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Sourcing, Interview, Background check, Administration, Payroll

Dayforce Flex Work

New talent

Building a strong, 
diversified talent 
network
Tap into on-demand workers

Augmenting workforce 
with flexible talent

Define roles and post 
shifts

Match with vetted 
workers

Preferred talent pool

Alumni Retirees StudentsSeasonal

Trusted Talent



How it works
You manage the shifts | We manage the talent

Post1

Set your $ wage rate

Match2

Instant in-app notifications to your 

selected W-2 talent pool

Approve and pay3

You approve time, we pay worker 

same-day



Pricing: Usage-based model

Only pay when shifts are filled

Payroll Taxes, Processing and 

Worker’s Compensation

*Dependent on job and location

Example: 20% marketplace fee

YOU set the rate Sourcing, onboarding, support, 

administration, community, 

operations, and technology

*For illustrative purposes only. This is not a formal pricing quote.

$ Rate / Hour # Hours $ Total Wage Employment Costs

$20 5 $100 $18

Total

$138

Marketplace Fee

$20

Shift Rate Cost



Getting Started 

Your company's 
account owner will 
receive an email from 
talentmarketplace
@ideal.com. Click link 

to begin next steps. 

Activate Registration & 
Password Set Up

Register for the Ideal 
Customer Portal and 
establish a password; 
this is where your 
team will oversee shift 
requests, approve 
time, and manage 
billing

Customer Portal 
Discovery 

This is where you’ll 
invite your team 
members & choose 
their roles. Edit your 
organization, and add 
jobs & locations 

Post First Shift 

Ensure you have the 
location, description 
and title ready for your 
first shift posting.



Activation & Log in 

This is what your activation email 
will look like 

• New password must:
• Be at least 8 characters in length
• Contain 3 of the 4 following
• Lower & upper case letters 
• Numbers (i.e. 0-9)
• Special characters (!@#$%&?)



Portal Navigation 

After creating your password, 
you'll be directed to your 
account page.

Here you can manage your 
organization, invite team 
members, and assign their roles.



Add Team Members

1. Navigate to Account Settings: From 
any screen on the customer portal, click 
on your name in the bottom left 
corner. Select “Account Settings”

2. Go to Team 
Members: Select the 
“Team Members” tab

3. Select + New 
Team Member in 
the upper right-
hand corner.

4. Enter Team Member 
Details: Enter team 
member’s business email, 
first and last name.

5. Choose Role: Select Role 
from drop down menu..

6. Location Access: Give user 
access to all locations or 
select specific locations by 
checking the box beside the 
location name.

7. Send Invitation: Select 
“Send Invitation” in the 
upper right-hand corner.

Video - How to add team members

https://help.ideal.com/how-to-invite-a-user-to-dayforce-flexwork-admin-portal-video


Adding locations

From any screen on the customer 
portal, click on “locations” in the 
portal’s left side bar.

Click on “+ New Location” 
located in upper right corner.

1. Define Location / name: Enter the 
“Location Name” you’d like to appear 
for your team within the ideal portal as 
they post shifts, review schedules and 
invoices.

2. Ensure Accurate Address: To 
minimize time theft, our system utilizes 
geolocation technology. Ideal workers 
won't be able to clock in if the actual 
work location is not within 32 ft. of this 
address.

3. Arrival Instructions: are not 
required but highly recommended to 
ensure workers can start their work on 
time and follow security procedures.

4. Point of Contact: will automatically 
appear on each shift posting for that 
location. Name and Phone Number are 
required. You'll be able to update these 
fields manually when posting a shift.

Save Location: Click
”Save Location” in the 
upper right-hand 
corner



Adding Jobs

Access Jobs: From any screen on the 
customer portal, navigate to the left sidebar 
and click on "Jobs." This page will show you a 
summary view of all the existing jobs your 
organization can post shifts for.

Select: Click on "+ New Job" in the 
upper right-hand corner to initiate the 
job creation process.

1. Enter Job Title: Enter the title for the job, 
which will appear as the headline of your 
shift posting. Ensure it's easily identifiable as 
hiring managers will use this when posting 
shifts.

2. Set Wage Range: Specify a wage range for 
the job. This range will be used across any 
location posting this job.

3. Description: In the description field, 
clearly outline candidate requirements, 
working conditions, and job 
responsibilities. You'll have to keep it 

concise as there is a 1,000-character 
limit.

4. Attire: List any dress code 
requirements or clothing that 
workers must wear to their shift 
(e.g., closed-toe shoes, black pants).

5. Safety Protocols: Specify any 
requirements aimed at keeping the 
work environment safe for your 
employees and Ideal Workers.

7. Save Job: Click "Save" in the top right 
corner. You and your front-line team 
members can now fill shifts for this job at 
their locations and match with Ideal talent 
based on the job description.

Note: To accommodate varying hourly rates 
based on location, we propose incorporating 
distinguishing factors into the job title.



Post First Shift

Access New Shift: From any 
screen select “+ New Shift” 
located below Ideal logo in 
upper left-hand corner. 

Alternatively: You can select “Schedule” on left 
side bar. When on “Schedule” page “+ New Shift” 
located in upper right-hand corner.

Also, on the “Schedule” screen if you do not have 
shifts scheduled for the day you can initiate a “+ 
New Shift” by navigating to center of screen and 
click “ Create a New Shift”

Video - How to Create a New Shift

https://help.ideal.com/creating-a-new-shift-in-dayforce-flexwork


Post First Shift 

1. Select location: Choose location 
from drop down

To ensure accuracy and clarity you have the 

option to review and update the following. 
As these fields are designed to auto-
populate based on information provided 
when adding locations to portal.

Arrival Instructions: Review the instructions 
provided for each location to guarantee they 
are clear and up-to-date. If updates are 
needed, simply edit the instructions to reflect 
any new information.

Shift Manager: Verify the assigned shift 
manager for location. This individual plays a 
crucial role in overseeing operations during 
the shift.

Point of Contact: Confirm the designated 
point of contact for each location. This contact 
serves as a direct link for communication. If 

there have been changes in contact 
information or personnel, make the necessary 
updates to maintain seamless communication 
channels.

2. Select Next: Click “Next” to 
proceed to next step



Post First Shift 

3. Select Job and Workers: 

Choose the job from the drop 
down that needs to be 
performed. Specify the number 
of workers needed. (up to 15 
workers per post)

Note: Ensure job description and 
attire requirements align with 
actual job conditions : Create a 
new job or contact support for 
edits if needed. 

4. Enter Hourly Wage: Set the 
hourly wage, keeping in mind 
state minimum requirements 
and wage set when job was 
created

5. Click “Next” to proceed to next 

step

6. Enter Shift details: Specify 
the date and time of the 
shift. A single shift can be up 
to 10 hours but no less than 

3 hours

Note: For shifts 6 hours or 
longer, allow ideal workers a 
30-minute unpaid break 
(timing not dictated by the 

portal).

7. Click “Next” to proceed to 
next step



Post First Shift

8. Review and Edit:
Review the shift details for accuracy. If edits are needed, 
click "Back.“

Check the map on the posting; if not populating, check 

"upcoming" shifts in the Schedule tab.

If issues persist, contact the support team.

9. Post or Save as Draft:
Click "Post Shift" in the upper right corner 
to publish the shift.



Approving Timesheets

Access Timesheets: From 
any screen 

Review Time recorded:

If time is accurate "click" Approve. 



Approving Timesheets

Review Shift Details

1. Click the dropdown menu.
2.     Select "View Shift Details."

The details will appear on the right 
side, allowing you to compare the 
scheduled shift with the actual punch 
times. You can also approve the 
timesheet from this view.



Approving Timesheets

Dispute Timesheet

1. Click the dropdown menu.
2.     Select "Dispute."

A pop-up text box will appear where 
you can add the reason and submit 
the dispute,

After Submitting a Timesheet Dispute

Once you submit the dispute, the 
timesheet status will change to 
"Pending" until the resolution is 
complete.

Dayforce Flex Work Support will 
collaborate with your team and the 
worker to resolve and accurately 
record the correct time worked.



Helpful Tips 

Knowledge Base 

Explore our knowledge base 
for a plethora of helpful tips 
and guidance to assist you 

along the way. 

Support 

Looking for more help? 
Contact our amazing support 

team at 
customersupport@ideal.com 

or call 612-324-5281

https://help.ideal.com/organizations
mailto:customersupport@ideal.com


Thank you
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