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Paid/Unpaid Leave of Absence 

 

• Log into MyHR,  

• Select My People 

• Select Time & Attendance  

• Select the required employee  

• Click “next” to continue 

 

• Use the calendar to navigate to the required absence start date 

• Right click in the selected date 

• From the dropdown options select Paid Leave or Unpaid leave as required  
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• Select the required leave option displayed and the following screen will display 

 

 

• Add a comment if required, this is not a mandatory field but could be useful for future 

reporting. e.g. if recording bereavement, you may want to detail the relation.  

• Enter the date of the Leave  

o Move the marker to Part Day 

o Add the start time of the leave e.g. 9am 

o Then add the required number of hours leave 

 

 

 

 

• Click Confirm planned work time 
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• Enter your normal, full day, working hours  

o You only need to adjust the hours on the day the leave is booked for, in the 

example shown, this is Wednesday. You do not need to update the full 

calendar.  

o Note: The calendar is displayed week ending, be sure to check before 

updating.  

 

 
 

• Save 

o You may be presented with an Alert: 

 
o Click save again and you will be returned to the Leave entry screen  

 

• Double check that the Total Time recorded is correct 

 

 

• Save 
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Confirm Planned Work Time: Additional Information 

We do not hold work patterns in MyHR, therefor the system takes an employee’s contracted 

hours and divides them equally over 5 days.  

Confirm planned work time allows users to override this default and enter the true work 

pattern. 

This work pattern is not saved against the employee and needs to be completed each time 

leave is entered.  

Confirm planned work time only needs to be completed for the days that the leave is 

requested. So, if only 4 hours on Monday is requested, only complete the work plan for the 

same Monday.  

EXAMPLE: 

The employee’s works 7 hours 25 minutes on Wednesday, Thursday & Friday.  

The employee has requested a full day Unpaid Leave 

 

 

 

 


