
TRCA Dayforce – Quick Tips 

How to Submit Flexible Work Arrangment Request 
 

Flexible Work Arrangement Request – Supervisor 
You receive the FWA request from your direct report as a message in Message Centre, with a 

related notification to business email. 

Please note – the message you receive states that you ensure that a FWA Agreement was 

attached to the request and that it was signed.  Please ensure this is the case with the request. 
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Supervisor Approval 

You have the option to Accept or Reject the form.   

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

direct report with the option to: 

i. Update the form and Resubmit.  In this case, the form is routed back to you and the 

process repeats. 

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

You can also record a workflow comment if needed.  In the case of a Resubmit decision, your 

direct report will be able to view the comment. 

 

Employee Property Update 

After approval, the Employee Properties screen will be updated with a corresponding entry 

and your direct report will receive a related notification. 

 
 

You can click the  button to toggle a list of historical Employee Property entries. 
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Manager / Supervisor Cancellation of Current Flexible Work Arrangement 

**NOTE: Prior to cancelling a FWA arrangement, please first speak to the employee – if the 

cancellation is because of performance matters, speak to your HR Business Partner first. 

Log in under Manager role. 

 

Click on the People button to navigate to your HR Profiles List. 
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Click the name of the affected employee. 

 

The Overview screen for the employee displays.   

 



TRCA Dayforce – Quick Tips 

How to Submit Flexible Work Arrangment Request 
 
Click on Forms. 

 

Click the Flexible Work Arrangement – Cancellation form under General in the Available 

Forms section.  The employee is the affected employee for the form.
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The form loads.  The employees current FWA displays in the FWA Status field. 

 

Select the “FWA Agreement Cancelled” value from the FWA Status drop-down list.   
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Click Submit. 
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Employee Property Update 

After submitting, the Employee Properties screen will be updated with a corresponding entry. 

 

You direct report will a message in Message Centre, with a related notification to business 

email. 

 


