
Manager- Modify Previously Submitted and Approved Time 
off Requests  
From the Manage Absence application  

1- Go to main Dashboard 
2- Find your Apps/Hubs 

a. Click on Time and Absence:  
b. Click on Time off and Leave Calendar 

1. On the absence calendar, select the time off entry that you want to 
update.  

  
2. Select the Edit button.  

  
3. To edit or delete individual days, select Edit Individual Days.   



  
4. Select days to edit their hours and details.   
5. Select the Remove Day link to remove the day from the request.  
6. After completing your edit, select the Edit Absence return arrow, or the 
Submit Request button.  

 


