Workday Time Off User Guide

Process Name: Cancel Time Off Request

Step 1
Click the “Time Off"

icon on your home
page.

r Q

workday. On behalf of: Andy Lau ( 34 )

e %

Time Off Personal Directory Performance Custom Reports
" Information
Step 2
CI|Ck "T|me Oﬁ" under H Q WOrdey On behalf of: Andy Lau { Z&E5)
“Request’ as below.
Request View

Time Off Time Off

Time Off Correction Time Off Balance

Step 3 Request Time Off Andy Lau ( XI&=%) e
Click on the pending
ticket < > August 2015
Balance as of sunday Monday Tuesday Wednesday Thursday Friday Saturday
1
Note: Once request was 087247205 [
approved by manager, the 30 Days
request cannot be : N N s ¢ 7 s
Balance Per Plan
Canceled’ please gO Annual Leave Time Off Plan - China
- 10 Days
thrOUgh M (Annual Leave - China) k] 10 1 12 13 14 15
Correction process. Sabbatical Leave Time Off Plan - China
HeE
20 Days
(Sabbatical Leave - China FHEE) - . = . . 2 .
3 4 25 il o 8 ]
I ~ AnnE\ Leave - China
Step 4
Select leave type and Time Off Entry s Actions Event Time Off Request: Andy Lau
H H Business pProcess C: | . M M
dally Ouantlty then When \Wednesday, August 26, 2015 - Friday, August 28, 2015 ) e B Click on "Cancel
. ) Favorite View Remaining Process in the menu.
Clle Submlt Type Annual Leave - China 1 SugEct vy cauy SR )
Click on Related M t
Requested 3 Days Action button "Bus?::scsulr:'srﬁlrceoss" verall Status I Progress
Initiated On 0812312015 11:27 PM ; hitiated On 08/23/2015 11:27:13 PM
Time Off Event  Time Off Reguest: Andy Lau { MIKEE) B Due Date 08/25/2015
Comment (empty) b Effective Date  08/26/2015
Comment (empty)
Step 5 Attachments
Plan changed, no need to apply for
Enter your comments O leaving now|
then submit.
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| m Cancel







