
 

 

 

 

To remove time off: 
1. To cancel an approved time off request from the manager’s 
view, start with Employee Requests from the home page. 

 

2. Change the Filter to include Approved requests.   

 

 
 
 
 
 
 
 

3. Find the approved request 
that needs to be removed, 
select which highlights the 
request blue. 

 

4. Cancel in the top Right. 

 

Manager Remove Employee’s Approved Time Off 
 When an employee does not request their time off, as a manager you can request and 

approve on their behalf using the Schedule. 
 


