
HOW DO I ENTER TRAINING?
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Training = CET / TAFE

Scenario: apprentice attended College of 
Electrical Training (CET) on Tuesday

• In the LEAVE TYPE field, select the ‘Training’ 
drop down option

• CET / TAFE hours must equal 7.6 hours
• To ensure 7.6 is the calculation that appears 

in the HOURS field, enter a combination like 
this.  Start 08:00, End 16:00, Break 24, SAVE

CET

NOTES FOR THIS ENTRY field
eg. CET or TAFE

16:0008:00Training
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