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Follow the flow chart below:

Step 1
Select "Request New Time Off" or an existing record from your "Your Time

Away List "

Select the appropriate Reason and fillin the dates as usual.

Or, if updating an existing record scroll down to the "Document Privacy and Retention”

statement.
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Step Two
Agree to the "Document Privacy and Retention" statement

You can do this by ticking the “1 Agree” box

Document Privacy and Retention

Supporting Documents that you attach may contain personal and private information and may be retained in your records for at least 7
years.

Al d o are to be viewed by those employees who can currently manage your TAPW.

If you do not want this to occur. please provide the document directly to your appropriate manager.
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Step 3
Upload a File

By ticking the "l Agree” box this opens a new field called "Supporting Documents’.

Click on *+ Upload Files® to browse for your document

Document Privacy and Retention

Supporting Documents that you attach may (ontain personal and private information and may be retained in your records for at least 7

yoars.
All attached Gocuments are available 10 Be viewed by those employees who Can currently Manage your TAPW.
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Step 4

Browse for File

Select the "Browse for file(s) button and find the document you require and select

‘Open
You will see the file in the table once it is ready to upload.

Then select "Upload®

Upload Files X

Drag and Drop File
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Step 5

Submit Your Document

You will now see your document in the "Supporting Documents’ field. You can add

another document by clicking on the *+ Add’ field, or simply click *Submit® to finish
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You have now successfully added a document to your Time Away From Work
Request in Dayforce

If you have any questions please contact your HR team
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