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Logging in to Dayforce 

 

 
 
 
For all of our agencies, orionassoc will be used as 
the company. 
 
User Name format: (firstname.lastname) 
 
Staff will have 5 tries at the correct User Name and 
password before being logged out.  You must then 
contact a site administrator 
 
Use this before your 5th failure to reset it! 

 

 
Reset Password Screen 
 
You can use either your User Name or your Email.  
 
Your email must be verified ahead of time.  Make 
sure you do this the first time that you log in. 

 

 
 
On the first time that you log in, it is crucial that you 
verify your email address and set your security 
questions.  This is needed in order recover a 
forgotten password.   
 
 
 
 
Use the dropdown boxes to choose the two 
questions that you want to use and fill in the correct 
answer.  To recover your password, you will need to 
answer these questions again; so choose wisely 

 
• Employees with a company email will use Single Sign On (SSO)—you will be directed to the Microsoft 

Login, and you will log in with your company credentials (similar to Sharepoint) 
• Employees without a company email will use Multifactor Authentication (MFA).  Choose the option to 

send a text message. 
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Getting help through Mypath Videos 
Dayforce has training videos and guides that can help you to learn how to navigate the software.  Here is how 
to access these videos: 
                  

                                  
 

  
Click on the profile button with your initials in 
the top right corner of the page. 

 

 

 
Click on Help 

   
MyPath will open up in another tab on your browser. 
 

 
 
 
 

You can choose 
the topics that 
you want to see 
by clicking on 
the menu. 
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Updating your profile information 
                  
 

                                  
 

  
Click on the profile button with your initials in 
the top right corner of the page. 

 

 

 
 
You can update any of your personal 
information by clicking on a blue pen icon. 

 

 
To add information, click on the Add button. 
 
To delete information, click on the Delete 
button. 
 
To edit any information, click on the 
information that you want to change, and make 
the correction 
 
Once the changes are completed, click on the 
Submit button. 
 
Note: once you submit the change, the 
change will NOT be made immediately.  
It will take a little time to be approved. 
 

 



Dayforce Training Guide for DSP’s 

Changing your password (if you are already logged in) 

 

 
On the profile page (see above), click on 
settings. 

 

 
Click on Security. 

 

 
 
Enter your current password 
 
 
Enter the new password. 
 
 
Enter the password again to confirm it. 

               

 
Scroll down to the bottom right of the page to 
click on save 
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Clocking in and out (Meridian Program Dept) 

 

 
On the hub page, click on Start Shift. 

• You must be scheduled to clock in. 
• You must be at the house to clock in. 
• You cannot clock in more than 15 

minutes early. 
• Your clock in time and clock out time 

will be recorded on your timesheet for 
your supervisor to verify. 

 
You will see a green notification bar that you 
were successfully clocked in. 

 

 
 
When it is time to clock out, click on End Shift.  
 
 
 
 
You will see a green notification bar that you 
were clocked out. 

Reviewing your schedule 

 

 
The calendar is a page where you will 
frequently go to review your schedule, pick up 
available shifts, and even make a request for 
Time Away From Work (TAFW). 
 
Start by clicking on Calendar. 
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This is a calendar Month view.  This view allows you to see an entire month at a time, but it does not provide 
much detail about your shift. 
 
 
 

 
 

 

 
This is the Week view.  It will show you your schedule for one week.  This view will provide you with more detail 
about your shift. 
 
 

 
 
 
 

 

Click here to change 
the view 

This row shows the number of hours 
scheduled and the number of hours 

worked for the week. 

Use the arrows to see the previous week or 
the next week. 

This row shows the hours scheduled 
and worked each day. This shows you the hours scheduled 

and worked for the week 

Use the arrows to see the previous 
month or the next month. 

Indicates that you are scheduled for 
Time Away From Work (TAFW) 
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Picking up an unfilled shift (Shift Bidding) 

                           

 

 
In your calendar, this icon will indicate that 
there is a shift available for you to pick up.  
In Dayforce, this is referred to as Shift 
Bidding.  

 

 
When you click on a date, this box will 
appear.  To view the available shifts for that 
week, click on Shift Bidding. 

 

 

 
 
 
 
 
Your shifts that you are scheduled and the 
available shifts will appear in this view. 
 

You can filter out the types of shifts 
that you want to see in this box 
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Choose the shift that you would like to bid 
by checking the Request Shift box. 

• You will not be able to bid for a shift 
if you are in overtime or it will put 
you in overtime. 

• You will not be able to bid for a shift 
if it overlaps with another shift you 
are scheduled for. 

• You cannot pick up a shift that is 
going to put you over 18 hours. 

 

 
Scroll to the bottom right and click on 
Submit. 

 
If it successfully accepts the bid, you will not see yourself scheduled immediately.  You will see this in the row 
of the shift that you bid on.    
 
 
 

 
 
Once the shift bid is approved, the shift will appear on your schedule. 
 
 
If the bid cannot be received, you will see an error message at the top of the screen that looks like this: 

 
 
If you have any questions about errors or need to resolve schedule conflicts to bid on a shift, contact the 
scheduling department. 
 

 

It will say “Cancel Request” 
instead of “Request Shift” 

It will say “Pending Request” 
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Requesting Time Away From Work (using the calendar) 

 

 
When you click on a date, this box will 
appear.  To view the available shifts for that 
week, click on Create time off request. 
 
**Time Away From Work requests still must 
be made 2 weeks in advance. 
 
To intitiate a shift trade, contact the 
scheduling department. 

This screan will appear. 
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Click on the drop-down box under 
“Reason” to choose how the time off will 
be categorized.  You are required to 
choose one. 

 

 
You can choose to take off a partial day by 
clicking Partial Day and setting the times 
that you need off. 

 

 
Add a comment if it is needed to explain 
the time away from work. 

         

 
Verify that the total number of hours is 
correct. 

 

 
At the top right of the screen, you will be 
able to see how many hours you have left if 
a PTO request goes through. 
 
*The scheduling department will approve 
or deny your TAFW request. 

  
To look at your list of TAFW, click on the 
“Time Away List” 
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