between employee and
immediate supervisor for the subsequent calendar year. As well, the FWA Agreement form
needs to be signed and attached to the Dayforce FWA request.

Flexible Work Arrangement Request - Employee
Log in using their Employee — Time Entry user role.

Select Role

! Manager

(&) Employee - Time Entr

Click the @ Profile at the right-hand corner of the screen, then select Profile.
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How to Submit Flexible Work Arrangement Request

The Personal tab loads as the default screen, as show on the next page.
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Click the Forms tab. A list of Self-service forms will display. Click on Flexible Work
Arrangement.
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Flexible Work Arrangement Request Form
The form loads as shown below.

Flexible Work Arrangement m

Flexible Work Arrangement Request

Jenny Cooper
Status: Active  Employee Number: 100000

Use this form to submit your Flexinle Work Arangement reguest
To o 50, please

= Click on the 'FWA Status’ drop-down st below and record your seleclion as agreed Lo by you
and your supensar

« Ensure the Percentage andior Flex time selection aligns with the choice you reconded in your
Flexible Work Arrangement Agreement.

= Upload a signed copy of your Flexible Work Arrangement Agreement. Click “Upload Files'
beiow and attach.

= Chck "Sutamit’
When approved this will represent yolsr current Fiexinle Work Arrangement and a related record
will be recorced in Daylorce. Your uploaded Flexible Work Arrangement Agreement wil be saved

in Daytorce:

Please enter the following details.

FWA Srarus®

Select an Uption. -

Please upload 3 scanned copy of your Flexlble Werk Arrangement Agreement Form,

Step 1 - Remote Work Status
Select the applicable value from the FWA Status drop-down list.

(Please do no select “FEWA Agreement Cancelled”. This value is used to cancel an existing
FWA).

FWA Status®

l Select an Option. .. -

I Q

20% (1 day per week)

20% (1 day per week) + Flex time

40% (2 days per week)

40% (2 days per week) = Flex time

50% (combination of 2 and 3 days per week per month)

0% (combination of 2 and 3 days per week per month) + Flex time

Flex time

PWA Agreement Cancelled




Step 2 - Flexible Work Arrangement Agreement

Click “Upload Files”. Continue with the wizard and attach a signed copy of the Flexible Work
Arrangement Agreement.

Flexible Work Arrangement 0O X

Flexible Work Arrangement Request

Jenny Cooper
Status: Active Employee Number: 100000

Use this form to submit your Flexible Work Arrangement request.
To do so, please:

= Click on the 'FWA Status' drop-down list below and record your selection as agreed to by you
and your supervisor.

= Ensure the Percentage andfor Flex time selection aligns with the choice you recorded in your
Flexible Work Arrangement Agreement.

+ Upload a signed copy of your Flexible Work Amrangement Agreement. Click 'Upload Files'
below and attach.

= Click 'Submit'.

When approved this will represent your current Flexible Work Arrangement and a related record
will be recorded in Dayforce. Your uploaded Flexible Work Arrangement Agreement wil be saved
in Dayforce.

Please enter the following details.

Flexible Work Arrangement

FWA Status®

50% (combination of 2 an... ¥ *

Please upload a scanned copy of your Flexible Work Arrangement Agreement Form.

+ Upload Files
-

Upload Files X
File Name a File Size Document Type
HR-1.05-P_Art] _Flexible Work A.. 913 KB Flexible Work Arran... W
~
4 L3
Add File(s) Upload




After attaching the FWA Agreement, click Submit

Flexible Work Arrangement

Flexible Work Arrangement Request

Usez thiss form 1o submil your Flexible Work Arrangemment reguesl
To do so, please,

« Click on the "FWA Status’ drop-down st below and record your selection as agreed 1o by you
2nd your supervisor.

« Ensure the Percentage andfor Flex lime selection aligns wilh the choice you recorded in your
Flexible Work Arrangement Agreement.

= Upload a signed copy of your Flexible Work Arrangement Agresment. Click ‘Upload Files'
below and attach.

= Click "Submit’,

When approved this will represent your current Flexible Work Arrangement and a refated record
will be recorded in Dayforce. Your uploaded Flexibie Werk Arrangement Agreement wil be saved
i Daylorce,

Please enter the following details,

Flenible Work Arrangement

FWA Status®

50% (reetination of 2an. X
Please upload a scanned copy of your Bexible Work Arrangement Agreement Farm,
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