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

Flexible Work Arrangment

Flexible Work Arrangement (“FWA”) must be reviewed annually between employee and
immediate supervisor. Also, the FWA Agreement form needs to be signed by the employee and

submitted as part FWA request.

Submit Flexible Work Arrangement Request - Employee

To submit a request, log in under your Employee — Time Entry role.

Select Role

! Manager

(=) Employee - Time Entn|

Click the @ Profile / Initials icon in the top right hand corner of the Dayforce Home screen
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Select Profile from the resulting menu.
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Test Site (62.3)
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Susie Lloyd Susie Lloyd
Planner, Process Planning and Zoning Planner, Process Planning and Zoning
Profile

Available Roles

Employee - Time Entry O]

Profile

Actions Events Balances Earnings

Pending Actions View all actions in Message Center
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The Personal tab loads as shown below.

1]
E Y

Susie Lloyd
SL

Planner, Process Planning and Zoning

Personal v Career + Forms Settings ~

About Me

Contact Information
Addresses

Primary Residence &

123 Snow Valley Circle
North Pole, ON

HOH QHO
Canada

Personal Information

Marital Status

Civil Union

Biography

No biegraphy available

Test Site (62.3)
Profile
EMPLOYEE NUMBER LOCATION
005458 Development Planning and P.

Contact Information

Phone Numbers
Home

Business

Email Addresses
Business Email &

online Profiles
No online profile available

Dependents

No dependent information available

®* Q @ = S

MANAGER
Gertrude Roberston

SR senior Manager, Planning and Development Process

Emergency Contacts rd

No emergency contact information available

Beneficiaries

No beneficiary information available

Click the Forms tab label.
Arrangement.

A list of Self-service forms will display. Click on Flexible Work

= @«

Susie Lloyd
SL

Planner, Process Planning and Zoning

Personal « Career ~ Settings

Forms

~ My Form Submissions

Available Forms

Search Forms

Test Site (62.3]

Profile #® Q @ =g s
EMPLOYEE NUMBER LOCATION MANAGER
005458 Development Planning and P.. Gertrude Roberston

Senior Manager, Planning and Development Process

A COVID-19 (1)

[E] Covid 19 Proof of Vaccination

A General (1)

[E] Flexible Work Arrangement

~ Personal (5)

[£] Address

[E] Contact Details

[E] Direct Deposit

[£] Emergency Contacts

[E] Name and Marital Status

A Professional (1)

) Extenal Course Request

~ Taxforms (2)
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Flexible Work Arrangment Request Form
The form loads as shown below.

Flexible Work Arrangement

Flexible Work Arrangement Request

Susie Lloyd
Status: Active Employee Number: 005458

Use this form to submit your Flexible Work Arrangement reguest.
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 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*®

Select an Option v

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

# Upload Files -

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

(Please do not select “EWA Agreement Cancelled”. This value is used when your supervisor
cancels an existing FWA.)



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

FWA Status®

[Select an Qpdion... Y l

| Qlp
1 day per week

1 day per week + Flex time
2 days per week

2 days per week + Flex time
3 days per week

3 days per week + Flex time
4 days per week

4 day= per week + Flex time

PwaA Agreement Cancelled
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Step 2 - Flexible Work Arrangement Agreement
Attach a signed copy of the completed 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 -

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 to 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 X v

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

=+ Upload Fles
-

Upload Files X
File Name File 5ize Document Type
Flexible_Work_Arrange... 689.4 KB Flexible Work Arrange... x -

Add File(s) Upioad

After attaching the FWA Agreement, click Submit




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

Flexible Work Arrangement

Sus
Status: Active Employee Number: 005458

Use this form to submit your Flexible Work Arrangement request.
To do 5o, 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 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 recarded 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 fime % v

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

Q Refresh | =k Add 3¢ Delete

File Name Document Type Last Updated Last Modified By

== Fiexinle_work_Arrange... a 10/4/2022, 122057 PM | linda.bui




