
 

To DELETE a leave request, go to 

1.- 

 

Click on LEAVE REQUEST INQUIRY 

 

2.- 

 

Select the leave you need to cancel 

 

 

 

 

 



 

3.- 

 

 

You need to recall your leave first 

 

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

 

 



 

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

 

 

6.- Click on the white X 

 



 

7.- Click on OK 

 

                      


