
This message is for all Apollo Group Employees. 

 

MyHR will be getting several system enhancements designed to improve data integrity, improve 
reporting, enhance security design and bring visibility to the current HR organizational 
structure.  To support these updates, MyHR will not be available from Friday, July 27 at 2 p.m. 

Arizona time until Sunday evening, July 29. 
 
These changes to MyHR will mostly be “behind the scenes” focused on the core of the 

application. This will allow us to proceed with performing much needed strategic changes to the 
application over the next several months to better support our end users. The only external 
change you may see is that some HR Department (cost center) codes may change, as well as 
the descriptions. 

To learn more about how these cost center and department description changes impact you, 
please stay tuned for communications that will occur later this week. 

Special Note for Non-Exempt Employees 
 

During this time, all non-exempt employees will be unable to record their time worked via the 
Web Clock/Timesheet features within MyHR.  Employees are required  to continue recording 
their time worked utilizing the Web Clock feature up until the scheduled system downtime of 2 
p.m. Arizona time on Friday.  After 2 p.m., any time that is worked while MyHR is unavailable 
should be manually tracked, then entered in to the employee’s timesheet once the MyHR 
system is available on or after Sunday evening, July 29. 

 

You will have until  Saturday, Aug. 4 (the last day of pay period) to manually enter any time 
worked while MyHR is unavailable and be appropriately compensated for time worked within the 
pay period. For assistance on how to manually enter time directly on a timesheet, please follow 
below steps: 

Correct or Modify Your Timesheet  

1. To open your timesheet, click the Timesheet link at the bottom of the Web Clock. 

2. Use the Previous and Next Time Period links at the top of the timesheet if you need to 
adjust the time period that displays. 

3. Click in the field where the time entry is missing or incorrect, and type in the time using 
hh:mm and either am or pm, as appropriate (for example, 8:45 am or 12:15 pm). 

4. Select the following Override Code (required each time you enter or change time in 

your timesheet).  
 
00004 = Computer/Technical Issues 

5. Scroll to bottom of page and click the Submit button.6. Click OK on the confirmation 
window to refresh your timesheet and make the changes available to your manager for 



review and approval.  

If you have any questions or concerns, please call the HR Service Center at 1-877-MYHRLIVE 
(1-877-694-7548). 

Thank you. 
 

 

  
  

 

 

Attn: Apollo Group Employees 

 


