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How do I enter Training Hours in Dayforce

1 From the Dayforce Home screen

Select Employee Timesheet
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2 Select the week and day to enter the hours

Click Add New Shift (on calendar icon)
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3 Under Pay Code

Select Training (at the bottom of the list)

Enter the Start Time and End Time of the training hours

Click the Green Check Marks to confirm times and show total hours

Under Comments Enter the name of the training

Click OK
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4 Click "Save" to submit your hours


