
Manager
Completing Employee Job Changes



Dayforce will be replacing our current PCN form. Please 
reference where the change will take place in Dayforce forms.



To access any change forms in Dayforce, start from the Home Page
Select Manager View 



Manager View in Dayforce allows access to change forms for your staff
Select worker for change activity



Click on the Employee View Profile Link



Click on Forms Position and Compensation Form



Dayforce Position and Compensation Change Form

The Position and Compensation Change form in Dayforce  is comprised of 5 sections/forms. You will work with the 4 sections 
highlighted below to make changes to your Employee’s  Work Assignment, Manager Assignment, Pay and Rates, and 
Compensation Changes

Click the > to expand the section 

One time, stipends, and other off payroll payments 
will still need to be submitted in a form to HR as you 
do now.   



Dayforce Position and Compensation Change Form; Work Assignment Section 

- Use this section of the form to make changes to an Employee’s Location, Title, Department, and Position Type
- Select the Effective Date of your change; note, the date can be a past or future date
- Use the drop down arrow to select the new location, position, title, position term, and reason for the change
- Click Submit for Approval

Approvals: 

• If a Supervisor submits the change, approval from your supervisor, HR, and Payroll is required.

• If a Director submits the change, approval by HR & Payroll is needed.



Dayforce Position and Compensation Change Form; Pay and Rates and Compensation 
Changes Section

- Use this section of the form to make changes to Pay Rate, Pay Type, Pay Class, and Weekly Hours
- Select the Effective Date of your change; note, the date can be a past or future date
- Use the drop down arrow to select the Pay Type, Class, Amount, and Reason for the Change
- Click Submit for Approval

Approvals: 

• If a Supervisor submits the rate change, approval from your supervisor, HR, and Payroll is required.

• If a Director submits the rate change, approval by HR & Payroll is needed.



Dayforce Position and Compensation Change Form; Manager Assignment Section
Employee Transferring to another Department

• The Existing Manager assigns a new manager to the employee transferring in Dayforce selecting the Manager Assignment 
Form

• Select the Effective Date of your change; note the date can be a past or future date See screen shots below

• Existing Manager will need to know Receiving Manager’s Name and Effective Start Date for new position

• -Use the drop down key to select the new Direct Manager
- Click Submit for Approval

Approvals: 

• If Manager Level, the request will be routed to AD or Director for Approval in Dayforce, then HR and Payroll. The process is then completed.

• If Director Level, the request will be routed directly to HR and Payroll for Approval in Dayforce.  The process is then completed.

• Receiving Manager will complete the following:
• Go to My Team in Dayforce.  If the new employee is not showing up, contact the existing manager or HR.

• Complete the applicable Dayforce forms to complete the position change; location, department, pay rate



Manager
How to Process a Termination in 

Dayforce





Click on the worker you wish to terminate in Dayforce;
In the below example we are terminating Joe Testworker



Click on View Profile



Click on Forms Terminate an Employee



Now you will be required to enter the Employee’s termination information; 

Termination Date, Status, and Reason are all required fields but please also include if the employee 
is Eligible for Rehire and include any comments at the bottom that should remain in the employee’s 
file.

All supporting documentation should be sent to HR to be placed in the employee’s file

Last Pay Date should be left blank.

Click submit to start the approval process



Approval Process for a Termination

• When a Manager Submits a termination; the approval process includes your direct manager, HR, 
and Payroll.  If any information needs more attention from you, one of them may ask a follow up 
question and/or could reject it back to with comments for resubmission.

• Comments will be in your notification mailbox in Dayforce

• When a Director/Assistant Director Submits a termination; the approval process includes HR and 
Payroll.



Payroll Processing Deadlines

• Payroll will stop processing any changes on Tuesday at 5pm of Payroll processing week (this is the week 
following our pay day). All terms and payroll changes must be in Ceridian for payroll approval at that 
time.

• All changes/terminations for a payroll need to be entered by the Friday prior to payroll processing 
week.  This will the previous payroll’s pay date.  

• For example, if a pay period ends Sunday 3/21 and any changes within this time should have been 
entered into Dayforce no later than the previous Friday (3/19).  

• This gives HR an opportunity to process all requests and to ask any follow up questions regarding the 
form.



Dayforce Resources & Next Steps

• User guides and help tools are available on the HR, Dayforce 
SharePoint Page

• Please reach out to the HR department for questions and assistance

MAY THE DAYFORCE BE WITH YOU! 


