
   
 
 

Overview: This document provides an overview on how to report an Alternate Day Off.  Leave use must 
reported by the end of the respective pay period. 
Log In 

 
1. Navigate to MyHR (

Users with administrative access should navigate to the Employee tab 

 

  
8. 
 
9. 

 Click the Submit button 
  
 Submit Confirmation page displays, please Click OK to proceed with submission. 
 

 

 
 
 

 
 

Whom to Contact for Help? 


	Log In

