
 

Thrive SPC Dayforce Onboarding Process Guide 
 
Activate Your Dayforce Account 

Dayforce is Thrive SPC’s system of record for personal, organizational, benefits, banking, tax, and payroll information. 
Once you are hired into Dayforce, you will receive a Dayforce account activation email at your personal email address 
(see email example at the end of this document).  Dayforce will send an email to you every three (3) days, up to six (6) 
times, until you activate your account.  The activation link will be different in each email and only the most recent link 
will be valid for activation. 

If you do not see an onboarding email in your inbox, please check your spam/junk folders.  If you do not have the email, 
please log in as follows: 

• Go to the Dayforce website and enter the following information: 
o Company: thrivespc 
o User Name: FirstName.LastName (example: Ann.Smith) 
o Password: thrive + last 4 digits of your SSN (example: thrive1234) 

If you still cannot log into Dayforce, please call Dayforce Customer Support at 1-800-965-5226. 
 
Complete Your Onboarding Process 

All steps in the onboarding process must be completed during your first thirty (30) days of employment.   

IMPORTANT NOTES: 

• We strongly recommend completing this process via a computer or tablet browser.  Onboarding is not available 
for completion in the Dayforce Mobile App. 
 

• You will be logged out of Dayforce after twenty (20) minutes of inactivity. 

 
From the Dayforce Home Page, click the Getting Started icon. 

 

 

Section 1 – Welcome Page 
This section includes a welcome note to all new hires from Tricia Duncan, VP of Thrive SPC’s People & Culture Team.   

https://dayforcehcm.com/


 
 
Section 2 – Onboarding Process Guide 
This section includes this guide, which explains what is required in each section of the Onboarding Process. 
 
Section 3 – Employee Checklist 
This section includes a checklist which specifies all tasks you must complete during your first 30 days of employment. 

Section 4 – Your Onboarding Forms 

Part 1 – Company Policy Acknowledgements / Line of Business-Specific Acknowledgements 

Click on each section link below and acknowledge all policies in the group.    All subsections are mandatory. 
 

 

 

Click Start in each acknowledgement box.  This will open a screen with an attachment of the policy.  You can download 
the policy for future reference if you wish, and your acknowledged copies will be attached to you record. 

 

 

 



 

 

Check the acknowledgement box at the bottom of the page and then submit.  You may enter comments as well. 

 

Once all Company Policy acknowledgements are complete, you will go back into Part 1 and acknowledge any other 
Company Acknowledgement specific to your line of work (Services, HME, etc.).   
 

Part 2 – Confidentiality and Non-Solicitation Agreement 

Acknowledge this agreement following the same process as you did in Section 1 above.  This section is mandatory. 

 

 

Part 3 – Complete Your Personal Details 

Click Start to verify/add/update your personal information.  All subsections are mandatory. 

 

 

 

 

 



 

Part 4 – Provide your Banking Information 

Click Start to enter direct deposit information.  Thrive SPC cannot mandate use of direct deposit but strongly encourages 
all employees to use direct deposit.  If you do not have direct deposit information, you may skip this section. 

 

 
Part 5 – Complete your Tax Information 

Ciick Start to enter Federal and State tax Withholdings.  Both subsections are mandatory. 

Important Note: If you work in a state that has state tax, the actual state tax form will show below.  In this example, the 
employee is in Texas which does not have state tax.   Even if you do not live in a state that has a a state tax, you must 
click Start and then Submit in the State Tax Form Links box to move beyond this step. 

 

 
Section 5 – Benefits Materials and Enrollment Instructions 

This section provides benefit enrollment instructions and important benefit materials to help you understand our 
benefit offerings. An excerpt of this section is below. 

If you are benefit-eligible (regularly scheduled for 30 or more hours/week) from your date of hire, you have 30 days 
from your hire date to elect or waive Thrive SPC benefits.   



 
 

Section 6 – Resources 

This area provides a collection of Thrive SPC links you can bookmark for future reference.   

 

 
Section 7 – Key People 

This section provides you with information and background on Thrive SPC’s Executive Team members.  Here is an 
example of a bio on that page. 

 

 

Congratulations!  

You have completed the Dayforce onboarding process. 



ACTION REQUIRED - Activate your Thrive SPC Dayforce account
Mon, Sep 21, 2020 at 4:00 PMThrive Skilled Pediatric Care <noreply@thrivepsc.com> 

Reply-To: noreply@thrivepsc.com
To: testuser@gmail.com

thrivespc
FirstName.LastName

Dear <Employee First Name>,

You have been entered into Thrive Skilled Pediatric Care’s HR, Benefits, and Payroll management system: Dayforce.

Please visit the site using the link below, log in, and click the Getting Started button to enter your personal and tax information and 
complete the required acknowledgements. This link will expire in 3 days.

To activate your account, you will need your company and user name identifiers.

Your company is:  
Your user name is: F
Days before link expiration: 3

In order to activate your account, click the link below.

ACTIVATE YOUR ACCOUNT

If you can’t click the link above, paste the following link into your web browser:

https://hotfix.dayforcehcm.com/MyDayforce/Onboard/validatetoken?tokenid=CynpqcVayNo%2fjm4zxqgGjRJrHhb7W7%
2fiKarSiF9wLma3Emp6uO8HZBsSd8RKaGwv&ns=thrivespchotfix

If you have issues or questions when logging in, please contact your location supervisor or submit a Thrive Support ticket.

We are happy to have you on the Thrive SPC team!

Sincerely,
Tricia

Tricia Duncan
VP, Organizational Development and HR

SAMPLE OF DAYFORCE ACCOUNT ACTIVATION EMAIL
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