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Quick Guide: Requesting Time Away from Work

1. Requesting Time Away from Work:
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Hello, Alfonso

Quick Links

Forms

Requesting Time Away from Work

Favorite
Scenario
| In this lesson, you will learn how to request time away from work.
- Dayforce tracks your request and available balances.
Cale
Time away from work is any paid or unpaid request to be off of work, the
most common categories is Vacation and Sick. Batance Summaries | Request New Time Off
Click NEXT to continue.
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Quick Links Balances

Forms
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Yoo Requesting time away from work

=) i3 Scenario:
s You spoke to your manager about taking a few days of
S A Vacation. Submit the request.
Balance Summaries Request New Time Off
Click NEXT to continue.
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3. Opening the Menu:
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First, open the Time Away List

There are several ways to request time away. From

the Hub, you can use the shortcuts to the Time Away

List or Calendar in your Favorites. You can also click

the "Request New Time Off” button in the Balances Balances
widget. In this lesson, we will use the Navigation

Panel.

Open the Menu.

Favorites - 37.50

Balance Summaries Request New Time Off

Earnings View Pay Details Pending Actions b/
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4. Navigating to Work:
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5. Selecting the Time Away List:

Hello, Alfonso

Favorites e 37.50

Selance Summaness Nagusst New Time O
lime Away List
Earnings Chck Time Away List in Favontes. s P D Pending Actions G
T sesesnnans Nange 11000 orEvia - Noel pay Day
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6. Creating a New Request:
= ”n (.C{ Search Daylorca | %] 8A

+ Roqueast Now Tene OF Select Status to Fiter: | Digla

v Balances

Create a new request "

A @ Acoroved
Time Away List is where you'll request 1dz y @
time-off such as Vacation. You can also
review any future or past time away from
work Instances.

Click Request New Time Off.
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7. Selecting the Reason:

PG ( Q, Search Dayforce =2 s

Create Time Off Request

>
Time Requested: 0.0000 Hours Status: 2nding
Aeasor Start Date Erdt Oate Type Remaining  Unit
,.'" 4 ¢ Rmason 2035120¢ = 20251204 Seniority « Hours 260 Howrs
Sk -Hours 315 Hours
Type of Reques: Vacaton - Hours 433X Howrs
e
Select the reason
nployes gt y
Dayforce knows your time off
policies and uses the Reason to
determine if and how you'll be paid
during your time off.
v

Balances

Expand Reason list.

8. Choosing PTO as the Reason:

= D \Q Search Daylorce ) & s

Create Time Off Request

Time Requested: 0.0000 Hours Status: © Pending

Reasur Start Date Erd Date Type Remaining Unit

Seiwct ¢ Reevon N 2025.02.04| = WS MM Seniority - Hours B350  Hous

~ Sk - Mours 3150  Hours

[ . ] Vacetion - Hours 4330 Hours
-

Fire < Hours
Jury Buty

1 vy
Fersana-Sew
Sice

B Time Away From Work _Anliet v

VAC - Hours

Vecston

-

Keep in mind that this simulation shows common
time-off reasons. When you log into Dayforce you'll

see reasons that apply to you.

Select Vacation.
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9. Using the Calendar to select dates:

I;\ re ( Q Search Dayforce

Create Time Off Request

Time Requested: 0.0000 Hours Status: and
Reasor Start Date Erc Qate Type Remaining Unit
Vacah . 20351204 = | 2025.12.04 Y Seniority « Hours 2650  Howns
; Sick - Hours 3150  rours

Type of Reques:

Request Time Off

i B Use the Calendar to enter dates in the Start
- and End fields.

Click the Calendar.

Balances

10. Start date for Vacation:

Pt ( Q Search Dayforca

n

Create Time Off Request

Time Requested: 0.0000 Hours Status: ending
Reasor Start Dete Erd Date Type Remaining  Unit
Vac s WS 2M 32 Seniority - Hours 6.0 Hours
Sk~ Mowrs 3750 Hours
Tyoe of Reques: ¢ trare 4 Vacetion - Hours 4330 Hours
Fartiel Doy S M T WT P S
S e ' ? 0

Balances Navigate to the Start Date

Select December 22 as the start date for your time off.




11.Using the Calendar:
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Create Time Off Request

Time Rerjuested: 0.0000 Hours

fReasor Start Dete
Vacahi

Type of

Request Time Off

Use the Calendar to enter dates in the End
fields.

Lrploye

Click the Calendar.

Balance

12. Selecting the End Date:
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( Q, Search Daylorce

Status:

Type Remaining
Swriwrity - Hours 2650
Sk -Hours 3150

Vacaton - Hours 433

|

Unit
Howrs
rours

Hours

Create Time Off Request

Time Requested: 0.0000 Hours

Reasur Start Date

Vsl

Tyoe of Reques:
Fartiel Doy 2 WY WY

Navigate to the End Date

Select December 24 as the end date for your time off.

Status:

Type Remaining
Seniority - Hours 2650
Sk - Mowrs 3%
Vacetion - Hours 4330

ending

Unit
Hours
Hours
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13. Expanding the Balances Tab:

A (Q Search Dayforce & e

Create Time Off Request

>
Time Requested: 0.0000 Hours Status: ¢ anding
feasor Start Date Erd Date Type Remaining Unit
Vel . 20 = \ 20251224 Y Seriority - Hours 2650  Howns
Sk -Hours 3750 Hours
Type of Reques: Vacaton - Hours PEE Hours
Lrployee Lo ments
Balances v
Review your Balance Details
In the upper right comner, you'll see an overview of your time
off balanc As you complete the request form, the:
balances will update. For more details, expand the Balances
tab.
Expand Balances.
14. Scrolling Down:
= Hremiw fQ Search Dayforce ) B2 s8a

Creale Time Off Request

Time Requested: 0.0000 Hours Status:
Feasor Seart Date ¢ Date Type Remsining  Unit
Vecaban . | 2051222 1= 2025122¢ 1= | Senivrity - Hours 2650 Hours
Sk - Mours 3750 Hours
Type of Request Vacaton - Hours 2730  bours
Partal Dny
Balances P

Balance Detalls Expiring Transactions

Type Start End Accrued Appraved Pending  Remaining
Seranty - bours 20250714 25.50 0.00 0.00 2650
Gk « Howrs 07507148 000 n.oo 3750
Vacation - Hours 20250714 0.00 0.00 474




15. Viewing Accrued Balances:
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Search Dayforce

Time Requested: 0.

Reason

Vacalan

Type of Reguest

FaiLal Da

Linohoyee Conmnents
Balances
Balance Datalls

ity - Hours
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Vecaticr - Hours

16. Submitting the Request:

Create Time Off Request

0000 Hours Status: © Pending

Szan Dave

ol | 2
Accrued Balances

Remaining Unit

Enc Dae Type
2 2650

Senioriky - Howrs

If your time off request counts towards any accrued
balances, such as Vacation or sick time, the amount of time
requested will show in the Pending column.

Once the request is approved by your manager, it will move
to the Approved column.

A
Click NEXT to continue.
Expiring Transactions
Start End Approved Pending Remaining Lxceeded Unit
00 0ov 2.0 oo Hours
000 oo 330 L Hours
200 000 730 0.00 Hours

Search Dayforca |

Time Requested: 0.0000 Hours

Create Time Off Request

Status: Perx

Reason Szant Date Enc Date Type Remaining Unit
- [ WS 120 Senicrity - Hours 2650  Hours
. . o Sick - Hours 3750  Hours
Type of Request Vecaton - Hours RN Hours
Partal Day
L1e oluyes Connents
Balances AN

Balance Detalls

Type
Sencrity - Hours
Sk « Hours

Vacation - Hours

Expiring Transactions

Start End Arerind Annravend Pandine Remnainine Furaaded Unit
a2s0r1a Hours
20150714 2025120 Howrs
20250714 2025-12-11 Smelt the requeSt Houwrs

Click Submit.
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17.Your request has been submitted.

= FN\ = ( Q. Search Dayforce ] BA

& Roguest New Tane O Select Status 1o Fan

v Balances

* e ; ; ek 2 days

Vacation

1 day (/]

You have successfully submitted a Time
Away From Work Request

Your request now shows in the Time Away list as pending
Approval.

Click NEXT to continue.




