How to enter Training Hours on Dayforce using
mobile app

1 From Your Home Screen

Click on More ...

dayforce =2 O

Good Afternoon

Earnings >

Available
Earned Pay: ® Show

Get paid today!

Don't wait until payday. Access your
earned pay within minutes.

Get your pay >

Next payday:

® Show
® o 0 0 00
Last pay: W
® o 0 0 00
@m0
Hub Earnings Benefits Calendar More
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2 From the Menu

Click on Timesheet
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Done Menu
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& Hub

£ Earnings
O Benefits
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® Clock

B Forms

My Goals
A Time Away

E Timesheet
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Edit



3 1. On Timesheet

2. Select Day you wish to add Training hours

3. Click the three dots ... next to the total hours

4. Add Shift Icon will open Click on it

THU

FRI
12

SAT
13
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Timesheet

Jun 1-15, 2026
Total hours: 72.00

OOV AIVI= DUV FIVI

8.00 hours
O®

Total hours: 8.00

0006 SocCal
Administration - HR
PAYROLL
ASSISTANT
8:30AM-5:00PM

8.0N bntion

Add Shift =)

Total hours: 8.00

Not Scheduled

Not Scheduled



4 1. Under Add a Shift

2. Click on Pay Code

3:28 ! LTE (@
¢ Back Add a Shift Add

JUN 11, 2026

Authorize

Location

SoCal Administration -
JNCS Mission Hills ADM

Job Assignment
0006 SoCal Administration
- HR PAYROLL ASSISTANT

Pay Code
[None]

Docket
[None]

Quantity
Tap to add

e
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5 1. Under Pay Code

2. Click Training

3:28 o LTE @
Cancel Pay Code
Q Search
[None] v

Circle Meeting

Dept Rates DT

Floating Holiday

oJT

On Call

Reporting Time Pay

Staff Meeting

Time Travel Consecutive Shift

Training
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6 Once you selected pay code it will take you back to add a shift screen

1. Enter the Start time

2. Enter the End time

3:29 o LTE @
¢{ Back  Adda Shift Add

Training

Docket

[None]

Quantity

Tap to add

Start 3:00PM

3 00 PM
End 5:00PM
Add meal
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7 Under Employee Comment

* Enter the name of the Training you took

* Click on Add

3:30 il LTE @

¢ Back  Add a Shift Add

Iap W auu

Start 3:00PM
3 00 PM
End 5:00PM
Add meal

Add a transfer

EMPLOYEE COMMENT

[ New Hire Orientation }
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8 Once you added the Training it will take you back to Timesheet screen

Is now reflecting the added shift
Click Save

Congratulations you completed lesson on how to enter Training hours.

3:31 «l LTE @8
Cancel Timesheet

Jun1-15, 2026
Total hours: 72.00

THU 0006 SoCal
Administration - HR
PAYROLL
ASSISTANT
8:30AM-5:00PM
8.00 hours

ON

0006 SoCal
Administration

-HR PAYROLL
ASSISTANT
3:00-5:00PM

2.00 hours

Total hours: 10.00

@ = O ®m
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@ Tip! The same steps are used for the fallowing pay codes
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9 PayCode

Circle Meeting

Floating Holliday

oJT
Staff Meeting
Training
3:28 o LTE @
Cancel Pay Code
Q Search
[None] v

Circle Meeting

Dept Rates DT

Floating Holiday

oJT

On Call

Reporting Time Pay

Staff Meeting

Time Travel Consecutive Shift

Training
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