MANAGER SELF-SERVICE
TERMINATIONS Mister

Logging In

Go to Dayforcehcm.com and log in with the same username and password you used for
Employee Self-Service.

DAYFORCE |HCM

Company
MCw

User Name

107372

Password

Login

Can't access your account?

Selecting the Employee

There are options for viewing an employee’s file. Select the option that works the best for
you. These options are marked and will be highlighted below.

e Option 1: Click on the search function in the upper right corner and enter the name or
employee number.

e Option 2: Click the My HRicon OR

e Option 3: Click on the employee icon under My Team

Parker, Peter
General Manager-General Manager
Profile & Settings

o

My Team View Hierarchy
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Production-Crew
324-Crew

%, ‘e Hierarchy

Carmen, Diego 3236... 323637

Manager: Parker, Peter 325129

X

Click on Forms to select Termination, and then Terminate an Employee.

My HR

el Save @ﬁlter | Address Book @ Refresh [i5 Forms v
I

\_:-,_,' Job & Pay Change

1_:1,' Leave Management

[
[

1_¢'Terminatiunh 3 |;=Z:|Terminate an Employes

Complete the areas marked with a red asterisk (Termination Date, Status and Reason) and click
Submit. Note: It is important to select the accurate reason for the termination.

Terminate an Employee |
Carmen, Diego 323637
Employment Status: Active Employee Number: 323637

Termination Details

Termination Date * Status *
Eligible for rehire Last Pay Date

( 2 \

Supporting Documents

|

1)

To initiate the termination of an employee, complete and submit the following form. Fields marked with an asterisk are required values.

Reason *
I 2
Attendance

Background Check/Work Authorization
Death

Please attach supporting documents

Add File(s)

Comment

|| Please add comments to the employee's file

Did Not Return from LOA
Dismissed

Duplicate EE

End Temporary Employment
Insubordination
Layoff/Staff Reduction
Misconduct

Mever Worked

Mo Call/No Show

Quit without notice
Resigned-HR Clean-up
Resigned-Personal Reasons
Resigned-Voluntary Term
Retirement

Transportation Problems

Unsatisfactory Performance

Vislation of Rules
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