Como solicitar tiempo libre con la app Scribe™
Dayforce (para empleados)

Aprende a enviar de forma rdpida y sencilla tus solicitudes de tiempo libre directamente
desde la app moévil de Dayforce en tu dispositivo iOS. Esta guia te lleva paso a paso para que
completes el proceso sin complicaciones y mantengas tu calendario siempre actualizado.

1 Dayforce - Solicitud de tiempo libre

Dayforce Mobile - Requesting Time
Away from Work iOS

Scenario

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

dayforce

Click NEXT to continue.
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2 Desde la pantalla de inicio. Haz clic en “More’
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Open Time Away.

Tap More.

3 Abrir Tiempo libre. Haz clic en “Time Away’
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4 Haz clic en el menii de tres puntos para ver mas opciones

5 Haz clic en “New Request’
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Create a New Request

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

Tap More.

Tap New Request.
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6 Selecciona el motivo, por ejemplo: Vacaciones o Incapacidad

Sick

Select the Reason

Training

Unpwiet Time Off Dayforce knows your time off policies and uses the
o Bl ] Reason to determine if and how you'll be paid during

your time off.

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

Tap Vacation.

7 Selecciona tu dia de inicio “Start”

Tap the Start date.
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8 Elige tu dia de término “End”

28 2024 Select the Start Date

Select May 28, 2024.

9 Guarda siempre. Haz clic en “Save”

Save your changes.

Tap Save.

Tum, May 28 2024

28 2024
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10 Tu solicitud nueva de tiempo libre se creé correctamente
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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.
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