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1. Login to Dayforce

Launch the application using the link https://www.dayforcehcm.com/mydayforce/login.aspx

The main login screen will be displayed:

DAYFORCE |HCM

Company

stdavids

User Mame

Password

Lagin

Can't access your account?

Type your Company, User Name, and Password.

Note: Before logging in for the first time, you will need to set up your email address in

the application. Please see “Setting up Your Electronic Employee Portal” attachment
(Page 17).
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2. Navigate Dayforce

Navigation Panel

You may navigate between features by using the navigation panel:

Home

Earnings

Employee TimeSheet

Work

Benefits

Profile & Settings

By default, the navigation panel is hidden when you first login to the application. You can display
it by clicking the menu button at the top left of the toolbar:

— ‘*.

o

Toolbar

The toolbar is located at the top right of the screen. The toolbar includes Global Search, Help,
Messages and the System Details window:

Qe m| @

System Details

When you click the System Details icon at the far right of the toolbar, the application displays
the System Details window:
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Julie Palmer

Logout

@ Available Roles
Client Administrator

® MManager

This is where you will find the Logout button as well as your Available Roles (if you are

assigned more than one user role).

Home

The Home screen includes Favorite Features so you can quickly access the features you use
most often, as well as quick-links to Actions, Events, Balances, Earnings and Bookmarks (to
designate your Favorite Features, simply click the button):

‘;, Julie Palmer
g Regional Manager

Profile & Settings

& O [

Attendance Benefits Calendar

L0

Actions Events

&
a8

Delegation

Balances

L{LL]]
[{ s

Earnings

Document Explorer

£ Edit

Bookmarks

Profile & Settings

The Profile & Settings tab displays Addresses, Contact Information, Emergency Contacts,
Personal Information, Employee Information, Pay Information and Balances. Please note it is
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important to keep your contact information up to date to ensure receipt of your W-2 and other
key employee communications.

Address Contact Information # Eat

Emergency Contacts # Edit
Primary Residence = %, FPhone Numbers Primary Emergency Contact
-
United States of America _ . ‘
@ Email Addresses
Other Address + Add Yy secondary Emergency Contact

71 Online Profiles ) -

View and Edit Your Contact Information

Your Phone Number, Email Address, and Online Profile are displayed on the Contact
Information widget. You can add or update information by clicking the Edit button.

X
%, Phone Numbers # Add New Phone Number
N - L] L]
Home - v 5555552087 A b4
@ Email Addresses + Add New Email Address
N (]
Personal Email - jvillanueva@e wemail.com I erify b4
[ Online Profiles + Add New Online Profile
Twitter > @jane X

Note: If you do not input an email address and select Alerts, you will be unable to receive
the password recovery email in the event you forget your password.

Record and Update Emergency Contacts

You can specify a primary and secondary emergency contact on the Emergency Contacts
widget. To add or update a contact, click Edit.
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Primary Emergency Contact Secondary Emergency Contact
Xiomara First Name Rogelio
Last Mame Villanueva Last Name De La Vega
Relationship * Parent X Relationship Parent X v
Email * xo.villanueva@cwemail.com Email ro.delavega@cwemail.com
Business Phone * 55-555-3974

View Your Balances

The Balance Information widget displays your PTO balance including Accrued, Approved,
Pending and Remaining balances:

Balance Information

Overview  Expiring Transactions

Type Accrued Approved Pending Remaining Exceeded Unit
PTO 68.39 -64 439 Hours
Security

You may update your password and security settings on the Security tab:

On the Security Settings widget, type your Current Password into the parameter. Type your
New Password into the parameter, and type it again into the Repeat Password parameter.

To update your security questions:
Select a question from the Question #1 drop-down, and type the associated answer into the
Answer #1 parameter. Then select a question from the Question #2 drop-down, and type the

associated answer into the Answer #2 parameter.

Click Save

Forms

Within the Forms section, you have access to several items which allow you to change your
address, W-4 tax exemptions and more. Simply choose your form, complete the required
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information, attach any necessary documents and click Submit. This form will be submitted to
your System Administrator who will be prompted to approve your request.

# General Forms (8)

E] Address

E] Current Dependent Information

E] Custom - Confidential Information (USA)
E] Dependent/Beneficiary

E] Driver License

] Federal w4 - 2016

E] state ID

E] State Tax Form Links

After saving a W-4 change, the form will default to a blank form. The information will
automatically be transmitted to Payroll. There is no need to resubmit.

To change your hame and/or marital status within Dayforce, please contact a member of
the PTT Team.
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Your TimeSheet

Dayforce allows you to track your time, view your pay and time away balances in the Employee
TimeSheet tab. Please note, you will be notified by your supervisor if you are required to enter
your time (only non-exempt positions are required to enter time). Please reference the Pay

Schedule on SharePoint under FAQ or available through your supervisor.

Viewing Your TimeSheet

You can view and edit the details of your timesheets through the Employee TimeSheet tab.
The timesheet allows you to quickly record, view, and edit the times that you have worked

throughout the week.

Select the week you would like to view by clicking the calendar button:

Then select a date:

4/11/2011 |[35] B Load
4 Aprl,2011

Mo Tu We Th Fr Sa Su
28 29 30 3 1 2 =
4 5 & 7 B 9 1d
1112 12 14 | K| 16 17
18,219 20 24 22 23 24
25 26 27 28 29 30 1
2 % 4 5 & 7

Click the Load button:

T Load

The application displays your shifts for the selected week:

Monday, Apr 11
‘Sun 6:45p - Mon 6:435p

Tuesday, Apr 12
Maon €:45p - Tue 6:43p

Wednesday, Apr 13
Tue 6:43p - Wed 6:435p

Thursday, Apr 14
‘Wed 6:45p - Thu 6:45p

Friday, Apr 15
Thu 6:45p - Fri 6:43p

Saturday, Apr 16
Fri 6:43p - Sat 6:45p

Sunday, Apr 17
Sat 6:43p - Sun 6:45p

6(:5 Cashier @CS Cashier 6{:5 Cashier 6‘:5 Cashier 6{:5 Cashier @CS Cashier 6{:5 Cashier
=) 9:00a-5:00p =) 9:00a-5:00p = 9:00a-5:00p = 9:00a-5:00p =) 9:00a-5:00p =) 9:00a-5:00p =) 9:00a-5:00p
[B 11:45a-12:15p (B 11:45a3-12:15p (B 11:45a-12:15p [ 11:453-12:15p [B 11:45a-12:15p (B 11:453-12:15p [B 11:45a-12:15p

| :00a ) 2 9003@ | g:00a ) = 9003@ = 9003@ 3| 9003@
[11:45a ) U B, [11:45a ) LJJ [11:45a ) U R [11:95a ) B, [11:45a ) Bz, [11:95a 1)

LJ"

m

LJo 500p® va 500p® '0 500p® 0 500p® 0 500p® vo 500p® LJO
7.50 7.50 7.50 7.50 7.50 7.50 7.50
| I I I I I I |
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Recording Time

To add a worked shift, click the green plus sign in the cell representing the appropriate day:

Monday, May 02 T
Sun 6:43p - Mon 6:45p M

-

| dd Mew Shift |

The application adds a new shift, which you can modify by typing a new time directly into the
field, or incrementing or decrementing the time by clicking the green left and right arrows
displayed to the right of the time:

S

5o ]|
= Feon 1]
6:00p | &

6.50

Note: Any changes you make will require supervisor approval.

Recording Time for Different Positions

If you work different positions within the organization, you will select the position you worked for
each shift. The application defaults to your primary position, but you have the ability to change
this on the timesheet.

To record time for different positions:

Load the appropriate week and select the position from the second drop-down list:

{_Prod Represent
| 64 Burden - |

.F‘rcudRepresen - |

Click the Save button.
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Your Time Away

Dayforce keeps track of how much time away from work you have accrued and how much you
have already taken. When you request time away from work using the application, your request
is sent automatically to your supervisor for review and approval. The status of any request you
make, and any accruals you have earned, are displayed in the Time Away List in the Work tab.

Requesting Time Away

You can request time away in the Time Away List panel of the Work tab for a single day or a
range of dates. When you make a time away request, you can specify a reason, such as Paid
Time Off, Sunshine Fund, etc.

To make requests for time away from work:

Click the Request New Time Off button:
== Request New Time Off

A new window will appear in which you will enter the details of this request:

Time Requested: 6.00 Hours Status:
Reason Start End Type Remaining Unit
10/8/2015 10/82015 PTO 439 Hours
Type of Request
All Day Partial Day
Employee Comments
Balance Details

Select the reason for the time off from the Reason drop-down list:

Reason

| Q
&, FMLA (Paid)
ol Bereavement

S, FMLA-Unpaid

:.I‘_ Jury Duty —

<, LOA-Paid
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Select the date(s) you are requesting away from work.

Select the All Day check box if you are requesting the entire day off or select the Partial Day
check box if you requesting a partial day.

Then you may either type the time of day directly into the start and end fields or click the clock
symbol:

Type of Request
All Day Partial Day 9:00 AM 5:00 PM

Click the Save button.

After you save a time away from work request, it is automatically sent to your supervisor for
review and approval. Once it is approved, the application marks this time with a green check
mark. Rejected requests are displayed with a red 'x' and any requests your manager has not yet
responded to are displayed with a yellow circle and labeled Pending.

Friday, October 02, 2(
ﬂ Paid Time Off (paid)

[
If you later need to cancel your time away, select the request from the list and click the
Cancel Request button.

Note: If you cancel arequest, you will not be able to reenter a new request for this
particular day until your supervisor has approved your cancellation.
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Your Earnings

This section describes how to view and print your earning statements for current and past pay
periods, as well as year-end tax forms (W-2) and year-to-date total compensation.

Accessing Earning Statements

Select the Earnings tab and click the button to expand a month and view the available earning
statements:

Earning Statements Year End Forms Compensation

From: |7/10/2014 To: |sn02015 Y Filter
4 Statement(s) Found

Earning Statement Pay Date Type Net Pay

¥ August 2015
“ May 2015

B UsALegall - #000002369 5/8/2015 Normal $1,044.21
* april 2015

* February 2015

Select the earning statement you want to view, and the application opens a fly-out pane with the
Summary tab displayed:

Earning Statements Year End Forms Compensation

) o UsALegall - #000002369 « S/8/20135 » Normal o

Summary Staterment

Earnings 51,244.86 100.00%
u Taxes $196.09
Post Tax Deductions £4.36
u Met Pay 5104421 83.9%
Hours 40,00 100.00%
Reg/Eam 40,00 1
Net Pay Distribution Amount
Check - 000002269 £1.044.21
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The Summary tab displays Earnings, Taxes, Net Pay, and Hours

statement, click the Statement tab on the fly-out:

Earning Statements

7 Year End Forms

> O

Compensation

USALegall - #000002365 « 5/8/2015 « Normal

. To view the earning

Summary Statermnent B print
Employee Name:  Antonio Fischer Pay Date: S/A2015
Employee #: 524 Pay Period: Af72015 - 4730/2015
Employee Address: <343 Rocky Road Check &: QOD0DZ2ED
Bansalem, PA 19020 Pay Frequency: Morithly
Department: QADepartment! id Pay Rate: %6,250.00
Job Title: QATesterjob Federal Filing Status:  Single
Employer Mame:  Test Logo Position: 04 Tester Position Federal Exemnptions:  0/5100.00
Employer Phone:  416.789-4545 Corporate: Carporate State Filing Status:  (PA)
Employer Address: 414 Test lane Pay Group: Q& UISA Mixed State Exemptions: (PA)
Los Angeles, CA §13 Site: Pennsylvania Site
Current Yo
AM/2015 - 4302015 As of 4/30/2015
Hours/Units | Rate ] Amount Hours/Units | Amount
Earnings 40.00 5 1.244.66, 4000 3 1.244.66,
Reg/Eam 40.00 31164 & 1,244, 6 4000 3 1,244.66
Mema Information
WCE ER § .87 ] 187
Taxes ] 19609 5 196,09
Fard WiH 5 100.00 5 100,00
FICA EE $ TRAT 3 717
Fed MWT EE L 1805 ] 18.0%
P, LT EE ] 087 3 0.87
Post Tax Deductions 5 4.36) 3 436
WCE EE 5 4.36 5 436
Routing# | Account # | Amount [ Amount
Met Pay s 1.044.21 104421
Chisck 5 1,044 21 5 000

You can collapse the earning statement fly-out by clicking the right arrow at the far left of the fly-
out.

Note: For information on how to read your paystub, please see “How to Read Your
Paystub” attachment (Page 19).

Accessing Year End Tax Forms (W-2)

Select the Year End Forms tab and click the button to expand the year.

Earning Statements Year End Forms Compensation

42015

B 2015 wW-2 - US LE OY

The application displays the tax form(s) for the selected year.
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Select the tax form you would like to view, and the application opens the fly-out viewing pane:

Earning Statements Year End Forms Compensation
> 2015'W-2 - USLEDY
& print
Total Forms: 1
Original: Electronic Only on 07/08/2015 02-46 PM
Feeral Bon | Soc. See. Box B AT Madicare Box §
To the right i an explanation of the contents of the wage boxes on yaur W-2. L 36 44
Please note that the gross amount showt many inclede Sdpstments.
imt
124456 V24456 1465
| 1 WAGES, TIPS, OTHER COMPENSATION DER ME
015 | OMB NO. 1545-0008 128466 000
4.6
£5 AND TIPS | & MEDICARE TAx
456 o5

You can collapse the tax form fly-out by clicking the right arrow at the far left of the fly-out.

You may print these documents by selecting the print icon in the upper right corner:

B Print
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Helpful Tips

Accessing Dayforce

For best results, access Dayforce using Internet Explorer (as opposed to Google Chrome or
Mozilla Firefox) from your PC. Limited access is available on mobile devices and tablets.

Silverlight

Microsoft has further expanded their “out-of-date ActiveX control blocking”, which actively blocks
out-of-date ActiveX controls (including Silverlight) in Internet Explorer (IE).

When logging into the application with IE and an outdated version of Silverlight, users will see
the “out-of-date ActiveX control blocking” pop-up:

@ Silverlight was blocked because it is out of date and needs to be updated.  What's the risk? Update Run this time

Click Update to download the most current versions of Silverlight.

Additional Questions?
Payroll Questions (PTO, timesheets, hours and pay): Damion Upsher (952) 562-5723
PCA and WS Timesheet Questions: Nancy Rogers (952) 562-5745

All Other Questions: employeeportalhelp@stdavidscenter.org

References or Attachments:
Setting Up Your Electronic Employee Portal

How to Read Your Paystub
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Setting Up Your Electronic Employee Portal

Below are specific instructions on logging into and updating your information in the
Employee Portal.

Supervisors/managers are responsible for assisting the staff they supervise with logging into
the system for the first time. Supervisors should walk through this process with newly hired
staff at their first follow-up training. This is important in ensuring new staff are paid for their
time worked in a timely fashion.

1. Loginto the system:
a. Please go to: www.dayforcehcm.com
b. When prompted, enter these credentials:
= COMPANY: stdavids
= USER NAME: [first name].[last name] - example: katherine.doe (Please use
the name that is on your paycheck. i.e. Katherine vs. Kate)
=  PASSWORD*: {First name} SDC - example: Katherine_SDC (make sure
the first letter of your first name is capitalized)
*After your first login, the system will force you to switch to a more secure
password

Congratulations! You have accessed your St. David's Center employee profile. Now it’s time
to view and update your information.

All employees are responsible for updating the following in their Employee Portals:

Personal Contact Information (email address, phone number, and mailing address):
You must include an email address so that you can recover or reset your password if you
ever forget it. To update your email address, select the “Profile & Settings” tab and then click
the “Edit” option within the Contact Information section. Enter your email address under the
section titled “Email Addresses”. Make sure you have the “Alerts” box checked. Click
“Save” at the bottom, then click “Verify”. A pop up box should appear stating a verification
email message has been sent to the email address you provided. In that email message, you
must click “VERIFY YOUR EMAIL”. Once you have verified your email address, any time you
forget your password a reset link will be sent to this email address.

To enter your phone number, click on the “Profile & Settings” tab and choose “Edit” in the
Contact Information section. Once you have updated your information, CLICK SAVE at the
bottom of the page.

To enter your mailing address, click the “Profile & Settings” tab and select the “Add” within the
Address section. Remember to CLICK SAVE at the bottom of the page once you have
finished entering your information.

Security Questions: Adding security questions permits you to access your account, should

you forget your password. To update you security questions, select the “Security” tab, then

under the “Update Security Questions” section you may choose two security questions. Enter
17
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your answers and CLICK SAVE at the bottom of the page. If you forget your password in the
future, you will be prompted to answer these security questions in order to reset your
password and log in.

Confidential Information: This section includes topics such as, gender, disability status, date
of birth, and ethnicity. To update this information, select the "Forms" tab within “Profile &
Settings”. Next, select the option labeled "Custom-Confidential Information (USA)" from the
menu on the left side of your screen. Finally, update whichever fields you wish to share with St.
David's Center.

Please take some time to acclimate yourself to the system and explore its functions. Your
supervisor should serve as your first point of contact if you have questions about the system.
If you have a question your supervisor is unable to assist you with, please email
employeeportalhelp@stdavidscenter.org.
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How to Read Your Paystub

Employee Name: Pay Date: ArHEN S
Ermployee & Pay Period: THZE20N S - B/RIZ01S
Ernployes Address: peposit navice w2 ||
Pay Frequency: Ea-Weekly
Department: Pay Rate: $1.20480
Employer Name: 5t David's Center Job Titke: Federal Filing Status: h-'l-:ir' gl
Employer Phone:  952-562-5706 Foderl Exemptions: 15000
Employer Address: 3%35 Prymouth Rd State Filing Status:  Married [MN)
Minnetonka, MW 55305 State Exemptions: 174000 {MH)
Current WTD
712672015 - /812015 of B8/2015
Hours/Units I Rate I Amount Hours/Units Amount
Earnings 700 5 1,360,990 92850 g 18,000, 40(
Flepulas 9325 107500 % Sh44 300 s 17.578.36
Regulas 375 15110 & 56 65
Repular B0.00 2008 s 1.204.80
Haliday 200 % 40 56
FTO 23§ 47160
Unpaid Leawe 00 H02.40
Memia Infarmation
Batic Life 1 .10 § 3240
ADED 3 068 4 B1&
LTD - 522 § 6254
ER Dental Mermo £ 1167 § 7004
Warkers Comp 5 :H“ 5 TLET
|Pre-Tax Deductions 5 153 5 180,38
Diental Insurant 14 27153 3 330,35
Taxes ] FE-FI] 1 3,002.08|
Fed WiH % 91.83 5 108215
FICA EE 3 B2 67 L4 1.101.12
Fed MWT EE % 1933 ! 25752
MM WIH 3 4547 4 561,19
[Post Tax Deductions 5 1155 % 427 76|
Short Term Dis i 1155 § 138.60
Rixth 4 2B9.16
Routings | Account & | Amount | Amount
et Pay 5 1,082.58 5 14.330.20]
5 103258 § oL

1. The top section displays your address, your name, employee number, department, primary

job title, pay frequency, and pay rate. It also indicates your federal and state filing status and
federal and state exemptions. This section also displays the pay date and the pay period for
which these earnings are being received. This section also lists the name of your employer and
the St. David’s Center phone number.
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The middle column called “Current” displays what is being paid and deducted in this specific pay
period. The third column called “YTD” indicates what has been paid and deducted for year to
date.

The Earnings section displays the number of hours you worked, any holiday hours, and any
PTO hours. This section displays earnings BEFORE taxes or any deductions have been removed.

The Memo Information section displays every contribution that St. David’s Center provides.

None of the amounts listed in the Memo Information section are a deduction from your pay.
These contributions may include what St. David’s Center contributes to your Health Savings
Account or 403(b), your dental premium, your medical premium, and other Employer paid
benefits.

The Pre-Tax Deductions section are deductions taken out of your pay before taxes have been

removed. This may include dental premiums, medical premiums, your health savings account
contributions, 403(b) contributions, and premiums for Colonial Life supplemental plans.

The Taxes section indicates what kind of tax and what amount is being deducted.

The Post Tax Deductions section indicates which deductions are taken out after taxes. This

may include any fundraising contributions such as the Annual Drive or United Way campaign.
Short-term disability or supplemental life insurance may also be considered a post-tax
deduction.

The Net Pay section indicates the final amount you receive as pay after all pre-tax, taxes, and

post tax deductions have been taken out of earnings.

If you have any questions about how to access and read your paystub,
please email ptt@stdavidscenter.org.
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