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ACS Group — New Payroll System (Ceridian Dayforce HCM)

Entering the Dayforce System

Logging in to the Dayforce system:

e Go to https://www.dayforcehcm.com
e The following screen will be displayed

DAYFORCE | HCM

ACS
User Name

H12345 Password: Last 4 digits of your SSN
Password followed by your birth year. For

example 12341965 for an SSN that

A 4

ends in 1234 for someone born in

Login 1965.

Can't access your account?

e Enter the following
o Company: “ACS”
o User Name: this is your Employee ID. You can get this from your Payroll Team if needed.
It is important that you remember your Employee ID.
o Password: Last 4 digits of your SSN followed by your birth year. For example 12341965
for an SSN that ends in 1234 for someone born in 1965.
e Finally, click Login
e The first time you enter the system you will be requested to change your password.

e Enter a new password
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https://www.dayforcehcm.com/

Change Password

A password reset is required for this account
MWew Password

Confirm new password

e Review this brief document.

Change Password

A “Did You Know...” screen will appear and will provide general instructions on using the system.

e This can be turned off in the upper right of the screen if desired.

What's new in Dayforce HCM v8.49 Relsass 8.49

Did You Know...

This feature provides valuable tips for Dayforce HCM.

We'll cover the following topics:

* Navigating the application
* Downloading the mobile app
* Accessing Help

Click the > button to the right of this slide to learn more.

- Show this nexttimellogin x
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Access Pay Stubs / Earning Statements
To view Pay Stubs:

e Onthe Home page click “Earnings”

Calendar

Actions Events

4|Page



e Use the “Earning Statements” option in the upper left

e Enter the desired date range
e C(Click the Filter icon

Earning Statements]  Year End Forms

From: |6/1/2015 To: | 7/28/2016 Y Filter

Earning Statement

e The Pay Stubs will be displayed below

Earning Statements Year End Forms

From: |&6/30/2015 To: 7/30/2016 ¥ Filter
Earnming Statement Pay Date Type
“ June 2016
B Hiregenics - # 6/24/2016 Normal

e Summary will allow you to view a summarization of pay data for the year

Hiregenics - # » 6/24/2016 » Normal

Summary Statement

Earnings $6,443.97 100.00%
m Taxes $676.88
® NetPay $5767.09  895%
Hours 490.00 100.00%
Regular 490.00
Net Pay Distribution Amount

e Clicking the Statement option will provide the pay stub information.
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Statement
Employee #: Em p| oyee Pay Date: 6/24/2016
Employee Pay Period: 6/12/2016 - 6/18/2016
c E R I D l A N Address: Data Pay Frequency: Weekly
Federal Filing Status:
Department: Federal Exemptions:  2/$0.00
Job Title: State Filing Status:  (GA)
Employer Name:  Hiregenics State Exemptions:  $0.00 (G4)
Employer Address: 2400 Meadowbrook Pkwy
Duluth, GA 30096
Current Y10
6/12/2016 - 6/18/2016 As of 6/18/2016
Hours/Units | Rate | Amount Hours/Units Amount
Earnings 490.00 s 49000 S
Regular 490.00 $ 49000 $
Memo Information |
401K _Earns_YTD $ $
Taxes s s 676.88
Fed WH $ s 1407
FICAEE $ s 39953
Fed MWT EE $ S 9344
GA W/H $ s 169.84
ing# | Account # [ A | Amount
Net Pay s s

e Return to the Home page when done by clicking the “Menu” icon in the upper left, then clicking
“Home”

=] ~
Home

Earnings

Profile & Settings

Work
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Direct Deposit, Tax Information / Exemptions

e To see and modify selections for direct deposit, tax information/exceptions, begin by clicking

the Forms option

Earnings

Profile & Settings

e Forms in the system for the worker will be listed.
o C(Click the form needed, for example the Direct Deposit form

Available Forms

A System (3)

__E] Direct Deposit
[=] Federal W4 - 2016

:J Province/State Tax Form

e The direct deposit information will come up

The View/Edit button will allow the worker to change selections on this form

Direct Deposit Information

This Is your current direct deposit information. Adding or modifying accounts will change where your pay will be deposited.

Pay will be added to your accounts based on the priority you set. Any pay remaining will be deposited
amount is required for all

into your remainder account, An
accounts except your remainder account

& rdd X Remove @) moveup €D mMove Dowr

Fnancal Institubor View/Edit

BANK OF AMERICA, NA 0

1 [ Checking

Comment
=

e Click Submit when all changes have been made
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e Similarly, the Federal tax form can be brought up and information added.
e Click Submit when all changes have been made

Form W4 (2016)

A, SO, Form W-d 50 Sl
et St or s o o
Y. CommmuﬂlglmmenW-lm',-r

and wien your pensonal or finoncial situlion changes.

Exsmpiion from weithholding. ¥ youans ssmpl,
cormclete ony s 1.2.3. 4 st 7 o the o
l-'dnnq ;2‘?’?";-“ ﬁra.ﬁ.z'lgml:lmﬁdng

1 il an
and Estimatad Tax.
Nmtﬁmmmmmmrmmaw
o s of her Lan refurm, pou cannol clesm ssmplion
mm;livwmimli e
inchudes more than $350 of u'mmdl'mne-ﬂu’
axampls, inanaat and dyidanda|.

Excepiiona. An amplayes may be abis bo clam
Ena plicn from wilhholding even il Ihe arployes = a
dependent, i the employes
* s e 5 OF ok,

* ks blird, o

» Will claim ncustments 1o income; tax oredits; or
bemced decheBora., on hes or har fas netum.

Thes excaplions do nal appby 1o supplemenial wages
geeater than $1, 000,000,
Baslc instructions, ¥ you s nol susmpl. comglee
the Personal Alcwances Workahest sion . The
mu}mhmpm?fuhundjnﬂmr

on Bemized

sments ba inoome,

Complebs all workshesis (hal apply. Hovwsver, you
iy Clam Evesr (or seo) allowances. For reguiar
, withholding must be based on aliowanoss
i i ano may not bea fiat amowr or
pernantag s of wagen
Head of housshold Oensrally, you can claim besd
of housetold filing status on your tnx retum onby if
you ore unmarred ond pay moee Shan 500 of
oomtn ol o R for yoaeme o d
M?ﬂa qualityng ndyiduai
Puly 501, Exemygiions. Standard Deducton, and
Filing Infommation, for mlommation.
Tan oredits. You con 1oke prowcia d e oradits nfo ooc osnl
%lﬂg wur oliosahis numbar of w thioldingolowances.
5 dor chill o depandant care apanses and Tha child
T el ey be damed usng e Personal ABrwanc s
Work ahesed telow . See Pub. 506 for infermation an
comvading your other cmdits into with holding dlowanoes.

Honwsge income. F nuruwal.lwmmﬂd
PO, s intereat or drvidends,
mzmmmdmmWﬂmu@Fw
iy s ckBNona) s 10 hatve pensony Besats
L] LE3 1] o @l
mlmnemhb.ﬁm rrmu.rﬁwmmu

your withholding on Fomm Wed o 'W-4P.
Two earners or miul gk Iy beavvs @
WD RO RS O I ﬂfﬂm ligura he
tolal rasmiler o Sllorwances wiu e entitkd o clhaam
unﬂphmw“muﬁmuﬂumﬁum
oiding usualy will be mos poourie
mllmmnmmhhmw-t
wmhgﬁu% STy ATANCeE, B
chaamed an the Sﬂﬁlbﬁﬂihidm
Homreaidem ali=n |1 you ars anorrssiden ! alisn
zon Matios 1282, Supplementnl Fom Wi-4
Insbructons forNoninesident Alena, bedom
completing thes fom.
Chech your withholding Ater your Form W4 takes
aﬂmmmhﬁﬁbmmhmwun
I'w-;'ai mh'.lu.rptqﬂ:u-dlmnlm
ES:H- 1&%«' Eau
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o =4 (G o i gsiation
anaciad aflar wa rala e i) will ba posted @ wew i govd

Personal Allowances Worksheet fl{aap for your records. )

A Enter “1" for yourself if no one else can claim you as a dependent .
= You are single and have only one job; or

B Entes ™" i [ « You are married. have only one job, and your spouse does not work; or ] A L
* Your wages bom a second job o your SPOUSE'S Wages for the total of both) are $1,500 or less
c Enter “17 for your spouse. But, you may choose to enter “-0-" if you are married and ha.ueﬁthera.mrkng SPOoUSE O mor

than one job, (Entering “-0-" may help you avoid having too ttle tax withheld} |

Mmoo

Eﬁermmbernfdmﬁ:tmrhmymrqmmaurfmmﬂﬁlpmmldmcnmtaﬂmm .o

Enter 1" if you will fie as head of household on your tax retumn {see conditions under Head uflu.ud‘mldaherm}
Enter *1" if you have at least 2,000 of child or dependent care expenses for which you plan to claim a credit
(Note: Do not include child support payments. See Pub, 503, Chid and Dependent Care Expenses, for detais.)

G Child Tax Credit (inclding additional child tax credit), See Pub, 372, Chikl Tax Credit, for more information,

Mmoo
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State tax forms can be entered as well.
Click Submit when done.

Form Ged (Rev. T4}

[51 0nes

STATE OF GEORGIA EMPLOYEE'S WITHHOLDING ALLOWANCE CERTIFICATE
1a. ¥OUR FULL MAME | 1b. ¥OUR SOCIAL SECURITY NUMBER

Gretta Trebilcock

IE5021925
2a. HOME ADDRESS (Number, Stresl. or Rural Rouls) |- 2b. CITY, STATE AND ZIF CODE
210 Wind Shadows Gt oeswell, GA, 30075

PLEASE READ INSTRUCTIONS ON REVERSE SIDE BEFORE COMPLETING LINES 3-8
3. MARITAL STATUS

{r you da nol wish to daim an alowance,
A, Single: Enter Oor 1. ...
B. Married Filing Joint, both spouses workilg
Erter 0 or 1
C. Marriad Filing Joint, one spousa workin
Emter Dor 1 or 2
D. Married Filing Separata:
E. Head of Housahold
Erier 0 or 1

ackels beside your marital status.)

41 4. DEPENDENT ALLOWAMNCES 1

5. ADDITIONAL ALL OWAMNCES
(worksheet below must be complfted)

6. ADDITIONAL WITHHOLDING

WORKSHEET FOR CAlJCULATING ADDITIONAL ALLOWAMNCES

M s completed in ordar to enter an amount on stap 5)

1. COMPLETE THIS LINE ONLY IF LISING STANDARD DEDLUCTION

Yoursell. | |Age 65 or over Blind

Spouse: | |Age 65 orover [ Blind Murmber of boxes checked 0 _x 1300........... 5§ 0
2. ADDITIOMAL ALLOWANCES FOR DEDLCTIONS:

K=
e A confirmation will appear on the screen
. System (3)

: Direct Deposit
=] Federal W4 - 2016

.jJ Provinca/state Tax Form

w/  Form submitted successdilly.
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Manage Profile
To change your password:

e Onthe Home page click “Profile & Settings”

=) o

Calendar

Forms Profile & Settings

e On the Profile & Settings page click “Security”

Profile Forms ISecurityI

e Enter your existing password, then your new password twice

e C(Click “Save”

Security Settings

Update Password
Enter your current password and f:,-p-c WOLT e
password twice (ence to confirm)

Currert Password
e ——
MNew Password
ArERERERERRE RS

Repeat New Passwond bo confirm

EEEEEEEEEEEEES

e Enter your existing password, then your new password twice

e Click “Save”
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To update Security Questions:

e Set your security questions to help manage your access credentials in future
|

Security Question #1

Update Security Questions
Select and enter the answers to your chosen security What was the name of your favorite high school fe...

questions. These questions will be used to help verify your
identity. Answers are case sensitive

-

Answer #1

Security Question #2

In what city or fown was your first job? L3

Answer #2

e Select Question# 1 then enter your secret answer
e Select Question# 2 then enter your secret answer

e Click “Save”

Important
e Please inform your resource manager or manager, if there are any changes in your personal

details including contact information.
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