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1. To cancel a time off request, select the Workday icon on OKTA. On the Workday homepage, 

select Time Off from Applications.   

 

You’ll be directed to the Time Off screen. 

2. Select Time Off under the Request section. 
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3. On the Request Time Off screen, click on the Paid Time Off date you want to cancel. 

Note: If your time off request has not been approved, the Time Off Entry popup window will be displayed. 

4. Click the Cancel this Request button. 
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Review your time off request information on the Cancel Business Process screen: 

5. Enter the reason for canceling the time off request in the comments field. Please note that it’s required to enter a 

comment. 

6. Click the Submit button. 

7. Click the Done button on the Event Canceled screen to complete the process. 

Notice the status of your time off request 

is In Progress 
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Note: If your time off request has been approved, you’ll notice a green check mark with the approved time off request. 

3. Click on the Paid Time Off date you want to cancel. 

The Correct Time Off popup window will be displayed. 

4. Select the time off request you want to cancel and click the delete icon. 

5. Enter the reason for canceling the time off request. Please be advised that it’s required to enter a comment. 

6. Click the Submit button. 

7. The cancellation request will be forwarded to 

your manager for an approval.  

The Type and Daily Quantity fields 

auto populate when you select a 

time off request for cancellation. 
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