To DELETE a leave request, go to
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Y Employee Information
school account ng system web link

eports  Settings  Help

Click on LEAVE REQUEST INQUIRY

2.-

Leave Request Inquiry

Employeed [ ]
LeavelD | v

Leaves Requests
‘ Leave D ‘ Start Date Start Time End Date End Time ‘ All Day ‘ Units ‘ Requested Date Status FIMLA Reason
View | FAMILYLEAV 12/13/2017 120132017 ¢ 100 | 10/17/2017 Approved
View | SICK 10/13/2017 10/13/2017 ¢ 100 | 10/24/2017 Approved
View | PERSONAL 10/13/2017 10/13/2017 tl 100 | 09/11/2017 Recalled
View | SICK 08/22/2017 08/22/2017 ] 100 | 08/10/2017 Approved

Select the leave you need to cancel
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Leave Il AL Your Comment
Unit of Tracking
Cancelled
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EMPLOYEE INFORMATION
BUILDING
POSITION
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SUBSTITUTE INFORMATICH
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s sHER a Mo records to display.
Josie Barkema Josie Barkema 2

You need to recall your leave first

4.- Go to LEAVE REQUEST ENTRY and click on binoculars

Leave Request Entry

Leave 1D [ &
Unit of Tracking

Cancelled



5.- Double click on the leave you need to cancel

@ Leave Request Search a
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6.- Click on the white X
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Actual Primary Sequence
Daniel Frazier Daniel Frazier 1
Josie Sarkema 2
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7.- Click on OK

wl.sui-online.com says:

Are you sure you want to delete this Leave Request?

Cancel
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