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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A Action Required: A Flexible Work Arrangement transaction for Susie Lloyd is awaiting your review.

From: Susie Lloyd 10/4/2022, 1:22 PM

To: Gerrrude Roberston

A Flexikle Work Arrangement request has been submitted by Susie Lloyd.

Please ensure that an FWA Agreement was attached to this request by your direct report and that it was signed. Please review and ensure it is consistent with the selection made by

your direct report for FWA Status

Please review and provide Accept or Reject response.

A Reject response will route the form back to the submitter who will have the option to i) Modify and Resubmit, or ii) Withdraw.

L& This form has been submitted and is pending approval.

Flexible Work Arrangement Request

Susie Lloyd
Status: Active Employee Number: 005458

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 fo by you and your supervisor.

- Ensure the Percentage and/or Flex time selection aligns with the choice you recorded in your Flexible Work Arrangement Agreement.
- Upload a signed copy of your Flexible Work Arrangement 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*

3 days per week + Flex time % v
Please upload a scanned copy of your Flexible Work Arrangement Agreement Form.
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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.

i.  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.
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View and update additional employee propertics.
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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.

Select Role

Manager

(® Employee - Time Entry

Click on the People button to navigate to your HR Profiles List.

Gertrude Roberston
Senior Manager, Planning and Development Process
Profile
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Click the name of the affected employee.
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The Overview screen for the employee displays.
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Click on Forms.
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E Flexible Work Arrangement - Cancellation

W Personnel Transaction Form (PTF) (10)

E PTF - Contract Extension

EJ PTF- Employee Transfer - No Competition
E PTF - Reguest for Leave

E PTF - Request for Leave - System form

E PTF- Request for Record of Employment
E] PTF - Request for Termination
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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.

Flexible Work Arrangement - Cancellation

Fle; ‘Work Arrangement Confirmation

Susie LI
Status: Active Employee Number: 005458

This form is to used to cancel the current Flexible Work Arrangement Agreement with your direct
report. You can cancel this agreement by providing your direct report with two weeks' notice of
the cancellation. Please review Flexible Work Arrangement Policy for further details or contact
your HRBP with any further questions.

Please ensure your direct report is made aware of this pending update before processing this.
form. Once processed, Dayforce will send a notification to your driect report.

To do so, please:

- Ensure 'FWA Agreement Cancelled' is selected in the 'FWA Status' drop-down list below.

- Click 'Submit"

= The Employee Property for Flexible Work Arrangement will be updated accordingly and your
direct report will receive a related notificaiton.

Please enter the following details.

Flexible Work Arrangement

FWA Status®

3 days perweek + Flex time % ¥

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

+ Upload Files

Select the “EWA Agreement Cancelled” value from the FWA Status drop-down list.

FWA Status®

’F‘Nﬁ.ﬁ.greementﬂance"ed X a ]

| a

1 day per week

1 day per week + Flex time
2 days per week

2 days per wieek + Flex time
3 days per week

3 days per week + Flex time
4 days per week

4 days per week + Flex time

PNVA Agreement Cancelled
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Click Submit.

Flexible Work Arrangement - Cancellation

Fle Wi Arrangement Confil

Lloy
Status: Active Employee Number: 005458

This form is to used to cancel the current Flexible Work Arrangement Agreement with your direct
report. You can cancel this agreement by providing your direct report with two weeks' notice of
the cancellation. Please review Flexible Work Arrangement Policy for further details or contact
your HRBP with any furiher questions.

Please ensure your direct report is made aware of this pending update before processing this
form. Once processed, Dayforce will send a notification to your driect report.

To do s0, please:

+ Ensure 'FWA Agreement Cancelled' is selected in the 'FWA Status' drop-down list below.

- Click 'Submit'

= The Employee Property for Flexible Work Arrangement will be updated accordingly and your
direct report will receive a related notificaiton.

Please enter the following details.

Flexible Work Arrangement

FWA Status™

FWA Agreement Cancelled % v

Please upload a scanned copy of your Flexible Work Arrangement Agreement Form.
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Employee Property Update
After submitting, the Employee Properties screen will be updated with a corresponding entry.
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Flexible Work Arrangement Confirmation

Susie Lloyd
Status: Active Employee Number: 005458

This form is o used to cancel the current Flexible Work Arrangement Agreement with your direct report. You can cancel this agreement by providing your direct report with
two weeks' notice of the cancellation. Please review Flexible Work Arrangement Policy for further details or contact your HRBR with any further questions.

Please ensure your direct report is made aware of this pending update before processing this form. Once processed, Dayforce will send a notification 1o your driect report.
To do so. please:

- Ensure 'FWA Agreement Cancelled' is selected in the 'FWA Status' drop-down list below.

= Click 'Submit'.

- The Employee Property for Flexible Work Arrangement will be updated accordingly and your direct report will receive a related notificaiton

Please enter the following details.

Flexible Work Arrangement

FWA Status*

FIWA Agreement Cancelled

Please upload & scanned copv of vour Flexible Work Ary Agreement Form,




