How do I enter Training Hours in Dayforce
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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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Click "Save" to submit your hours

= -4

<Q Ask a question or search

USA JNCS Semi Monthly (By Employee)

B Load * Favorites + | a Options

’ Mass Action | = Undo 3 Redo | LAulhnrize J@ Unauthorize
v Pa;'-': @s:_‘- Attendance Balances Audits Clock Data

Emplojees

o May 1 - May 15, 2026

v _Eave | ?Filier 15 Sort

ay_f}. Tuesday, May 5 Wednesday, May 6 Thursday, May 7 Friday, May 8

Saturday, May 9

Made with Scribe - https://scribehow.com



