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Requesting Time Off Using the Dayforce  scribe
App for Employee

Learn how to efficiently submit time off requests directly through the Dayforce
mobile application on your iOS device. This guide provides a clear walkthrough to
ensure you can navigate the process quickly and keep your schedule up to date.

1 Dayforce - Requesting Time Away

Dayforce Mobile - Requesting Time
dayfores Away from Work iOS

Scenario
In this lesson, you will submit a time away from work request
for approval.

Click NEXT to continue.
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3  Open Time Away

Done
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4  Click the three-dot menu for more options

sestion
Thursdiay, Manch I, 2034
ipcalion
Wednesday, May 1, 2024
et

Thursday, May Z, 2024 - Fnday, May
3, 2024

Create a New Request

Time Away is where you create new reguests
and manage your existing requests.

Tap More.

5 Click Create a New Request
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| Tap New Request.



6  Select Reason for example Vacation or Sick Time

Select the Reason

L Time O Dayforce knows your time off policies and uses the
N Reason to determine if and how you'll be paid during
- - your time off.

Trairing

Keep in mind that this simulation shows common
time off reasons. Your options may vary depending
on your organization.

Tap Vacation.

7  Select Your Start Day

Tap the Start date.

Tap o add @ pomment
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8 Select Your End Day

T, Moy 20, 2022

28 2024 Select the Start Date

Select May 28, 2024.

9 Always Save

Save your changes.

Tap Save.

Tum, by 28, 208
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10 You've Successfully Created a new time away request

Time Away
_r)

wain
Thursday, March 21, 2024
——

Windnaaday, May 1, 2024
—

Thursday, May I, 2024 - Friday, May
3, 2024

Monday. June 3, 2024 - Wednesday,
Jane 5 HI24
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You've successfully created a new time
away request!

The request now appears as Pending in the Time Away List.

The next time your manager logs on to Dayforce, they'll be notified
of your request and submit a response.

Click NEXT to continue.



