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APPLYING FOR LEAVE – DAYFORCE APP 

1. 

Login 

 

 

 

 

 

 

 

 

 

 

 

 

2. 

From the home 

screen click the 

navigation menu to 

reveal the 

navigation panel 

and select Time 

Away. 

Navigation menu: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. 

From the Time Away 

screen click the 3 

dots to reveal the 

options and select 

New Request. 

For a new request 

select type of leave 

and dates and click 

Save. 

 

 

 

 

 

 

Select Time Away 

Time Away screen will show all leave. 

Pending in Red & approved in Green. 


