To change or cancel leave
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1) Go to leave to be cancelled or changed and click on any day — this will bring up a box as below
2) Click on drop down arrow to show options if necessary
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3)To Change leave - use this if you want to change the dates applied for and approved or the leave type to be used . Change either the leave type or
the relevant dates and then click through as usual.

The change will then need to be approved by your manager
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4)To Cancel leave - use this if you wish to cancel approved leave, click on OK, the leave will then be coloured red, this will need to be approved by your
manager

this box will appear when you clickon
cancel

Confirm Action

This leave request will be cancelled.
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