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Getting Started

Once the Dayforce application has been configured to support the Android mobile application, users
need to perform setup on their mobile device. This process includes Downloading the Application,
Configuring the Application and Logging In.

This section provides instructions on:

« Accessing Features on page 7

« Downloading the Application on page 12
« Context Menu on page 10

Logging In on page 17

Reporting an Issue on page 29

App Security

Before you Begin:

To access the mobile app, you need to have the following:

« Dayforce credentials, if applicable.

« Single Sign on (SSO), if applicable.

» Mobile features enabled for your role. (A mobile user can only access mobile features that
have been enabled for that role).

The app does not store information on the device with the exception of:

o Company ID.
o Username.

« Adraft message that is not sent because the phone loses connectivity will be stored until the
next login.

« Alist of the viewed coach marks (the app’s internal visual help system for new features).

When the app’s data is running, it is protected by the device’s architecture and app storage. Data is
not encrypted by the mobile client.

Since the main application never trusts anything from the mobile client without taking extra security
measures, all communication from the app to the main application is authenticated by the main
application and the verified data.



The mobile client is subject to the same session duration as the main application. Therefore, if the
app is left idle for a long period of time the application terminates the session, requiring you to log
back in.

Accessing Features

This guide describes all of the mobile features that are available through Dayforce; the features you
can access on your mobile device depend on how your organization uses the application, and the
features and sub-features that have been assigned to you.

Configuring the Application

To configure the application for its first use:

1. Tap the Dayforce icon to launch the application on your mobile device

The application displays the screen to connect to an account.

2. Tap Connect to Account:
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The Welcome screen is displayed.

3. Tap OK to close the Welcome screen:
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Welcome

To use this app, your company must
already have set you up as a user in
Dayforce. Contact your manager to

get the settings that you should use.

OK

4. Typethe Company ID you normally use to access the main Dayforce application into the text
field.

5. Tapthe Save and continue button.

Note: To reopen the Settings screen after first login, in the main login screen, open the con-
text menu and tap the Settings option. For more information about how to open the context
menu, refer to Context Menu on page 10.

Add an Account for Default Single Sign-On

You have the option to allow the app to only display the SSO (single sign-on) login method if you do
not use native authentication (username and password) to log in to the app. Previously, the app dis-
played both SSO and native authentication options for logging into the app, which caused a bit of con-
fusion. Now, the app can be configured to only display the SSO login method, which gives you an
easier login experience.

Setup

Disable native authentication for SSO users in the main application in System Admin > Client
Properties > General Properties > Disable native authentication for SSO users (excludes
OData and Web Service features).



Mobile Account Setup

Set up an account for default single sign on by doing the following:

1. Open the context menu and tap Manage Accounts.
2. Tapthe Connect to another Account button.
3. Type the appropriate company ID.
Note: This is a single word no spaces.
4. Inthe New Account screen, tap Verify Company ID.

The app displays an authentication dialog message to let you know that you should use your
SSO credentials.

5. Inthe Authentication dialog message, tap Ok.
Note: In some cases, the app displays the Enable Dayforce Authentication button at the
bottom of the screen. An employee may need to use the native authentication method rather
than SSO, for example, during onboarding or off boarding an employee may have less net-
work access.

6. Optionally, if you select Enable Dayforce Authentication.

If your organization is set up to use SSO, the app displays a message to let you know that
enabling Dayforce authentication may not work for you.

7. Inthe Enable Dayforce Authentication dialog message select Enable.

If enabling Dayforce authentication is successful, the app displays both SSO and native
authentication login options on your account setup screen.

Context Menu

This section describes how to open the context menu, which allows you to perform various actions
throughout the application. How you open the context menu depends on the type of Android device
you use and its operating system version, described below:

« For devices running Android operating system version 4.0 and above that do not feature a

physical hardware menu button, tap the menu icon at the top-right of the screen to open a
drop-down list of available options (menu options are context sensitive and dependent on your



role):

|||:||| '

Not Set
Location Filtering

Rudy Blausey
Manager Filtering

My Direct Reports

Note: Displayed menu options will vary depending on your role and feature.

« For Android devices running operating system versions below 4.0, tap the physical menu but-
ton to open a menu with icons along the bottom of the screen:

Password

Login

Forgot Password?

9 © 0

Info | Settings Help




Downloading the Application

The Dayforce mobile application can be downloaded from the Android Market, which can be
accessed in either of two ways:

« Onyour computer, via the Google Play Store website at play.google.com
« On your mobile device, by opening the Play Store app.

If your organization uses the Home feature, you can also download the app using the link in the
Mobile section of Home > Account Settings:

Dayforc-:—:- Mobile App Download on the ANDROID APP ON

App Store i p» Google play

Company ID Company A

Jser Mame Maury.Palmer

Dayforce Mobile FAQ

FAQ

FAQ is accessible from the settings option ( & ) in the navigation menu on Home screen:


http://play.google.com/

EL2964, EF2964
Encourager-Tracker

Storeline Management (CAN) »

Home
)I"z'l Attendance

= Availability

@ Clock

0 Benefits -
Eg: Earnings

228 Employees

g Messages

Logout

In addition, FAQ is accessible from the context menu on the login screen:
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Favorites

The favorites toolbar is located on the upper part of the home page and holds up to three features. In
this example, the Employees and Messages features are displayed in the favorites toolbar. Tap a
feature icon on the favorites toolbar when you want to launch a feature:
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>

Employees Messages

- Next Scheduled Shift
ﬂ Mo upcoming shifts in the next 7 days

x Mo tire avway requests in the next 30
days

<] No unread messages

Notes

« If afeature becomes unavailable for a role, then the feature icon is removed from the toolbar
and no longer displayed.

« Ifafeatureis added to arole itis not automatically added to the toolbar even if it was there pre-
viously.

« By default, the favorites toolbar is automatically populated with the first three features that are
listed in the navigation menu. However, if one of those features is Benefits (which has sub-
menu items) it will not be displayed and the quick launch lists two features. You then have the
option to add sub-feature menu items to the favorites toolbar.

Edit the Favorites Toolbar

Hold and press an existing favorite feature icon to change the screen to edit mode.

Note: Your role feature access will affect which available features are displayed on the edit screen.
Add Features

Add features to the favorites toolbar by doing the following:



When you are in edit mode, tap the feature icon to add it to the toolbar.

Note: If the favorites toolbar is at capacity (three features) the feature that is added to the toolbar
replaces an existing feature.

Note: You need to replace rather than remove feature icons on the favorites toolbar.

Coach Marks

Coach marks (also called Instructional overlays) help you to get more familiar with particular features
in the mobile app, by providing tips and instructions in the user interface. The following coach mark is
an example in the Calendar feature:

Synchronize to your Calendar
Open the schedule settings from the menu
to view synchronization options for your
Google calendar to view on all your devices,
or for your device's local calendar.

Click through the coach marks using the arrows, or close them by tapping the Close button.

Coach marks are displayed on the following features:

« Attendance
« Employees



« Set Coordinates

o Tasks

« Time off List

« Home

« Widgets

« Calendar

« Schedules

« Timesheets - Timesheet Data Validation

Logging In

Your organization's configuration determines how you log in to the application:

« The default login method requires a user name and password. When your organization uses
this method, the app displays Username on the login screen.

« The single sign-on (SSO) login method requires the credentials that you use to access your
organization's network. When your organization uses this method, the app displays a single
Login button on the login screen.

Find your Login Details

If your organization has enabled the Home > Account Settings, you can find your login details
(i.e., user name and company ID) for the mobile app in the Mobile Application section:

Dayforce Mobile App Download on the ANDROID APP ON

@& AppStore P> Google play

Company D CompanyA

Jser Name Maury.Palmer

Dayforce Maobile FAQ

Otherwise, contact your manager or Dayforce Administrator.

Login Using your Username

Logging into the mobile application is a very similar process to logging into the main Dayforce applic-
ation.



Tolog in, you first need to associate the app with your user account. If you work for more than one cli-
ent that uses the Dayforce mobile app, you can associate the app with each account so that you can
switch between the two easily.

Add an Account

To add a new account:

1. Open the menu and tap Manage Accounts:
Ad 3 i B 3:56
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Username
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2. Tapthe Connect to another Account button:
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< Accounts

Accounts

Company A

Connect to another Account ...

Calendars

DELETE LOCAL DAYFORCE CALENDAR

T
o
©

FAQ

REPORT AN ISSUE

3. TapCreate New.
4. Type the appropriate company ID and user name. The app saves your username so that

you only have to type your password when you log in.
| L4 0 & 1:00

< New account

Advanced mode

Instance Details

Is Unified '

Company B

Account name

‘ Optional @

VERIFY COMPANY ID

Username

Note: The app verifies your company ID to ensure that it is valid, and that you have not typed the

same value for both the company ID and user name. It displays a checkmark next to the company 1D
once it has been verified.




5. Tap Save.

Add an Account for Default Single Sign-On

You have the option to allow the app to only display the SSO (single sign-on) login method if you do
not use native authentication (username and password) to log in to the app. Previously, the app dis-
played both SSO and native authentication options for logging into the app, which caused a bit of con-
fusion. Now, the app can be configured to only display the SSO login method, which gives you an
easier login experience.

Setup

Disable native authentication for SSO users in the main application in System Admin > Client
Properties > General Properties > Disable native authentication for SSO users (excludes
OData and Web Service features).

Mobile Account Setup

Set up an account for default single sign on by doing the following:

1. Open the context menu and tap Manage Accounts.
2. Tapthe Connect to another Account button.
3. Type the appropriate company ID.
Note: This is a single word no spaces.
4. Inthe New Account screen, tap Verify Company ID.

The app displays an authentication dialog message to let you know that you should use your
SSO credentials.

5. Inthe Authentication dialog message, tap Ok.
Note: In some cases, the app displays the Enable Dayforce Authentication button at the
bottom of the screen. An employee may need to use the native authentication method rather

than SSO, for example, during onboarding or off boarding an employee may have less net-
work access.

6. Optionally, if you select Enable Dayforce Authentication.

If your organization is set up to use SSO, the app displays a message to let you know that
enabling Dayforce authentication may not work for you.

7. Inthe Enable Dayforce Authentication dialog message select Enable.

If enabling Dayforce authentication is successful, the app displays both SSO and native
authentication login options on your account setup screen.

Account Tiles

On the login screen, the app displays a dot for each account you have added. For example, if you
associate the app with two accounts, it displays two dots. It also displays the Company ID above the
username to indicate which account you are logging into.
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Each account is displayed on a separate "tile". You can switch between accounts by swiping across
the screen to display the appropriate account tile.

To change the order of your account tiles:

1. Open the menu in the upper right and tap Manage Accounts.
2. Hold and drag the order of the accounts on the Accounts screen.
3. Tap Accounts to exit the screen.
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< Accounts

< Accounts

Accounts
Accounts

== Company B
= Company A = 300171
= u201102
== Company A
= CompanyB = wo1102
= u300171
Connect to another Account ...
Connect to another Account ...
Calendars

Calendars

DELETE LOCAL DAYFORCE CALENDAR

DELETE LOCAL DAYFORCE CALENDAR

Help

Help

REPORT AN ISSUE

REPORT AN ISSUE

O

Edit or Delete an Account

To edit the settings for one of the accounts:

1. Swipe to the appropriate tile.

2. Tapthe “*icon below the Login button.
3. Do one of the following:
1. To edit the account, change the necessary settings.

2. Toremove the account from your phone (for example, if you are no longer working for

one of the companies), At the bottom of the Edit Account screen, tap the Remove
Account button.

Log in to an Account

Once you've configured the necessary account(s), you can log in to them by swiping to the neces-
sary tile and typing your password.

Tip: You can view the password that you've typed by pressing and holding the “#* icon. The app only
displays the password while you hold the /& icon.

Logging in Using Single Sign On (SSO)

Single Sign On (SSO) allows you to log in to the Dayforce app using your credentials for your organ-
ization's network, rather than having to remember another user name and password.



If your organization uses SSO, the application displays a single Login button on the login screen,
rather than fields for user name and password.

Tologin using SSO:

1. Click the Login button. The app then launches your default browser.
2. Type the login credentials for your organization's network in the fields provided.

3. Ifthisis your first time logging in with SSO, you must click the Allow button to authorize the
app to use these credentials.

Fingerprint Login
Updated the Android mobile app so that you can now use your fingerprint to log in to the app.

Before You Begin: The biometric prompt is standardized and provided by your device's operating
system. Your device needs to be fingerprint scan-enabled which is available on Android M operating
systems and up.

Configuration
In your mobile device, enable fingerprint login in Manage Accounts > Login Type > Fingerprint.

Fingerprint is the default login option but you can change your login option to pin code or pattern
depending on your device.

Note: Pin or pattern login is determined by the standard lock screen setup on your device.
Enable your Account for Fingerprint Login

Before You Begin: The biometric prompt is standardized and provided by your device's operating
system. Your device needs to be fingerprint scan-enabled which is available in Android M operating
systems and up.

1. Onthe login screen open the context menu and tap Manage Accounts.
2. Inthe Login Type section, select the Fingerprint option.
3. Tap the back arrow to exit the screen and save your changes.

Note: The save password option will not be available to all devices, only some devices run-
ning Android Marshmallow and up will be able to save their password.

Initial Fingerprint Login

Do the following to login for the first time using your fingerprint:

1. Ifyou selected the option to remember your password when you enabled fingerprint login, the
app displays a pop-up dialog which asks you to save your password.

2. After your password is saved, a pop-up dialog is displayed which asks you to confirm your cre-
dentials.

3. Touch the fingerprint sensor on the screen to confirm your credentials.
You are automatically logged in if the fingerprint is accepted.



Fingerprint Login

Do the following to login using your fingerprint:

1. Place your finger on the fingerprint scanner on the login screen.
You are automatically logged in if the fingerprint is accepted.

Note: The biometric prompt is standardized and provided by your device's operating system.

Failed Login

You will be warned of your last attempt to log in if you repeatedly type in your password incorrectly.
After the second failed login attempt you are warned that you will be locked out of your account.

AQ Y[ v I = 10:16
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Error

Username or password is invalid.
You have failed to login 2 times.
Entering the wrong username or
password again will lock your
account.

OK FORGOT PASSWORD
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Forgot Password?
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After the third failed login attempt a popup dialog explains why you are locked out and specifies the
duration of your lock out. You can specify how long a user will be locked out of their account oth-
erwise the default lock out duration is 120 minutes.
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Note: The duration of the account lock out can be changed and specified.

Temporarily View your Password

You can temporarily view the password that you are typing in the login screen and Change

Password screen by holding the show password button . The password is only displayed while
you hold the button.

View Frequently Asked Questions

You can view frequently asked questions from the login screen by opening the menu and tapping
FAQ. The app opens the FAQ page in your default browser, where you can view answers to com-
mon questions such as "What is my company ID?" and "How do | reset my password?"

Note: You can also view this from within the app by tapping FAQ in the menu on the Home screen.

Set up your Security Questions

Set up your security questions by doing the following:

1. Inthe My Profile feature select Update Security Questions.
2. Enteryour current password.
3. Answer security questions number 1 and 2.



Note: You can change the current security questions by tapping the question to open the ques-
tion option list. There is a checkmark beside the chosen question.

4. Save.

Next time you tap Forgot Password on the login screen, the app displays the security ques-
tions that you set up.

Update Security Questions

If you have not set up your security questions the app displays a prompt when you log in. Select
Setup to set up your security questions. If you select Skip, you will be prompted with the same dia-
log the next time you log in:

AL 3 [

Q
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Dayforce

Setup Security Questions

You have not setup your security
questions. These questions will
be used to help verify your identity
and are needed to reset your
password.

SKIP SETUP
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Note: The app displays this dialog if you log in using your native authentication credentials not if you
log in using single sign-on (SSO).

Navigation Panel

Swipe to the right or tap the navigation menu icon on the upper left to access the navigation panel:



e ®

‘ Bella McGrath

Community Center Associate

Home

_5 Availability
Calendar
C'-) Clock

Eg: Earnings
g Messages
E Payroll Card

A8 schedules

Logout

In addition to the listed features the navigation panel contains:

« Header section - contains current user summary, avatar (or picture), name and role.

« Allavailable roles - tap the triangle to access additional roles if available.

« Sub-menu items - for the features that are listed. The menu items are collapsed under the par-
ent menu items. If there are sub-menu items users tap the triangle to access the items.

« Logout.

« Settingsicon - to access setting menu options and a link to Help.

Note: If users have access to specific sub-feature menu items but not to the parent items the parent
item is displayed in order to access the sub item(s).

Note: If a feature is disabled it is not displayed in the navigation panel.

Default Feature

You can change your default feature from Home to another feature of your choice.



1. Tap the settings icon & .

2. Select Set Default Feature. The checkmark will be displayed beside the feature that you
select as the default feature:

i 9 ia 11:40

Default Feature DONE

m Home v

J% Attendance

S Availability
Calendar
Egi Earnings

228 Employees
DX Messages

@ My Profile

)-’é,‘ Schedules

{z} Set Coordinates

Switch Roles

If you have more than one role you can switch roles:

Tap the triangle on the upper right to expand the available roles. The current role is highlighted:
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Rudy Blausey
Storeline Management -
(CAN)

Storeline Sales Lead

Storeline Management (CAMN)

Tap to choose another role. The listed features in the navigation panel adjust accordingly.

Reporting an Issue

After three unsuccessful login attempts, the application prompts you to report an issue. If you have
been experiencing an issue in the mobile app that is not related to logging in, you can choose to
report it from the Settings screen.

On the Home screen tap the settings button then tap Report an Issue:



[

< Settings

Features

Set Default Feature
Set Default Employee Filtering

About

What's New?
FAQ

Instance Details
Report an Issue

Legal

Terms of Use

Privacy Policy

The application automatically populates an email address with the appropriate recipient and subject
line. The email also includes a log file that will be used to debug the issue.

Note: To use this functionality, you must have an email address associated with your mobile device.

Widgets

Added widgets so that you can have quick and easy access to key information pertaining to you. Wid-
gets let you preview your work and approval statuses from the home screen. The following is a list of
features that are displayed as widgets:

« Calendar

o Time Away
« Wages
 Messages
o Earnings

« TeamRelate
e Approvals



Note: Widgets are currently available if you are using both mobile client and server version 7.48 or
higher.

i 0 |

-
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Time Off List  Timesheet

- Next Scheduled Shift
ﬂ Mo upcoming shifts in the next 7 days

x Mo tirme away requests in the next 30
days

D<) No unread messages

Special Notes

« Ifyour role does not have access to specific features those widgets are not displayed.

« Allavailable widgets are automatically displayed when you log in for the first time.

« Ifyour role does not have access to any of the features that have widgets the app displays a
message: No data available.

« If your role changes in terms of feature access widget availability reflects that change.

« You have the option to configure your widgets after your initial log in.

Configure Widgets

Configure widgets by doing the following:

Select Configure Widgets from the context menu on the upper right of the home screen. Widgets
are now in edit mode:
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Time Off List  Timesheet

- Next Scheduled Shift
ﬂ Mo upcoming shifts in the next 7 days

x KMo tirme away requests in the next 30
days

< Nounread messages

You are then able to delete, add, and re-order widgets. Refer to the next section.

Delete, add, or Re-Order Widgets

Delete, add, and re-order widgets from the Configure Widgets screen by doing the following:
-
Delete widgets by tapping the delete icon ¥ .

Add widgets by tapping the add icon ° .

Re-order widgets by selecting the
the widget to the desired position.

icon beside the widget that you want to move and dragging



Manager Guide

Through the mobile app, managers can review and edit employee information, approve and deny
requests, track attendance, and manage their tasks.

This section describes the following actions you can perform:

« Select a Location on page 43

« View and Contact Employees on page 44

« Manage Time Away From Work Requests on page 80
« Messages on page 108

« Set Your Coordinates on page 84

« Manage Tasks on page 88

« View Your Profile on page 116

« View your Earnings Statement on page 174

» View Your Payroll Card Transactions on page 178

Approvals

The approvals feature allows you to view shift trade and availability requests, and approve or deny
those requests.

Main Screen

When you open the Approvals feature, the app displays each request on its own card and all
requests are sorted by the request date. Requests that fall on the same day are sorted by the cre-
ation date. There are five types of requests:

« Overtime Banking

Unfilled Shift Trade

« Unfilled Shift Bid

« Shift Trade (Offer and Swap)
Availability (Default and Temporary)

Requests have the following statuses:

« Pending: Orange color at the top of the card.

« Cancellation Pending: Dark orange color at the top of the card.
« Approved: Green color at the top of the card.

« Denied: Red color at the top of the card.

« Cancelled: Gray color at the top of the card.
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Jul 15,2017 - 09:00 - 13:00
to Amy Davis

Jul 19,2017 - 17:00 - 18:00
to Paul Sharpe
Due Sat Jul 15,2017 05:00

X Deny

Scott Adams
g f:) Shift Trade (Offer)

Jul 16,2017 - 15:00 - 21:00
to Amy Davis

Due Sun Jul 16,2017 11:00

The following additional points apply to approval requests:

« Ifarequestis past due, the app displays "Due: (Date)" message in red font on the request
card. For example, “Due: Dec 31, 2017".

« Ifthe due date time on a request is due on the current day, the app displays a "Due: Today"
message on the request card.

Filter

Filters allow you to organize how to view incoming approvals. If changes to your filter are saved, filter
selections continue for the duration of the session. If the filter criteria return no results, the app dis-
plays the message "No approvals match the filter criteria".

Default Filter

By default, the app filters approval requests by the following:

« The approval types that are configured in the main application.
« Pending and Cancellation Pending status.
« Date range from two weeks previous, to one year ahead of the current day.



« Employee is not specified.
« Manager is set to self.

Filter your Approval Requests

Do the following to filter your approval requests:

1. Select the filter button ( = ) to open the filter screen:
M X

v

Filter

Approval Type B @ X

fE AVAILABILITY | @ SHIFT TRADE

Status Type Q X
g

Date Range

Start

End

Fri Jul 28,2017

Sat Aug 11,2018

e Name ii

2. Make your selection from the following filter options:

Approval Type: Approval types include Overtime Banking, Unfilled Shift Bid,
Unfilled Shift Trade, Availability and Shift Trade. Tap to make your selection.

Status Type: Statuses include - Pending, Cancellation Pending, Approved, Denied
and Cancelled.

Date Range: Enter a start and end date by tapping the Start and End fields.

Employee Name: Select the field to open the keyboard on your device where you can
type in an employee name.

Manager: Select the field to open a drop-down list of managers to choose from.
Reset to Default: Select to reset the filter back to the default options.



3. Optionally, select (0 ) to open the screen to specify the fields that you want to show and
hide. Make your selection from the following:
« Location
« Job
« Department
« Pay Group
« PayPolicy
« Include New Hires
« Actionable Only

Note: You do not have the option to hide the Date Range and Manager fields.

4. Select () to save your filter.

Show or Hide your Filter Options
Do the following to show or hide your filter options:

1. Select the filter button ( = ) to open the filter screen.

2. Select (0) to open the screen to specify the fields that you want to show and hide.

3. Select from the following options:
« Location

« Job

o Department

« Pay Group

« PayPolicy

« Include New Hires
« Actionable Only

Note: You do not have the option to hide the Date Range and Manager fields.

4. Select( ) to save.

Shift Trade

You can approve or deny shift trades from the list of pending approvals, or from the shift details
screen. After you make your selection, the app loads and updates the card's status to reflect the
action that was taken. Depending on your filter settings, the request may no longer be visible in the
list. For example, if your filter specifies to view Pending and Cancellation Pending statuses only,
after you approve or deny a request, it will no longer be displayed in the list.

Shift trade offer and swap cards in the list of pending approvals contain the following information:



« Initiators name

« Avatar (If there is no avatar, initials)

« Requesttype

« Requesttype icon

« Date and time of shift offering

« Name of the recipient

« Shift trade due date

» Date and time of shift receiving (Shift Trade swap card only)

Approvals

= 06/26/17 - 07/10/18 m ]

Scott Adams
f:) Shift Trade (Swap)

i

Jul 15,2017 - 09:00 - 13:00
to Amy Davis

Jul 19,2017 - 17:00 - 18:00
to Paul Sharpe
Due Sat Jul 15,2017 05:00

X Deny

» Scott Adams
g f:) Shift Trade (Offer)

Jul 16,2017 - 15:00 - 21:00
to Amy Davis

Due Sun Jul 16,2017 11:00

You can approve or deny shift trades in the list of pending approvals by selecting Approve or Deny.
After you make your selection, the app loads and updates the card's status to reflect the action that
was taken. Depending on your filter settings, the request may no longer be visible in the list. For
example, if your filter specifies to view pending and Cancellation pending statuses only, after you
approve or deny a request, it will no longer be displayed in the list.

You also have the option to view shift trade details by selecting a card to flip it over. The shift trade
details screen for shift trade offers contains the following:

Shift trade offer and swap detail cards contain the following information:



« Initiators name

o Avatar

« Date and time of the shift
« Job and location

« Arrow pointing below to another mini card with the recipient's name and "Accepted the offer"
message. (Shift trade offer only).

« Arrow pointing down to another mini card that details the same information as the initiator's
card. There is also an arrow pointing up to the initiator. (Shift Trade swap only).

Approve or Deny Shift Trades

Do the following to approve or deny shift trades from the list of pending approvals:

1. From the list of pending approvals scroll to the card that you want to take action on.
2. Select Approve or Deny on the card.

Do the following to approve or deny shift trades from the details screen:

1. From the list of pending approvals select a card to view the shift details.
2. Optionally, tap the Manager Comment field to add a comment.
3. Select Approve or Deny on the card.

Availability

You can approve or deny availability request cards from the list of pending approvals, or from the
availability details screen. After you make your selection, the app loads and updates the card's status
to reflect the action that was taken. Depending on your filter settings, the request may no longer be
visible in the list. For example, if your filter specifies to view Pending and Cancellation Pending
statuses only, after you approve or deny a request, it will no longer be displayed in the list.

Temporary and default Availability cards in the list of pending approvals contain the following inform-
ation:

« Initiators name

« Avatar (If there is no avatar, initials)

« Requesttype

« Requesttypeicon

« Start date of availability

« Requestdue date

« End date of availability (Availability temporary card only)

The Availability detail screen contains the following information:

« Initiator's name
o Avatar



« Requesttype

« Requestdue date

« Startand end date of the availability request.

« Previous availability time and requested availability time by date of the week
« Employee comment section

« Manager comment section

Approve or Deny Availability

Do the following to approve or deny availability from the list of pending approvals:

1. From the list of pending approvals, scroll to the card that you want to take action on.
2. Select Approve or Deny.

Do the following to approve or deny availability in the details screen:

1. From the list of pending approvals select a card to view the shift details.
2. Optionally, tap the Manager Comment field to add a comment.
3. Select Approve or Deny.

Overtime Banking

You can approve or deny overtime banking from the list of pending approvals, or from the details
screen. After you make your selection, the app loads and updates the card's status to reflect the
action that was taken. Depending on your filter settings, the request may no longer be visible in the
list. For example, if your filter specifies to view Pending and Cancellation Pending statuses only,
after you approve or deny a request, it will no longer be displayed in the list.

Configuration

Enable the following in the main application for overtime banking approval:

« System Admin > Roles > Features > Mobile > Mobile Manager > Approvals >
Overtime Banking

Overtime Banking Cards and Detail Screen

Overtime Banking request cards are on the main screen and contain the following information:

« Initiators name

« Avatar (If there is no avatar, initials)

« TeamRelate halo

« Request type and request type icon

« String to indicate the pay out Example: "Pay out 5 hours on Mar. 28, 2018"
« Date of the pay out



« Duedate
« Approve and Deny buttons (if applicable)

Note: Hours to pay out can contain up to seven figures (i.e., 9999999) and five decimal places (i.e.,
9.99999).

The Overtime Banking detail screen contains the following information:

« Initiators name

« Avatar (if no avatar, initials)

« TeamRelate halo (if applicable)

« Request type and request type icon

« Duedate

« Withdrawal string

« Payoutdate

« Payout hours

« Balance details: Select to view OT Bank screen (existing balances in the user interface)
« Employee comment field

« Manager comment field

« Approve and Deny buttons (if applicable)

Approve or Deny Overtime Banking

Do the following to approve or deny overtime banking from the list of pending approvals:
1. From the list of pending approvals scroll to the card that you want to take action on.
2. Select Approve or Deny on the card.

Do the following to approve or deny overtime banking from the details screen:

1. From the list of pending approvals select a card to view the shift details.
2. Optionally, tap the Manager Comment field to add a comment.
3. Select Approve or Deny on the card.

Unfilled Shift Trade

You can approve or deny unfilled