THE SERVICE
COMPANIES

Welcome to The Service Companies! Now that you are a part of our team, we want to remind you How to get a shift, What is
needed for your shift, and How to get paid for your shift!

IMPORTANT CONTACTS

Michelle Horne: Senior Operations Manager
(P) 916-256-4098

(C) 858-757-2190
Michelle.Horne@theservicecompanies.com

Christian Lede: Operations Manager
(C) 786-535-9398
Christian.Lede@theservicecompanies.com

Sarah Magno: Operations Specialist
(M) 404-520-1684
Sarah.Magno@theservicecompanies.com

Adam Guerra: Regional Manager

(P) 562-283-6566

(C) 562-774-8974
Adam.Guerra@theservicecompanies.com

Deployment Team
Phone: 415-373-1218
Email: deployment@theservicecompanies.com

How will you get a shift?
-Jobs advertised by your Operations Manager via email or
text
- if you see a shift you are interested inand available for,
please reply directly to the text or email received advertising
that shift
-Your Operations Manager will then send you a confirmation
email with everything you need to know about that
assignment.
-Once you receive the confirmation email the shiftis yours!
How to get paid for your shift?
-You will receive an email with login details for Ceridian
Dayforce

-Once you receive this follow the instructions to login, you
will be prompted to change the password to something only

you will know. Please keep a record of this as this is where

you can view your paystubs, change your tax info, change

your payment method.

-Itis bestto use a computer to login when you are setting up
your payment method,(direct deposit or pay card).
-Remember our pay period runs Monday thru Sunday with
payments issued the following Friday.

-Please see attached guide to assist you with setting up your
direct deposit.

What is needed for your shift?

-Readyour confirmation email as this will have the address
to your assignment, uniform requirements, and any parking
info and whom to look for upon your arrival.

-If there is a parking charge you will be notified there, we do

not reimburse for parking charges unless noted in
confirmation details.
-Remember to always arrive early and in uniform ready to
work!

Calling Out/Running Late
-To Call out or report yourself running late, you MUST call
our 24-hour Emergency Line at 916-634-0383

-You will speakto a live operator that will take your message
and immediately share with all managers to ensure the
current manager on duty will receive and reply in a timely
manner.

-This is the only wayto call out for a shift within 24hours of
your start time. Texting or emailing is not acceptable.
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Direct Deposit Setup — Employee Self Service Portal

Setup your Direct Deposit through the Employee Self Service Portal, which can be accessed by clicking on:
https://www.dayforcehcm.com/MyDayforce/MyDayforce.aspx

Please follow the guidelines as demonstrated in the images below.

1. Login to your Employee portal using your credentials under the Employee Timesheets Role and navigate to the “Forms” link
and click to access.

Reyes, Cesar
Payroll Coordinator_Corporate HCM Reyes, Cesar
Profile & Settings Fa ordina _Corporate

Profile & Settings

o &

Benefits Employee EEIREL D) available Roles
Timesheet

TSC External Client

PR Admin
A E ;I.; 2] I Manager with WFM
Actions Events View Hierarchy Balances Earnings Bookmarks @® Employee (Timesheets;
Timekeeper

Pending Actions View all actions in Messag

2. Onthe “Available Forms” section under Personal, click on option # 3 Direct Deposit.

Test Site (54.1) BFelint

v My Form Submissions O

Available Forms

A Payroll (5)

[£] 1. Sign First - Paycard Consent Form - CT Residence Only
Ba Sign First - Paycard Consent Form - Exclude IL and CT

[E] 3. Sign First - Paycard Consent Form - IL Residence Only

[E] Authorize Instant Issue Payroll Card

[E] Request Payroll Card

A Personal (6)

] Address
onfidential Information (USA)
J Emergency Contacts
[E] Name and Marital Status
[E] Print Statement Acknowledgement
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Direct Deposit Setup — Employee Self Service Portal

3. On the Direct Deposit screen, click the Add button to get the New Direct Deposit screen to enter your new direct deposit
information, then press ok

Direct Deposit M X

Direct Deposit
Status: Active Employee Number:

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 into your remainder account. An amount is required for all
accounts except your remainder account.

If you select a payroll card pay method, do not specify a routing transit number or account number. These fields will be automatically assigned by the system.

+ Add K Remove O Move Up O Move Down

Priority 4 Remainder Pay Method  Routing Number Financial Institution Account # Amount Is Depositi... | View/Edit

1 ] savings SUNTRUST BANK ] View/Edit
2 Checking SUNTRUST BANK | view/Edit
Comment

New Direct Deposit x

Sample check image i
Remainder

Pay Method * Checking -

Routing Number *

Financial Institution SUNTRUST BANK

Account # *

Reenter Account # *

Amount

Is Deposit in Percentage
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Direct Deposit Setup — Employee Self Service Portal

4.

5.

Once you have entered your direct deposit information and you have verified your information is correct, you will be
directed back to Direct Deposit screen. Press submits to send form electronically for approval.

Direct Deposit M X

Direct Deposit

>

Reyes, Cesar
Status: Active Employee Number: 100016

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 into your remainder account. An amount is required for all
accounts except your remainder account.

If you select a payroll card pay method, do not specify a routing transit number or account number. These fields will be automatically assigned by the system.

+ Add ¥ Remove O Move Up O Move Down

Priority 4  Remainder Pay Method  Routing Number Financial Institution Account # Amount Is Depositi... View/Edit

1 ] Savings SUNTRUST BANK 150 |
2 Checking SUNTRUST BANK ] View/Edit
*s Checking SUNTRUST BANK ]

Comment
[ Add comment to the employee's file

e

Your request will now be sent electronically through the work flow for approval to your immediate manager. Once your

direct deposit request is approved, you will receive a notification in Dayforce that your account has been setup successfully.

wQ 9 Oom @-

m € Back (@ Delete & Markas Unread Srrint 1oi1 X

@ Approvals Te: Reyes, Cesar .

I &b The Direct Deposit transaction for Reyes, Cesar submitted by Reyes, Cesar on 5/182018 3.30:34 PM was approved
Messages
Bi reports
0 notifications
A\ Actions
(# Drafts
A sent

Direct Deposit

T Trash Empty Reyes, Cesar
Status: Active  Employee Number: 100016

Direct Deposit Information

This is your curren

t deposit information. Adding

odifying

unts will change where your pay will be deposited.

d on the priority you set. Any pay remaining will be deposited into your remainder aceount. An amount is required for all

t your remainder account.
If you select a payroll card pay method, do not specify a routing transit number or account number. These fields will be automatically assigned by the system

F rdd % remove QIMoveup DM

Priority &  Remainder  PayMethod | Routing Number Financial Institution Account#  Amount Is Depositi_. | View/Edit

1 [ Savings 061000104 SUNTRUST BANK 100019736.. 150 | m v

q153% ~
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Pay Card Requisition — Employee Self Service Portal

To request a personalized pay card through the Employee Self Service Portal, which can be accessed by clicking
on: https://www.dayforcehcm.com/MyDayforce/MyDayforce.aspx

Please follow the guidelines as demonstrated in the images below.

1.

Reyes, Cesar
Payroll Coordinator_Corporate HCM Reyes Cesar

Profile & settings

U U
() : b

Benefits Calendar Employee Profile & Setf] @ Available Roles
Timesheet

Login to your Employee portal using your credentials and navigate to the “Forms” link and click to access.

TSC External Client

PR Admin
A Ej Py £9) I Manager with WFM
Actions Events View Hierarchy Balances Earnings Bookmarks ® Employee (Timesheets)

Timekeeper

Pending Actions View all actions in Messag

2. On the “Available Forms” section under Payroll (5), click on option # 2 if NOT an lllinois or Connecticut
employee.

Forms

v My Form Submissions 3%

Available Forms

A Payroll (5)

:, 1. Sign First - Paycard Consent Form - CT Residence Onl

= 2. Sign First - Paycard Consent Form - Exclude IL and CT

=, 3. Sign First - Paycard Consent Form - IL Residence Only
= Authorize Instant Issue Payroll Card

£ Request Payroll Card
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Pay Card Requisition — Employee Self Service Portal

3. Click on the “File Name” link to view and save a copy of the Fee Schedule for all fees associated with your
Comdata Pay Card, then on the “l accept and acknowledge the company policy above”. You may now
submit your request for approval.

2. Sign First - Paycard Consent Form - Exclude IL and CT 8O X

2 - Paycard Consent Form - Exclude IL and CT
Reyes, Cesar
Status: Active Employee Number: 100016

BY CLICKING BELOW, | CONSENT TO RECEIVE MY WAGES BY ELECTRONIC
TRANSFER TO MY COMDATA CARD. | ACKNOWLEDGE THAT MY EMPLOYER
HAS PROVIDED ME A COPY OF THE CARDHOLDER AGREEMENT AND THE
SCHEDULE OF THE FEES | WILL INCUR USING MY CARD. | HAVE READ,
UNDERSTAND AND AGREE TO ALL OF THE TERMS IN THE CARDHOLDER
AGREEMENT AND FEES THAT | WILL INCUR USING MY COMDATA CARD.

Document Type Last Updated Last Modified By

All Other Employees Fe... * 5/19/2017 12:15:39 PM DFSupport-Usin194401

I accept and acknowledge the

g Date: 1/23/2018
company policy above.

B Save o cance

4. You will receive a status notification of your request through the Dayforce messaging system. Please click

on the link.
Message Center w Q@ e o | ‘ @~
D Refresh  (F Select v O Search [ Delete % Mark as ~ X

Inbox

\: o Gomez, Pedro TRANSACTION APPROVED: The 2. Sign First - Paycard Consent Form - Exclude IL and CT transaction for Reyes, Cesar... 1/23/2018 12:44 PM
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Pay Card Requisition — Employee Self Service Portal

5. The system will now guide you to the “Pay Card Consent Form” where you can view and print your
consent forms.

Message Center wQ @me o m‘ @

€ Back [ Delete = Mark as Unread & Print 101

o TRANSACTION APPROVED: The 2. Sign First - Paycard Consent Form - Exclude IL and CT transaction for Reyes, Cesar was approved.

From: ’ Gomez, Pedro 1/23/2018 12:44 PM
To: Reyes, Cesar

The 2. Sign First - Paycard Consent Form - Exclude IL and CT transaction for Reyes, Cesar submitted by Gomez, Pedro on 1/23/2018 12:43:4% PM was approved.

2. Sign First - Paycard Consent Form - Exclude IL and CT

Reyes, Cesar

Status: Active Employee Number: 100016
BY CLICKING BELOW, | CONSENT TO RECEIVE MY WAGES BY ELECTRONIC TRANSFER TO MY COMDATA CARD. | ACKNOWLEDGE THAT MY EMPLOYER HAS PROVIDED ME A
COPY OF THE CARDHOLDER AGREEMENT AND THE SCHEDULE OF THE FEES I WILL INCUR USING MY CARD. | HAVE READ, UNDERSTAND AND AGREE TO ALL OF THE TERMS
IN THE CARDHOLDER AGREEMENT AND FEES THAT | WILL INCUR USING MY COMDATA CARD.

File Name Document Type Last Updated Last Modified By
All Other Employees Fee Schedule except llinois and Connecti.. ‘ 519/2017 12:15:39 PM DFSupport-Us\in194401

™ 1 accept and acknowledge the compar cy above. Date: 1232015 N

Comment
B Response
O History (2)
Response Time User Name Response Response Comment
1/23/2018 12:43 PM Gomez, Pedro Accept

®115%
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CORPORATE SHOE PROGRAM
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SERVICE. ABOVE ALL

| 305

OFF |

SELECT SKECHERS WORK & CASUAL STYLES YEAR-ROUND
Purchases can be made at any of our 500+ SKECHERS retail stores
nationwide, or shop online with FREE shipping both ways.

SHOP ONLINE AT:

www.skechers.com/direct/service-companies
No promo codes needed. Just shop and save! —

Show this flyer when shopping at our SKECHERS retail stores
nationwide or mention RETAIL CODE: B6U

WATCH FOR OUR QUARTERLY
FRIENDS & FAMILY DISCOUNTS

If you have any questions regarding this program, please contact SKECHERS Direct Customer Service
at (855) 759-7463 or email us at info@skechersdirect.com.

Valid at SKECHERS Retail stores and SKECHERS online only. Offer is valid for employees of this company only. Posting the exclusive discount codes
or URL online is not permitted. Not valid on sale or test styles and cannot be used in conjunction with any other offers or promotions.

£
i
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mm _MAS QUE SIMPLES ZAPATOS DE TRABAJO

PROGRAMA CORPORATIVO DE ZAPATOS
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- SELECCIONE ESTILOS SKECHERS DE TRABAJOY

DESCUENTO
CASUAL PARA DURANTE TODO EL ANO.

Las compras se pueden hacer en cualquiera de nuestras 500 tiendas
SKECHERS minoristas en todo el pais, o comprar en linea con envio
GRATIS en ambos sentidos.

COMPRA EN LINEA EN:

www.skechers.com/direct/service-companies
No necesitas codigos promocionales. Solo compray ahorra!

Ensefe este volante en cualquier de nuestras tiendas SKECHERS
o mencione EL CODIGO DE TIENDA: B6U

ESTE ATENTO A NUESTROS DESCUENTOS
TRIMESTRALES DE AMIGOS Y FAMILIAS.

Cualquier pregunta acerca de este programa, favor de ponerse en contacto con el Servicio a Clientes de
SKECHERS Direct al (855) 759-7463 o comuniquese por correo electrénico a info@skechersdirect.com.

Vdlido Unicamente en las tiendas concepto Skechers y Skechers en linea. La oferta inicamente es valida para los empleados de esa empresa. Se prohibe la publicacion
de este cddigo de descuento exclusivo. No es vélido para los modelos en descuento o modelos de prueba, y no puede combinarse con cualquier otra oferta o promocion.

¥




