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Workday — Cancel Time Off Request

N\

1. To cancel a time off request, select the Workday icon wor kdoy

on OKTA. On the Workday homepage,
select Time Off from Applications.

W Q search L{//‘ (=)
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E:} Applications s
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Personal Pay Time Off Benefits
Information
o db [
Time Career Directory Favorites
You'll be directed to the Time Off screen.
2. Select Time Off under the Request section.
W Q Search
< Time Off
Request iffmmm—s View
eTime Off My Time Off
Time Off Correction Time Off Balance
Leave of Absence Time Off Results by Period
Return from Leave View Teams
Available Balance as of Today
Does not include future time off requests
0 Hours - Floating Holiday
40 Hours - Paid Time Off
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3. Onthe Request Time Off screen, click on the Paid Time Off date you want to cancel.

Request Time Off
Donald Duck (32000) Gt
View Teams
Balances T < » December2018
Belance as of 1272472018 (] Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1
40 Hours
Balance Per Plan
Floating Holida;
e 2 3 4 5 6 7 8
ours
Paid Time Off
40 Hours 9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 % @ 2 28 29
Christmas Eve Christmas Day | Paid Time Off

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.

Time Off Entry e

When Wednesday, December 26, 2018
Type Paid Time Off
Requested 8 Hours

Initiated On 12/24/2018 11:04 AM

Time Off Event  Time Off Request: Donald Duck (32000)

Comment (empty)

0 Cancel this Request
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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.

Cancel Business Process Time Off Request: Donald Duck (32000) (aetors)

For Donald Duck (32000)

Overall Process  Time Off Request: Donald Duck (32000)

oversllstaws i Frooress | Notice the status of your time off request

Due Date 12/26/2018 is In Progress
Details
1item = ﬁ
Date Day of the Week Type Requested Unit of Time
12/26/2018 Wednesday Paid Time Off 8 Hours A
v
< >

Mandatory Training Scheduled on 12/26

Process History

32 Donald Duck (32000)
&,‘ - Due 12/26/2018

Request Time Off- Step Completed

ﬂ Mickey Mouse (31998)
S8

Approval by Manager— Awaiting Action

- Due 12/26/2018

@ Cancel

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

Event Canceled Time Off Request: Donald Duck (32000) o

©

rocess Canceled

> Details and Process
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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.

Request Time O
Prince Charming (32001
View Teams
Balances < > December 2018 -
toens | 1272072008 B Sundey Mondoy Toeader f— Thuradoy P Sot.
s

hours

Balance Per Plan

Flaating Holkiay

o 2 3 a 5 6 7 8

Fakd Tine o1

40 Hours g9 10 1" 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29

Chuistmas Eve Christmas Day | . Peid Time o

The Correct Time Off popup window will be displayed.

Select the time off request you want to cancel and click the delete icon.
Enter the reason for canceling the time off request. Please be advised that it’s required to enter a comment.

Click the Submit button.

Total
16 Hours

Wednesday, December 26, 2018 - Thursday, December 27, 2018

Select All 1 selected

|
=]

Correct 2items

Daily

Select  Date Type
W Quantity

Q e Wednesday, December 26, Paid Time Off 8 Hours A
2018

) Thursday, December 27, 2018 Paid Time Off 8 Hours v

\Z

< >

Type % | X Paid Time Off

The Type and Daily Quantity fields
auto populate when you select a
time off request for cancellation.

Daily Quantity 8 _

Unit of Time Hours

Comment

> Details

= Mandatory Training Scheduled on 12/266
7. The cancellation request will be forwarded to

your manager for an approval.

@ Cancel
v

4.
5.
6.
| Correct Time Off Prince Charming (32001) ‘actons s A
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