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Quick Guide: Navigating Dayforce as an Employee Using Hub Experience

1. Navigating Dayforce as an Employee:

dayforce
Sign in

Corgbew D0

Continue 10 usemane

-

Navigating Dayforce as an employee
Scenario

Let’s log In to Dayforce for the first time and explore some o
you'll routinely perfarm

ek NEXT Lo continue

2. Logging in:

dayforce

Sign in Logging in

In this example, you'll log In using your credentials
There are theee hields Lo complele

« Company ID

« User Name

« Password
Commue 10 usamame
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3. Click Company Field:

dayforce

Sign in

ck in the Company 1D field

4. Enter Company Name:

dayforce
Sign in

Caontitue 10 usernase i ype Optimaliving in the Company 1D




5. Continue to Username:

6. Click Username:

dayforce

Sign in

Optimeiving

Commue 10 usamame

dayforce

Sign in | Oplimaliving

Hck Continue to Usermmame

Jick in the Usermame liedd }
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7. Enter Username: firsthame.lasthame

dayforce

Sign in | Oplimaliving

Usamame *

W it

~ Type alfonso.boyd In the Username
Cortirves to pess word i 1. and press Ente

Fergotvsamame’
Ube & aiffurent compeny 10

8. Continue to Password:

dayforce

Sign in | Optimaliving
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9. Click Password Field:

dayforce

Sign in | Oplimaliving

LG an afor s bogd

K in the Password field,

10. Enter Password:

dayforce

Sign in | Optimaliving

Log o o om0 hows

Type alfonso1995442 in the Password

field, and press Ents
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11. Resetting your Password:

Resetting your password

forget your password, yo
can resel il by dicking the Forgol
doyforce Password? link beneath Login

application promplts you Lo

enter your user name or email
Sign in | Optimaliving wddress and click Submit
LOg e wlonss boyd
The application sends you an
mail with & URL, Click the link
nside the emall and you will be

prompted 1o resel your passwort

Note: A venfied emall address 15
required to use this feature
verfied email addr Is one
has been authent

that it 15 @xastent and active

Click NEXT o cor

12. Login to Dayforce:

dayforce

Sign in | Oplimaliving

LOJ B an afors o bowd

v ¢
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13. Dayforce Hub Experience:

Hello, Alfonso

Quick Links Balances

Dayforce Hub Experience
wWhen you first log into Da ce, you'll land on the Hub.

The Dayfc Hub Includes several sections where you can view important
information such as:

« Favorites, which you can tailor to include your most frequently used
features. Quick Links 1o areas of Daylforce you can navigate quickly
o
Balances where you can see summaries of each type of time away

Requent Maw Time ON

ntnue.

Earnings View Pay Doty Pending Actions e

14. Favourites:

Favoriles

Your Favorites will be set for you when you First log in but can
be changed by you to suit your preferences by click Edit

You can have up to six icons In this section.

These are some examples ol the areas you may see when you
log In. Let's take a look at some of them.

Click NEXT to continue

Favorites e 37.50

USslances Summariss Hequ
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15. Click Calendar:

Hello, Alfonso

Favorites Fan 37.50
= in Q) A ¥ ®
Anrae ‘ g e C) Whoves me Ay L e
Salance Summariss Nagusst New Time O
First, navigate to the Calendar
Eamings Chck Calendar in the Favorites View Pay Detaits Pending Actions &
LT sesssnnans hango 11000 previa -~ o Neet
sssensssse seseravene S
16. Calendar:
- ’ Q 1 =
O Fabesh
(<] Wurumibee 2023 o ©
>

7.5000 7.5000 7.5000 7.5000 - 7.5000
Calendar

The Calendar scree ws your scheduled shifts, hours worked, and any
pending or approved time from work requests.

You can click on any date on the calendar to view additional details. You can
wk request directly from the Calendar

also create a new time away from

Click NEXT to continue,

AT e Doy

7.5000 7.5000 7.5000 7.5000 7.5000 7.5000
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17. Back to Hub Page:

Moving on, let’s review the Time Away List next

Clhck the Optima Living Logo to return to the hub

7.5000 7.5000 7.5000 7.5000 7.5000 -
7.5000 7.5000 7.5000 7.5000 7.5000 -
Sepie,
7.5000 7.5000 7.5000 7.5000 —
7.5000 7.5000 7.5000 7.5000 7.5000 7.5000 "
Foreey
7.5000 7.5000 7.5000 7.5000 7.5000 i
18. Click Time Away List:
= s Q Sea - B e

Hello, Alfonso

Favorites e 37.50

Salance Summariss Haquest New Time O
lime Away List
Chick Ti ist in Favorites
Eamings Chck Time Away List in Favontes. Viow Py Detetls Pending Actions &
] R L AR L L R L) hangeo froe o =~ o Nocl pay
ssssnsanie sernsarene &) Show



.\ Optima Living

Let us walcome you home.™

19. Time Away List:

e L Search B -
Sefecr s o Fimeny
o flataass
° fonday, Decernle 2235 ? '
Jacamsan ; 1 day 0 -
Time Away lList
This is where you'll request fime away from work, m & existing time
oIl requests, view other his absences, and ched
Click NEXT to
20. Back to Hub Page:
= |4 Q Seanh Caylorce e 1Y
Sebaet e ma Taee
¥ : 1 day @

10
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21. Click Employee Timesheet:

Hello, Alfonso

Favorites s 37.50

Selance Summarniss Haquest New Time O4

Navigate to the Employee Timesheel

Earnings Click Employee Timesheel in Favorites, v

whet gy Uew

Shaw
= 4 QQ Sea 2 =

' o December 14 - Doterbar 27, 3529« o

Mot Flsen Quarwr oplees i e i APTRIR ST—
V) ™ot e
Senviay, Dee. 53 NVooday, Dee 15 Tusysey, Uer 0 WNechseseey, Oee 17 Pwarsday, Doc. W fridey Ovc 1Y Serwre  Tone
s v s s ’ s -
© Mg Lammed Feaimal | ) Mg Lureset brmnral . @ Nors g Leemasd @ Ny Lmrvaed Praiest . ) M
- *x R S “w X - 0 Y - N 1 - "
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PoyCode |oyCoe  PwpCec __ Pepfass 000 Peylode
| ™
Qe —_ » =Y . Y, Viewe S e
- - - . LNE
o v nw - - S nf your pay
L )y v 1 Magd 2 Ned 24
" e T T M iy probiems that exi
the tmeshest
By ore == x Virn! sod s x x Meonl »od meme x Mersd rocis
" 21T o | » n s ] o ’ Ll e " 3
- o .o &in Chok NEXT to continue,

Tk ad sew Hmecirn N ove S fercure THheccs
L x - . El ' L

e v » S ) b

crvewe [ p—" v come [— — vrwrd
L3 b e 18 s e
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23. Back to Hub Page:

-3 e = as
[N Next, let’s review how you can see your Eamings
L, Click the Optima Living Logo to return to the hub
Sanday, Dec. W4 P r——— Err=—ry ey T —rey veiradey Owc 18 Frigey. Dec. 3 Setwre  Tooal
’ s ’ ’ ’ ’ -
-3 \--“-;-L;—n‘dhss‘-l -} h..‘..u-t.--w:---..d -] m...‘-w.- ned Moiiin . 9 ‘AA-'\-«'-\I.-nn Faice. B M.-’. oLl Baiasl . @ \..‘...;u.- wmd Pyt
- w0 » “ w - *30 1 - 105 - IR K3 “o ¢
(IR P “R F LT N 12451305 A 245 " 158 -1 R PSP ST R R S
e b Ax o » ) -
W v . | ! | ¥ |
Job Arorgraveey b 80 2arve » SLLLEE e e haagreve
7, ! ; > 3 l b 7’ . /
By Coce Fay Tok Pow Sonk Py, Code Ry Care Fry
I ] B {

Dl an v A o e Sheh et e Sr & ’ el Tae o T e
- ’ > " oi - - ’ Y P T
el e tieve Viea! mar tere Mo mart Nex ea= o Nea! 237 tree Vel gar e
" - ' " ne " " " n e
[ e p— x Vs oo v x Mok pret 4 = x Ner ond senr x Wil o teve x - x
" M n n| " " c

- - . - e o = &l =
Gek oadbove erel vove b0 erel yome b o Vo Yo od v by wrol e
- o o = o .

) cid ] Y 4 wn 0
— Corrwrers — - S— Cemerers

] < L LS . ®a
24. Click Earnings:
a= ’ Q Search Caylorce | = 2a

Hello, Alfonso

Quick Links

Let’s navigate to Earnings

Chck Earmnings in F iLes,

Favorites

ez

sntrdy P - e ) Whoves ne Avgy Lis Frofie
82
Salance Summarnes Hagquest New Time OH
Earnings View Poy Detaits Pending Actions v
PR 9000000084 nange 1120 previa s o Neet pay: i Day

EE LY

CLEE LTS
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25. Earnings:

- J (1 Search Dayk 2
e g Statemwents mer £n0 v moensaton Adcmsral Statarme
F 5 T = ¥ Faw =P 0 Statement Found
. Satoy < <
Earnings
Earmnings Is
forms, when
r earming statements for currer as well as
end tax forms and Y e Lot compensation
Click NEXT to contmue,
26. Back to Hub Page:
= F | O Search Daylorce = BA

O Stadwmmenl Found

13
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27. Click Profile:

Hello, Alfonso

ick Link - -
Sl Navigate to Profile

Chck Profile in Favorites

You can also navigate wir profile by dicking your

suros ~ -} e ) Wi yee e Avwgy Lis Ie
Salance Summariss Haqusst New Time O
Earmings View Pay Details Pending Actions v
e L LT hange 1100 previas o Neet pay Duy
SrrsnnanEn Ladd il adls 2 ionann
28. Profile:
= ’ QA Sea y 2

Boyd, Alfenso ‘
BA - LEIFCLEVN WD AT VUBOW LT - Tyker, Fomest
ey - L8 b Fraaa ’ Nursig g - CINCs! Leas

Forwonal » gt - Foms Seflngs «
About Me
Profile

This s where you can view your information in Dayforce.
Contact Infarmatan

Addrossas You can view your submitted change your language =
Adsronsa : E Huag
preference, and view your | nal information

v ] - SPE)
123 Maratrem Click NEXT to «
Twosk: BC
2T A
Sty

LY oS
Mo ordine (et oy ) wile

Persona’ Information
M lul St Dependents Hugtgdy

S e e eI e el e Ny Ararelard sharid o o oahet e M haivacde et
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29. Logout of Dayforce:

Persons « Carmer » Sellngs ~

About Me

Conact Infarmalion
Addresses

13 Nagratyeet

Parzona’ Information
Mty Sieus

M SO ST MACAITSNAR SN

30. Click Log Out:

Boyd. Afonso

Parsons « Career » Fomms Sellngs »

About Me

Conact Information

Addmssos

Parzona’ Information
Manly Sishus

AN Y EOF ST MY OO S aa T

12230 .5¢M

wrT DT o

Wisow Nancr - AYioa Mares
[T

Contact informaton

Prone Nurters
."‘..‘.L-l ez
Cras AcInsses

s '.' Wl on e

Lane STonses
Mo avee et

Degernurnts

AN (MR IV LAY

AwIT 1DGATON
Wisow Naner - Whioa Mares
harun

Contact iInformaton

Frone Numters

Ak
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LY AGINesses
wan bopafpprod (o e

Lamne “Tones
Mo aviee el e

Ceperaunts
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Don't forget to logout of Dayforce

Click Profile

Emargency Comacts ’

M2 e gy Cortadd PAITAESS weaintie

Buograply

[y R R T Y

as Boyd, Alfonso

Available Roles

Emargency Comacts

e emwegens, (o7 ad rfaTaesd
T o [_.'

Sography

AL PV e SO
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