
Getting Started 
Dayforce is a workforce performance management application that helps your organization with labor 
planning, scheduling, and management of its employees. 

As an employee, you can use Dayforce to view your schedule, or request time away from work, quickly 
and from one spot. 

This guide describes how to use the application and perform these employee tasks. It is a good starting 
point for anyone, including managers who are new to the application. 

This section describes how to: 

• Logging On 
• Navigating 

Logging On 
You require a username and password to log onto Dayforce. Ask your supervisor for these if you do not 
already know them. 

1. Launch the application.  

https://www.dayforcehcm.com/mydayforce/login.aspx 

https://test.dayforcehcm.com/  - during testing period 

 

 

The Login page is displayed. 

2. Type your username and password. 

Company: bankstreet 

Username: this will be your clock number please ask your supervisor 

Password: welcome + lastname.  For example, welcomeSmith 

 
3. Click Login.  

 

https://www.dayforcehcm.com/mydayforce/login.aspx
https://test.dayforcehcm.com/


Navigating in the system 
You can navigate the application and perform most tasks with only your mouse.  

The application is organized into tabs and most tabs are further divided into panels. Each tab groups 
similar functions and information together.  

Tabs 
All your tabs are displayed along the top border of the application. You can only see the contents of one at 
a time — the selected section. The current selection's label is highlighted. 

 

In this example, My Work is selected. It contains panels concerning your workday, such as your timecard 
and your time away from work requests.  

Panels 
Panels further divide a section, grouping the buttons and information you need to perform a collection of 
closely related tasks. 

All the panels of any tab are displayed at once. Depending on how the application is configured, the panels 
may already be active, or may require that you click on them to load the contents. 

 

 

 

For example, the My Time Away panel within the My Work tab displays your current time away requests 
and provides the controls to make new requests or cancel existing ones.  

Resizing Panels 
The application organizes your panels in one of two ways. Either the panels are the same size and 
arranged in a grid, or one panel is maximized with the remaining displayed in a column along the right. 

For panels that are not maximized, the resize button in the top right corner is a black square that changes 
to green when you point your cursor over it: 

 

For maximized panels, the resize button is a flattened rectangle:  

 

Click the resize button on a panel to switch between maximized or minimized view. 



My Work 

 
Dayforce provides you with the important information about your work life, such as your schedule, 
availability, and time away from work. You can quickly access this information in the My Work tab.  

This section describes the information that is available to you and how to:  

• View Your Schedule 
• View and request Time Away 
• View and populate your TimeSheet  

View your schedule  
Your managers set your schedule within the application based on your availability, the job(s) you perform, 
and their staffing needs. You can see when you work as soon as your managers publish the schedule. 

Your schedule may not contain all of the applicable labels and icons that are displayed here, depending on 
how the application is configured. There are several labels that may be used on your schedule:  

 

 

 

 

Today is highlighted in bright orange. 

 

 



 

Holidays are marked on the schedule with pink labels. 

 

Approved days off are labeled on the calendar. Different reasons for days off have different icons. These 
examples are days off for jury duty and vacation. 

 

 

Your Time Away 
Dayforce keeps track of how much time you can take away from work and how much you have already 
taken. These amounts are categorized into different accruals, which are accounts that record the balances 
you have earned or received for different reasons for time away from work.  

When you request time away from work using the application, your request is sent automatically to your 
manager for review and approval. The status of any request you made, and any accruals you have 
earned, are displayed in the My Time Away panel in the My Work tab. 

This section describes how to: 

• Your Balances 
• Request Time Away From Work 

Your Balances 
For each accrual, the application displays how much time you have earned, used, and have remaining in 
the Balances pane of the My Time Away panel, along with the amount of time used by pending requests 
that your manager has not yet approved or rejected. Vacation time and sick leave are examples of 
accruals you might receive and are reasons for your time away. 

Requesting time away 
You can request time away from work in the My Time Away panel of the My Work tab for a single day or 
a range of dates.  

When you make a time away from work request, you specify a reason, such as vacation time or sick 
leave. The reason you select determines how you are paid for the time. It can also determine whether you 
are allowed to request the time away from work, or not, as the application tracks how much time you've 
taken away from work for each reason. It then compares this amount against how much time you are 
allowed. 

Note: You cannot use a time away from work reason if you have used up your accrued time for that 
reason.  

To make requests: 

1. Click the New button. 

 



 
2. Select the reason for the time off from the drop-down list. 

 
3. Select the All Day check box if you are requesting the entire day(s) off.  

If your time off policy has been configured to allow you to request half days, select the Half Day 
check box if you are requesting a half-day off. 

 
4. Select the date(s) you are requesting away from work.  

Note: Select the same date for the Start and End fields to request one day away from work. 

5. If you are not requesting the entire day off, and your time off policy has been configured to support 
selecting specific times, select the range of time you want to request off:  

 
• Type the times directly in the Start and End fields.  
• Or, click the right and left arrows to adjust the times. 

 
6. Type additional comments, if necessary, in the Employee Comment field. These are sent to your 

manager along with the time away from work request.  
7. Click the Save button. 

After you save a time away from work request, it is automatically sent to your manager for review and 
approval. Once it is approved, the application marks this time on the calendar your manager uses to 
create schedules. That way, your manager knows to schedule you around your time away from work. 



With each time away request, the application displays the date(s) requested off and the reason for the 
time away from work. Approved requests are marked with a green check mark, rejected requests are 
displayed with a red 'x', and requests your manager hasn't responded to yet are displayed with a yellow 
circle and labeled Pending.  

 

 

 
 
 

Employee Timesheet 
If you prefer this view to record time against projects which you are currently working on and not the web 
clock, my timesheet allows you to enter the hours worked against different projects throughout the week. 

1. Click add a new shift 

2. Your position is displayed in the Dept Job column 

3. Click from the project drop down to locate your project 

 

 
Me tab 

 
Review your Profile 
Dayforce displays an overview of some information about you stored in the application, such as your hire 
date, primary job, pay class, pay type, salary, contact information and well as balance: 



 
To review an employee profile:  

1. Click Me. 
2. Click the Profile button. 

The application displays the your profile. 
3. You can display or hide the Pay Information, Contact Information, and Balance and 

Attendance sub-sections by clicking the '-' button to hide or the '+' button to expand. 

Submitting Self Service Forms 
This section describes how to submit the Self Service forms your organization uses to update 
employee records. 

Self Service they are displayed on the Me tab.  

Forms are displayed in in a drop-down menu.  

 

Each form is associated with a workflow that determines how the form is processed. When a user 
submits a form, the associated workflow is automatically triggered. Typically, a workflow involves 
forwarding the form to the appropriate person for approval, sending notifications of the decision, and 
updating information in the application. 

Workflows use Dayforce HCM Messaging to notify users involved in the business process. Messages 
can take the form of email, text messages, and Dayforce HCM alerts. 


