
 
 
 
 
 

 
Employee Guide: How to Complete AWA Request Form in Dayforce 

 
 
Step 1: Open the Forms section: 
 

a) From the Dayforce home page, select the Forms icon 
 

 
 
OR 
 

b) Go to Menu → Profile → Forms 
 

 
  



Step 2: Select the AWA Form 
 
Under the Professional section, select the AWA Form (e.g., Winter 2026 AWA Form). 
 

 
 
 
Step 3: Complete and submit the form 
 
1. Read the instructions at the top of the form. 
2. Enter the required information in each section. 
3. When you are finished, select Submit at the bottom of the form. 
 
Your form will now be sent to your manager for review. 

 
 



 
 

** Please ensure that you enter your work location for each day of the week, including the days you 
are not scheduled to work.  
 
 
Step 4: Check your submission status 
 
After submitting, your AWA form will appear under My Form Submissions with a status of Pending. 

• Your form will remain in Pending status until your manager approves or rejects it. 
• Note: It will take up to 15 minutes for a request form submitted to appear under My Form 

Submissions.  
• Select the refresh icon (circular arrow) to check whether the status has been updated. 

 

 
 



Step 5: Review your approval email 
 
You will receive an email notification when your manager approves or declines your submission. 

• If your manager adds comments, you can view them at the bottom of the form. 
• Your manager may decline and request changes to the proposed AWA. Please discuss with 

your manager and submit a revised form in Dayforce by repeating steps 1 to 3. 
 

 

 
 
 

Step 6: View past submissions 
 
To see your historical AWA forms: 
1. Go to Forms. 
2. Select My Form Submissions. 
3. Select View Details next to any past entry. 
 
 


