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[bookmark: _GoBack]Reviewing and Deleting Leave Requests



	Step
	Action

	1. [bookmark: T6_F4]
	After submitting a leave request it is a good idea to review the request to verify it is correct.  

To review a request you will need to click the Review / Update Requested Leave Time link.


	1. [bookmark: T6_F45]
	The Leave Type and Description columns show the type of leave for a request.  

	1. [bookmark: T6_F47]
	The Leave Status column displays the status of the request.  The status will be one of the following:

Pending (has not yet been approved or declined by your Manager)

Approved 

Declined

Taken (will not change to this status until Payroll has run for the Pay Period in which your leave request falls)   

	1. [bookmark: T6_F49]
	The Total Leave Duration column displays the total hours for each leave request.   

	1. [bookmark: T6_F51]
	The last two columns are the Leave Start Date column and the Leave End Date column.   This simply displays the beginning date and ending date of a request.  

	1. [bookmark: T6_F16]
	You can delete a submitted request which does not have a Leave Status of "T". 

To delete a submitted request click the radio button of the desired request.


	1. [bookmark: T6_F18]
	Click the Delete button.


	1. [bookmark: T6_F20]
	You will see a confirmation window.

Click the OK button to confirm you want to delete the request.


	1. [bookmark: T6_F22]
	You can also edit any submitted request which does not have a Leave Status of "LEAVE TAKEN".  

To edit a submitted request click the radio button next to it and then click the Update button.


	1. [bookmark: T6_F55]
	You can edit the Leave Duration, you can delete a specific date if it is a multiple date request, and you can add comments.  If you make any changes click the Submit button.  If you do not make any changes click the Cancel button.

	1. [bookmark: T6_F38]
	You have successfully completed this lesson.
End of Procedure.
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