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DAYFORCE UPDATED FAQ  
 
Dayforce is a fully integrated system from time capture to net pay. 
One of the many benefits of the upgrade to Dayforce is the ability 
to move toward paperless transactions for our team and our 
employees.  
 
Additionally, during a time when fraud is on the rise, Dayforce will 
provide added security to our employees. Completing transactions 
within the software will eliminate the need for employees’ personal 
information to be sent via fax, email or US mail.   
 
The following pages contain frequently asked questions regarding 
the Dayforce Self-Service tool. 
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Frequently Asked Questions: GENERAL 
 
 
 
1. Q: How do I log into Dayforce? 
 A: Please use the information below to access Dayforce. 
   Link:           https://Dayforcehcm.com  
   Company:  Cliffs 
   Username:  Clock number 
   Password:   Last name (first initial should be capitalized), and last 3 digits 

of your SSN (example: SmithXXX) 
NOTE:  Your password will need to be reset every 3 months.  If you are 
currently using self-service you can continue to use your current password. 

 
2. Q: How do I log into Dayforce using Single Sign on? 
 A: For all Cleveland-Cliffs Steel LLC employees with Network access, please use 

the link below to log into Dayforce using Single Sign on.  
   Link: https://sso.dayforcehcm.com/cliffs 

* If you use this link and are not connected to the network you will be prompted 
for all Dayforce credentials in question 4 

 
3. Q: What should I do if I lose or forget my password? 
 A: Contact Cleveland-Cliffs Steel LLC help desk: 219-399-4357 or via email at 
        ##USA - IT Help Desk msusahelpdesk@clevelandcliffs.com  
 
4. Q: I have questions on how to read my earnings statement, who do I  
              contact? 
 A:   Contact Payroll Shared Services: 1-888-PAY-6485 or via email at 
        USAPayroll@clevelandcliffs.com 
 
5. Q: I have questions on how to update my personal information, who do I  
              contact? 
        A: While you can make most updates to your personal information via Self- 

       Service, if you are unsure you can contact your local HR representative. 
 
6. Q: Where can I view my employee profile within Self-Service? 
 A: From Home < Select Profile & Settings. 
 
7. Q:   What is a Benefit Calc Date and how is it used? 
 A: Benefit Calc Date is used to determine years of service for benefit eligibility  

purposes, including vacation eligibility.  
 
8. Q:   Why would my Original Hire Date be different from my Benefit Calc Date? 
        A: If you previously worked for a predecessor company (such as Bethlehem Steel  

or LTV) your Original Hire Date and Benefit Calc Date may differ.   
 
Frequently Asked Questions: PAYROLL 
 
9. Q: Where do I find the week 1/week 2 break out on my earnings statement? 
 A: This information will be visible on page 2 of your earnings statement. 
 

https://dayforcehcm.com/
https://sso.dayforcehcm.com/cliffs
mailto:msusahelpdesk@clevelandcliffs.com
mailto:USAPayroll@clevelandcliffs.com
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10. Q: As an hourly employee, where do a find the production bonus payout 
  percentages on my earnings statement? 
        A: This information can be found under the Other Payroll Information section of  
  the earnings statement. 
 
11.  Q: Where are retroactive payments made to me on the earnings  
  statement? 
 A: These payments will no longer show as an adjustment.  Instead, they will be  
               visible under the Supplemental Earnings Statement section of the earnings  
               statement for the respective dates and codes for which the retroactive payment  
               was calculated. 
 
12. Q: Why does my retroactive calculation show multiple line items? 
 A: You will see line items removing the hours/dollars from the incorrect bucket and  
  a second line item adding the hours/dollars to the correct bucket. 
 
13. Q: How will I get my earnings statement? 
 A:   Earnings statements will be available online via self-service. To view your  
  earnings statement, from home screen < select Earnings < Earnings  
  Statement.   

 Hourly employees may still receive a paper earnings statement sent to 
their home address on file. If you would like to go paperless, log into self-
service and make the necessary update. 

 
14. Q: When will I be able to view my earnings statement? 
 A:   Your earnings statement will available on your designated pay date. 

 
15. Q: How do I elect to receive online statements? 
 A:   From the home screen select forms < Electronic Statement Acknowledgment 

form < Submit form. 
 
16. Q: Can I view my earnings statements pre-2020 from the old Ceridian payroll  
  system in the new Dayforce Self-service tool? 
 A:   Yes. Earnings statements will be available in Dayforce beginning with 2016 and 

forward. To view previous year earning statements please select the filter 
option and chose the date range you would like to view. If you need an 
earnings statement prior to 2016, please contact Payroll Shared Services. 

 
17.  Q:   My earnings statement is formatted differently than the one I used to 

receive and is difficult to read. Can the font be made larger? 
 A:   No. We have contacted our payroll provider and unfortunately the font size 

cannot be enlarged.  The online version in Self-Service can be enlarged as 
needed. 

 
18. Q:   Who do I contact with questions on my payroll calculation? 
 A:    Continue to reach out to your timekeeper or department administrator. 
 
19. Q:   What will happen if a scheduled deduction was not withheld from my 
  regular paycheck? 
 A: Missed deductions will be withheld on the next regular or bonus check.  If more  
  than one deduction has been missed the current deduction plus two additional  
  deductions will be withheld. 
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20.  Q:  Will I get a notification email when my earnings statement is available in 
       Self-Service? 
 A:  Possibly. You will only receive a notification if you have a Cleveland-Cliffs email  
             address.  
 
21. Q: Should I review my earnings statement for accuracy? 
 A:   You should always review the earnings statement for the appropriate: 

• Pay calculations    • Mailing address 
• State and Local taxes   • Tax filing status 
• Deductions     • Direct deposits 

 
Frequently Asked Questions: DEMOGRAPHICS AND TAXES 
 
22. Q: Should I review my address? 
 A: Yes. Please review your address for accuracy and update as needed via Self- 
  Service.   

 NOTE:  It is important to review your address to ensure you are being  
                           taxed correctly.  
 
23. Q: Can I make address changes via Self-Service? 
 A: Yes. From home screen < Forms < Personal < Address form < complete form  
  < Submit. 
 
24. Q: What if I don’t update my address timely? 
 A:   No adjustment will be made in the payroll system for past periods, you will be  
  required to make that correction when you file your individual income taxes.   
  Your address will be updated effective when you complete the update via Self- 
  Service. 
 
25. Q: Does my address affect my taxes? 
 A: Yes. Employment taxes are based upon BOTH the location where you work  
  and your home address.  You will have state taxes withheld based on where  
  you work.  Local taxes withheld where you live if a local is applicable, if not,  
  local taxes will be withheld based on worked location.  It is very important to  
   make address updates as quickly as possible so that you are taxed correctly for 
        state and local taxes. 
 
26. Q:   What if I move and my address changes mid-year? 
 A: You must update your address as soon as possible to ensure that your taxes  
  are being properly withheld based on your residency address.  Tax updates  
  may not occur until the beginning of the next year, depending on state and local  
  tax laws.  If your address in not updated timely it could result in an incorrect tax  
  withholding creating a tax liability. 
 
27. Q: What if I transfer work locations? 
 A: HR will complete an employment event form (this is an internal form used to  
  update employee records) to transfer you in the payroll system. If this move  
  also requires a home address change, you will need to complete that update  
  via Self-Service. 
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28. Q:   Can I view my existing 2019 W-4 elections? 
A:   No. Due to tax legislation changes, in 2020 the IRS released a new W-4 that 
       follows the methodology for tax filing requirements.  If you want to change your 
       elections, you will need to complete a new W-4.  

 
29. Q: Can I update my federal withholding via Self-Service? 
 A: Yes. From home screen < Forms < Tax Forms < Federal W-4 < complete form  
  < Submit. 
 
30. Q: Can I update state withholding taxes via Self-Service? 
 A:   Yes. From home screen < Forms < Tax Forms < Province/State tax form <  
  complete form < Submit. 
 
31. Q: Should I see my “worked in” state and “lived in” state tax withheld?  
 A:    No. You only have state taxes withheld for the state in which you are working. 
 
32. Q:   Can I see my W-2 online? 
 A:   Yes. You can log into Self-Service to review and print your W-2 beginning with  
  the 2020 W-2.  Your W-2 will also be sent to your home address on file. 
 
33. Q:   Can I see my previous year W-2s online? 
 A:   No. W-2s in Dayforce Self-Service will only be available beginning with the 

2020 W-2. 
 
34. Q:   Can I upload my 2020 W-2 into Turbo Tax using Dayforce? 
 A:   No. The ability to upload your W-2 using Turbo Tax is not a functionality that is 

offered by Dayforce. 
  
35. Q: Can I update my direct deposit via Self-Service? 
 A:  Yes. From home screen < Forms < Personal < Direct Deposit < complete form  
  < Submit. 
 
36. Q: Should I review my contact phone number? 
 A: Yes. Please review and if needed update via Self-Service. 
 
37. Q: Can I update my contact information via Self-Service? 
 A: Yes. From home screen < Forms < Personal < Contact details form < complete  
  form < Submit. 
 
38. Q: Should I review my emergency contacts?  
 A: Yes. Please review and if needed update via Self-Service. From home screen  
               < Forms < Personal < Emergency Contact Form < complete form < Submit. 
  
Frequently Asked Questions: BENEFITS 
 
39. Q: Can I update my benefits for a qualified life event via Self-Service? 
 A:   Yes. From home screen < select Benefits < Forms < Qualified life event form   
  < upload your supporting documents < Submit. 
 
40. Q: Can I update my Life insurance election via Self-Service? 
 A: Yes. From home screen < select Benefits < Overview < Prudential Life  
  Insurance < make an election for each type of coverage < Submit. 
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41. Q: How do I add or change my Health Savings Account (HSA) election via  
  Self-Service? 
 A: From home screen < select Benefits < Overview < HSA enrollment. 
 
42. Q: Can I upload my support documentation via Self-Service? 
 A:  Yes. You can upload birth certificates, marriage certificate, adoption papers  
  etc.  
 
43. Q: Are my beneficiaries visible in Dayforce Self-Service? 
 A: No. Your beneficiaries are not visible in Dayforce. 
 
44. Q: Were changes made to my beneficiaries as a result of the 
        Dayforce System implementation. 
 A:   No changes were made to beneficiaries as a result of the Dayforce 
  implementation. 
 
45. Q: Can I change my beneficiary information via Self-Service? 
 A: Yes. From the home screen < select Forms < Personal < Beneficiary  
  Designation Form. 

• For further instructions please review the Employee Benefit Website 
and review the Employee Benefit DF User Guide 

• http://www.clevelandcliffs.us/BenefitsWebSite/ Left hand menu: 
Dayforce Employee Guide   

 
46. Q: Can I change my name and marital status via Self-Service? 
 A: Yes. From home screen < select Forms < Personal < Name and Marital Status  
  Form < upload your supporting document < Submit. 
 
47. Q: How do I update and/or view dependent information in Self-Service? 
 A: From home screen < select Benefits < Forms < Current Dependent Information       
  Form < upload your supporting document for all dependent changes < Submit. 
48. Q: How do I confirm my updates have been saved in Self-Service? 
 A:    From home screen < select envelope icon on the top right of your screen.   
 
49. Q: Can I view my current benefit elections in Self-Service? 
 A:    From home screen < select Benefits < Current Elections. 
 
 
50. Q: When reviewing my benefit history in Dayforce, I see transaction for 2019, 
              do these require action on my part? 
 A:    No. The transaction that are seen here were part of the data load process and 
               do not require any action to be taken.  
 
51. Q: Who should I contact with questions on updating my health care 
         benefits? 
 A: Contact UMR 
    Via Phone: 1-866-268-3489 
    Via Email: cliffs@umr.com 
 
 
 

http://www.clevelandcliffs.us/BenefitsWebSite/
mailto:cliffs@umr.com
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52. Q: Who should I contact to update my Flexible Spending Account (FSA)? 
 A: Contact UMR  
    Via Phone: 1-877-310-3539 
  
53. Q: Who should I contact to update my life insurance information? 
 A: Contact Prudential 
    Via phone: 219-399-6266 
    Via email: life.insurance@clevelandcliffs.com 
 
54. Q: Who should I contact to update my 401k elections? 
 A:   Contact Fidelity 
    Via phone: 1-800-354-6551 
    Via web: www.401k.com 
 
55. Q: Who should I contact with general benefit questions? 
 A: Email: css.benefitsquestions@ClevelandCliffs.com 
 
56. Q: Where should I go for detailed instructions on how to make benefit  
  changes? 
 A:  Please review the benefit website http://www.clevelandcliffs.us/BenefitsWebSite/   
  for detailed work instructions. 
 
 
Frequently Asked Questions: OTHER 
 
57. Q: Do I have another option besides Self-Service to submit changes? 
 A: All employees are encouraged to utilize Self-Service for making changes.  
  Online changes are easier to make and require less time than filling out paper  
               forms. Self-service changes will be updated in real time.  

 However, paper forms will be made available to hourly employees electing 
to submit changes via paper and should be submitted in the same manner 
they are today. 

 
58. Q: Is there a deadline during the pay period for making Self-Service  
  changes? 
 A: Yes. All changes must be submitted one week prior to your check date to  
  ensure they are included with the current pay period. Changes received after  
  this will be processed with the next payroll cycle. 
  Note:  All Life Insurance changes go into effect the 1st of the following month.   
  Premiums are paid on a monthly basis. 
 
 
59. Q: How do I submit a verification of employment? 
 A:    Provider should access The Work Number by Equifax 
    URL: www.theworknumber.com 
    Provide Employer Code – 28198 
    Provide your Social Security number 
 
60. Q:   Will Dayforce be available via the Mobile App? 
 A:   Yes. This is being reviewed by the Cleveland-Cliffs Steel LLC team and further 

communication will be sent after review has been completed. 

http://www.clevelandcliffs.us/BenefitsWebSite/
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61. Q:   If I do not know my clock number, how do I obtain it? 
 A:   Reach out to your local HR department and they will be able to provide your  
              employee clock number. 
 
62. Q:   Should I use the leading zero in my clock number? 
 A: Yes. If you were given a clock number that begins with zero, example 01234 

you must use the leading zero.  If not, there is no need to add a leading zero to 
your existing clock number to log into Dayforce. 

 
63. Q:   Do the release notes from the Home page pertain to Cleveland-Cliffs Steel 

 LLC functionality? 
 A: No. The release notes are in reference to the full Dayforce Suite.  Some 

functionality may not be used by Cleveland-Cliffs Steel LLC.  You can turn this 
notification off by selecting the check box “do not” show on future log in. 

 
64. Q:  How do I obtain my Pension Report? 
 A:  Please contact Payroll Shared Services and they will be able to provide a copy 

of the report. 
 

Contact Information Recap: 
 
 Cleveland-Cliffs Steel LLC Help Desk (219) 399-4357 
amusahelpdesk@clevelandcliffs.com  (##USA - IT Help Desk) 
 
Payroll Shared Services (888) PAY-6485 
USApayroll@clevelandcliffs.com 
 
Verification of Employment requests forwarded to  
www.theworknumber.com  
 
UMR (866) 268-3489 
cliffs@umr.com 
 
UMR FSA (877) 310-3539 
  
Prudential (219) 399-6266 
life.insurance@clevelandcliffs.com  
 
Fidelity (800) 354-6551 
www.401k.com  
 
General benefit questions: css.benefitsquestions@clevelandcliffs.com  
 

mailto:amusahelpdesk@clevelandcliffs.com
mailto:USApayroll@clevelandcliffs.com
http://www.theworknumber.com/
mailto:cliffs@umr.com
mailto:life.insurance@clevelandcliffs.com
http://www.401k.com/
mailto:css.benefitsquestions@clevelandcliffs.com

