
Workday Time Off User Guide 

Process Name: Cancel Time Off Request 

Step 1 

Click the “Time Off” 

icon on your home 

page. 

 

Step 2 

Click “Time Off” under 

“Request’ as below. 

 

Step 3 

Click on the pending 

ticket. 

 

Note: Once request was 

approved by manager, the 

request cannot be 

canceled, please go 

through Time Off 

Correction process. 

 
Step 4 

Select leave type and 

daily Quantity then 

click Submit. 

 

Step 5 

Enter your comments 

then submit. 

 



 


