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Course Overview

« Submitting Availability Requests — Employee View
+ Managing Availability Requests — Manager View

Submitting and Approving Availability Requests




CERIDIAN

Explanation

Screenshot

Prerequisites and Resources

Prerequisites
« Understanding How an Employee Uses Dayforce
+ Understanding How a Manager Uses Dayforce

Resources
+ Implementation Consultant
+ CEC > Resources & Toolkits > Dayforce Admin & User Guides

- support.dayforce.com > Support Downloads

Learning Objectives

« Complete the following employee tasks:
+ View availability requests on the calendar
* Update your default availability
Update your temporary availability
+ Edit and cancel availability requests
- Complete the following manager tasks:

Review and respond to availability requests

Submitting and Approving Availability Requests
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Viewing and updating your availability

Explanation Screenshot

G
Viewing and updating
your availability

The Availability feature records
when an employee is available to
be scheduled to work. This is
useful in work environments
when there are various shifts
through out the day or when
shifts frequently change.

After completing this lesson, you'll
be able to:
e View availability requests
on the calendar
e Update default and
temporary availability
e Edit an availability request
e Cancel an availability
request

Scenario

You’re no longer able to be
scheduled on weekends.

Update your availability in the
Calendar to reflect this change.

Submitting and Approving Availability Requests 4
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Explanation

Screenshot

(1) Update your
availability

You'll review update your
availability from the Calendar.

Open the Menu.

*

@\ Boyd, Alfonso 1848
A Receiving Receiver
e

o

Events

Tue, April 23, 2018
Wed, April 24, 2019
Thu, April 25, 2019
Fri, April 26, 2019

Mon, April 29, 2018

Events Balances

W 7:00 AM - 3:00 PM (7.50 hrs)

@ 7:00 A -3:00 PM (750 hrs)

0 7100 AM - 3:00 PM (750 hrs)

W 7:00 AM - 3:00 PM (7.50 hrs)

700 AM - 3:00 PM (750 hrs)

Earmings Bookmarks
Plant 1 Aion *
Recefving Receiver
plant 1 Action *
Recening Receive
Plant 1 action »

Receiving Receiver

Plant 1 Action =
Recewing Receiver

Plant 1 Action o

Receing Receiver

(2) Click Work.

Home

work

Empl

J—
O s

® ¢

Events Balances

W 7:00 AM - 3:00 PM (7.50 hrs)

W 7:00 AW - 3:00 PM (7.50 hrs)

0 7100 AM - 300 PM (750 hrs)

Wi 7:00 AM - 3:00 PM (7.50 hrs)

W 7:00 AW - 3:00 PM (7.50 hrs)

2
Eamings Bookmarks

Plant1 ) rme
Receving Receiver

Plant 1 Action *
Receiving Receiver

Plant 1 Action =
Receving Receiver

Plant 1 Action ~
Recening Receiver

Plant 1 ncon ~ e

Receing Receiver

(3) Click Calendar.

e

T Clack

), EmployesTs

Balances

0 7:00 A -3:00 PM (750 hrs)

W 7:00 AM - 3:00 PM (7.50 hrs)

W 7:00 AW - 3:00 PM (7.50 hrs)

W 700 AM - 300 PM (7.50 hrs)

W 700 AM - 3:00 PM (7.50 hrs)

Eamings

Plant 1
Receiving Receive:

Plant 1

Receiving Receiver

plant 1

Receiving Receiver

Plant 1

Recening Receiver

Plant 1

Receiving Receiver

Bookmarks

Action =
Action =
Action =
Action +

Action ~ v
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Explanation

Screenshot

Farny

@&
Calendar

When the calendar loads, it'll give
a real-time snapshot of the
current month.

The calendar lets you see a lot of
information including:
e Your scheduled shifts
e Holidays and time away
from work requests

Your default availability is noted in
the top left corner of each day of
the calendar. In this example,
you're currently available 24
hours a day every day.

7.50 7.50
Hours Werked Hours viorced
raveay
7.50 7.50
Hours Werked Hours Wiored
Payiny
7.50 7.50
fours Worked Hours Worked

7:004M — 3:00PM
Schoduled

Paysay
it st At

7:004M — 3:00PM
Scheduled

7:0044 — 3:009M
Scheduled

Calendar

npritzors - ©

7.50 7.50
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bl 1 atte

00AM — 3:000M
hedulod

b e

7:0041 — 3:00P 7:004M — 3:000M
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Hours Worked

7:004M — 3:00PM
Schedulod

2wt

7:004 — 3:00P
Schedulod

e

7:008 — 3:00P4
Scheduled

bt

st

(4) View Options

In order to see your availability,
you'll need to ensure that your
View Options have been updated
to show availability.

Expand View Options.

Fayany
7.50 7.50
Hours Worked Hours viorcd
Paviny
7.50 7.50
Hours Worked Hours Vior
Payiny
7.50 7.50
fours Worked Hours Worked
700

Paysay
it st At

7:004M — 3:00PM

7:0084 — 3:009M
scheduied Scheduled

Calendar

Aprizons v [>)

7.50

Hous Worked

7.5 7.50
Hours Worked Hours Worked
7.50 7.50
Hous Worked Hours Work

bl 1 atte

b e
7:0081 — 3:00P1 7:004M — 3:000M
schaduled Schedulsd

7.50

Hours worked

7.50

Haurs Worked

7:00AM — 3:00PM
Scheduled

2wt

7:004 — 3:00PM
Scheduled

e

7:008 — 3:00P4
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bt

st
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Explanation Screenshot
View Options

Here we can see that Show my

availability is enabled.

Default availability is your ongoing
pattern of availability for
scheduling. For example, student
employees might need to change
their default availability each
semester to work around their
class schedule. If we want to see
our default availability that's
currently listed in the calendar,
we'll need to make sure that Hide
my default availability is disabled.

£ show my avaiabiliy

53 ke my default avsiabiity
3 Show my shift trading options
A st my ime eff
S Show scheduled activties

& show payciay

8BBBEN

(5) Update your
availability beginning
next month

Calendar

cai (<] aprilzota v m
Your company will determine how | > ... T L e P T 5
7.50 7.50 7.50 7.50 7.50 ;w50
early you can update your s s e s ot oo
availability. This is known as an o = e e T ae e
. .le . . 7.50 7.50 7.50 7.50 7.50 @ v
avallablllty blackout perlod. ThIS Hours Werked Hours Viorked Hours Worked Hours Worked Wours Workad CEE]
ensures that changes to schedules . . . s o -
aren't made too close to o o o o e
scheduled shifts. [ P [ e T e .
5 o
In this example, XYZ Company lets | | e e ey emsme | o see oo
you make availability - el o - - :
changes three weeks in advance. T T T TR T LB
Click the Next Month button.
Submitting and Approving Availability Requests 7
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Explanation Screenshot

(6) Update your default
availability

= |# Calendar Qom @

T ) [ ©

5 7
Beginning on the week of May e e =
14 you're no longer able to work
weekends. o

© oww
Update your availability by L . B
clicking the May 14 shift. s

-t

® oo v

Click May 14, 2019 shift.

Calendar

<) [F—— ©

> ' i

sk alaie Aabitie Al 1 matzaie Atk Aelitle
e e I TR st — o0ru .
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7) Click the Availability butt e

IC e Avallability button. e s peres ; jp— . e e

700w~ 3oem | 700 300me | 7O 300ma 700w 300ms 700w — 300 @ s
cheduled schedules scheduled scheduled
: @
8 v
o o
Payday
G
@ o
Sr——
M oom M
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Explanation

Screenshot

@
Temporary or ongoing
availability change?

You can choose to temporarily
change your availability for a
specific week or edit your default
availability going forward.

In this example you'll edit your
default availability.

e

i

i

7:0044 — 3:00°M
schauled

Payeny

7:0044 — 30000
scheduled

Payeny
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7:004 — 3:00PM
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Scheduled
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Scheduled
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T00AM
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TDOAM — 300PM
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Mayzms v

7:00044 — 3:0061

4 hvstable

7:0081 — :00PM

©

7:00AM — 3:000M
Scheduled

7:00AM — 3:00M

Scheduled

7:008M — 3:00PM
Scheduled

T:00/M — 3:00FM
duled
T:00/M — 3:00FM
Scheduled
" puaiable umaie
7:008 — 3:00PM
Scheduled

st et

(8) Click Edit default availability.

calendar

Colerr Mondh <) Mayzs - ©
s \
st B walatle D v Ak 1 atanie st il
TOONI_FOPM | OO _TOOPM | 7OLW_3O0PM TODW_ 300 700uM— Z00PM
Schaied Seveied pr
ey :
stk 05 swsietle. Avabane wisilable S avalstie } suetiabie dnesiatle
TN FOPM | OO _TOOPM | 70D 300 TODW_ 300 70— Zo0PM
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v
i e e s J— .
7o0n— 300 | 700m—3100rm o0 — 30 700 — 3:00m
neting S eied s
i B e omeatrenen
B viewshim sersils
Toown— somew | 700t 700w S0P 700k 300
Schaduled schodul (2 avatabiay b [B  Edit husiabiity For This Period (May 12, 2016 to Mey 18, 2015)
B comgeien e
o
itk 26 it =)
[
Ao U2 dnletle Nvwiaiie S Aunlable sl T Msitatie eslal e

(9) Update your
availability

This screen displays your current
availability. Use the controls to
update your availability reflecting
when you're able to be scheduled.

Sunday
Wiz

Monday

Specify your default availability
The changes you make wil take effect on 5122018

[ET s [€@D]
0,
e €

szo00 U - @8

oo O

120004 O - @]

o XEm 1200 OO - @)

e & &

Copy Previaus
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Explanation

Screenshot

In this lesson you're now unable
to be scheduled on Saturday
and Sunday.

Click the Availability button.

(10) Click the Availability button.

Specify your default availability

Th changes you make wil take effecton 5127013

Sunday »
Monday =
ey o T o €D

8 8

Saturday
May 18

! CopyPreviaus

oay

5 Copy Prevaus

oay

Copy Prevaus
™

T CopyPreviaus

(11) Save your changes

Click the Save button.

Specify your default availability

The changes you maks wl take sffact an 5122018

o
ey @
- o]

8 8

Saturday (e ]
Mgt

Copy Previaus
Day

S Copy Prevaus

oay

Copy Prawiaus
Day

T CopyPrevaus

Copy Prevaus
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Explanation

Screenshot

@
You’ve successfully
submitted an
availability change
request!

Your request is currently pending.
Your request will need to be
reviewed and approved by your
manager before it's added to your
calendar.
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Explanation Screenshot

Farny
1

Pending availability
requests

If you need to adjust your time for )l‘
your temporary or default ooy
availability requests, you can do

Paysay
this here. -
-
e -

Additionally, you can cancel a
pending availability request here
at any time.

[rp—.

Remember that once an
availability request has been e
approved, it can't be modified.
You'll need to submit another
request to make any changes.

2019 Mo Dy

[<]
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s

Refresn
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Qo= @-

Mayz019 v
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. - ok
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Scheduled Scheduied

,,,,,

vaable Aunilee

7:00AM — 3:000M 7:008 — 3:007
Scheduled Scheduled

700 — 3:006
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Mo sE
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Calendar

w Coterta Month = Tocay o wayzs v >}
> ' i . 2
You have completed the demo. - o
aioraly Bt B ot oo
Paycay
Next, return to the table of ol 8
contents and select the next —
item. o
: " —~y L - -
— _ _
M oow ¥
]
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Responding to availability requests

Explanation Screenshot

€y,
Responding to
availability requests

When your employees request
availability changes, it will be sent
to you for review and approval. If
the request looks good, you can
go ahead and approve it.
Otherwise, you can deny the
request.

After completing this lesson, you'll
be able to:
e Respond to availability
requests from employees

Scenario

Alfonso Boyd has submitted a
change to his availability. Use the
Approvals feature to see if he's
entered his request into Dayforce.
If so, submit your approval.

Submitting and Approving Availability Requests 13
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Explanation

Screenshot

(1) Navigate to the
Approvals feature

This is where you'll review and
approve employee requests.

Click the Approvals button.

Cooper, Andy 1840

Receiving Rev. Manager
Profle & Sextings

My Team e s

Bayer, sally 1826
Recelng Recelver

Boyd, Alfonso 1848
Receiving Receiver

Fisher, Amy 1822
Recening Recerver

Craig, Elaine 1832
Recening Recelver

Diaz, Isabelle 1796
Receing Recenver

Janowski, Gabriela 1812
Recening Recenver

Morgan, Amanda 1806

n Tyler, Sharon 1802
g

Nash, Katie 1816

3 Singh, Bobby 1843
%Y | Receming Recerver

Recening Rcv., Manager

2 ™ D

&
4

williams, Tiger 1849
Receiviog Recerer

@
The Approvals feature
expands

This is where you'll find all
pending requests such as time off
requests, shift trades or
availability changes submitted by
your employees.

You can use the filter button at
the top of the screen to control
which requests are displayed,
including requests you’ve already
approved or denied.

I © »or Approvals
G e, oty
- @ swinbemna g Aty gtz ==
S D S 1L =3 =
fevons O ayer, sally 1026 % Time away From work
[ orafts
ol sere
B Teash Empty

Submitting and Approving Availability Requests
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Explanation

Screenshot

(2) Filter for availability
requests

Click the Filter button.

aetons
@ orafts

A s

B rash

4006 gm @-

B o e m 6 request ew Tme off ] repons X

Approvals %)

B rosh, xatie 1015 [ Avsilability ywkv.fv‘wivwf;ISles’zwrvv —
€ oyd, aifonso 1548 () Availability Sllr{lu"ﬂ_’jﬂma‘w!;{ i
Q) williams, Tiger 1843 % Tiome Away From Work vac ‘. a0

£ Bayer,sally 1226

% Time g rom work wac | aswzs

N

@
Approval filters

There's a number of filter criterias
that can be used to filter the
approvals list including the
employee's name, approval type,
and status of the request.

You can enable more filters by
clicking on the Add Filter button.

| o sopeas
& box.

Messagas

sQ06qm O

Tl repers

DRefresh | Y Fiter |, Request ew Time off X
Employes Name [x]
spprovalTyps ) Aeslaity @ e ¥ & n o
status peniing © Gancelation Percing. | @ doprovet @ e o
Date Range azsama - [s2eam0

Location L Manager Cooper. Andy 1640 i x Q

Yo rddrher D et efaue

Approvals
B reosh vatie 116 () Availability
B Sy, Atonso 1248 ) Avsilabity

B williams, Tiger 1849 Y Time Away From Work

O payer,sally 1326

VAC | 473072018
1 ey

IS Time avway From Work

3) In this example, we'll
filter for pending
availability requests

Click Availability.

| © Aoprosals
Q inbiox

Messages

4006 gm0

O heieh | Y Fiter | Request NewTine off 5] Reports X
Employee Name )
spprovelTpe oa - e °
sous Qo °
pate nangs

Lockion ——rry L x

Yo #ddfiter D) Resatso Default

Approvals
B rash, Katie 1818 (e Availabiliy
@ oy, Atomsa 1540 Pra—

) williams, Tiger 1849 ¥ Time Away From Work

VAC | 413072019
rant 1 Beczamg

B Bayer, sally 1826 ¥ Time Aveay From Work
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Explanation

Screenshot

(4) Click Apply.

o reen

¥ e

Emgloyea Nama.

| o sopeas

@ o ppeovalType 4 Aeslaiy
Massages s
B Reports
Daedange  wsaona
O Hodicasions
Lozation
Acons
& orafis Toaddriner "D Resacso Defautt
A sere
Approvals
8 Teash erony e

B mosn xoic w6
& Boyd, Ao 1848
Q ihares Tiger 1043

0 sayor. sally 1526

%, Request wew Time Off

- |azszan

L

) Avsilabilty

() Availability
% Time Aveay From Work

% Time Away From Work

Bl repors

Manager Cooper. fndy 1640 P

200Qm| @-

F
3
v
H
)
o 0o X

=rp sr1aa0ts

Week of 5/10/2018 - 512502018
ory Aol by Charg | Duc:
Starting from 57122019
E sty Crarge | Cus: 6112009

2019

vac | 4302018

(5) Hide the filters

Click the Filter button.

[ & s

Q b spprovaltype [ ey
Massages _—
B Reports
DatgRange  amsmomm
@ routeatons
actions Loeaten
@ orafs Toaddriter ) Resstso Default
A e
B Tt . Approvals

@ e i s

@ byt Atonan 1048

P ) L ——
Emplayee Name o

- |anenoan

B X

() Avaiabitiey

) Availabiiey

Nansger Cuoper fnds 1540 L%

#00 gm0

Week of 5/10/2010 - 512512010
Terporary Aeaiat Dus: 18007

Farny

&
You're now only viewing
availability requests

We can see that Katie Nash and
Alfonso Boyd have both
submitted requests to change
their availability.

DRefrsh Y Fites

Approvals

Q inbo

@ mash. xatie 1518

© vy oo 18is

¥ Request New Time O

(2 Availabilisy

8 Ausilabity

H reverts

4006 Qgm0

Week of 5/19/2019 - 5252019
Temporary oty Changs | Due: 51152018

Starting from 51122013
A husiabity e | B
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Explanation

Screenshot

Parny

Request details

For each request, we can see the
employee's name, the type of
request, the date of availability,
whether it's a default or
temporary availabiltiy change, and
the due date for the request.

Bl oreien TRte ¥ Request New Time off
| & #epreas Approvals
3 ko B mash. xatie w18 2 Availability
e © oy, atonso 1848 () Availabiity
B Reports
@ Hotmeatons
Actions
(2 Orafts
oA sant
& Trash B

5] Foperts

Week of 5/19/2019 - 5252019
Temporary Avaolifty Changs | Due: 51152015

Starting from 51122013
A husiabity e | B

4006 gm0

(6) Review Alfonso's
request

You can review additional
information about the request by
clicking on the request.

Click Alfonso Boyd.

Qmeren Y Fter 3 Request New Tme Of
| @ Approwsls Approvals
(3 B rosh, xatie 1015 58 Availability

Message Center

Tl Regons

Week of 5/18/2019 - 52562010
Tarporary Avalilty Chings | Die: SM&2015

Messages

N | € oyd, aifonso 1548
Reports

2 Availabiliey

Starting from 51212019 |

Q Hoshcacons
actions
@ oras
A s
8 Teash Frosy

®

#00 gm0

Py

@
Request details

Here you can see all the details
about the availability request
including employee comments,
and which days of the week
Alfonso has requested a change to
his availability.

In this example, Alfonso
requested to update his
availability so that he's no longer
available on weekends.

poen
I @ Approvals [i) Availability Requested

[~ Requested By 43 Boyd, Alfonso 1848

[r— status Pending
Default Availability Change Requested

Starting from 511212019

Week 1
. Werk! ayrs  Previus  Requesied
A sere Sun M1z AIDly  NetAvailable
& Trast g

Mo Meyi2  MiDsy  AlDay

Tue  Megtd MIDay  AIDay

Wed  May1S AiDay  AlDay

T Mele MIDay  AlDay
PoMiDy  AIDay

St Mayl8  AIGay  NotAvailable

Employee Comments.
N0 comment has been entared

Manager Comment

Message Center

SEUESTeI O A/ZBMD1BS:26 AM

Dueon

200 Qm @
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Explanation

Screenshot

(7) Click to scroll down.

#0606 gm| @-

| @ pprowals [i#) Availability Requested A
Qb Requestzd 8y 43F Boyd, Alfonso 1845 Aequested On  A/26/20199:26 AM
= seas Pending oue 0 51112019 1200 AM
Defautt Availability Change Requested
siarerg from 5122018
Aetons "
o

[ YEoh! ayrs  Previous  Reoueseed

A s sn Weyiz AiDay  NotAvailable

& Trash Empay
Won M1l AiDsy  AlDay
T Myl MOy AlDay
Wed M5 mIDy  AlDy G)/
T Mels miDwy  AIDy
Fi o Met? MIDay  AIDay
S wepie MIDy  NotAvailable
Employee Comments
o cemmen: has been entered
Manager Comment

v

(8) Approve the request

Click Approve.

16 qm @-

£ Back x
I © oprovals Default Availability Change Requested N
@ et Searting rom 51212019

Massages wWeek1
B Vet ) mayrs  Previeus  Requested
10 Hatifasians sun Mexlz  AlDay  NotAvailable

HES won  wey1s Aloay  Albay

# orafis

Tue M4 MIDsy  AIDay
A sere
& sk =g wed  Meyis  siDay  AlDay

Thu  Mag16  AIDay  AlDay

B M7 Ay AlDy
Mg1@  AIDay Mot Available
Employes Comments.

No eamment has besn entarea

Manager Comment

Py

&

You’ve successfully
approved Alfonso’s

availability request!

Starting on the week of May 12,
you'll no longer able to schedule
him on weekends.

#00Qgm @-

Qrsfen YR % RequestnewTmeor 5] Regors X

Approvals

I @ Aoproals
=1 B mash. Katie w15

e e i s

Messages

@ notteatans
actions
& oras
A s
8 Teash
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Explanation Screenshot
Farny
w Bl Orefesh it % requestnewTimeoft [ repons x
Approvals
You have completed the demo.

0 masn, Koo s ) nviaitey Wk szt -3z

.
@ orafts
Aser

B rash

Next, return to the table of

contents and select the next
item.
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