Step-by-Step Modified Leave Request

Once a leave (sick, vacation) request has been submitted, it can NOT be changed.
The request must go to the manager and they will either select

PUSH BACK this allows the employee to make the necessary changes to the request and resubmit the modified request for approval.
CANCEL – DENY if the request is not needed at all, and no time will be taken off that day.
__________________________________________________________________________________________

Once a leave request has been submitted and approved and the employee needs to cancel the request, they must submit a Cancel Leave Request.

__________________________________________________________________________________________

Once a leave request has been submitted and approved and the employee needs to modify, not cancel, the request, they must submit a Cancel Leave Request.
After the Cancel Leave Request has been approved by their supervisor, they must submit an 
Edit Submitted Leave Request for the approved canceled request. 

These combined steps are below for your convenience.












[image: Screenshots from UT Share]
[image: Screenshots from UT Share]



After the cancelation request is approved, follow the steps below.
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The View Requests page displays all leave requests.
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Review the request details and update the necessary fields, such as date(s), hours, absence

name.
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1. From the Time & Attendance page, select the Cancel Absences tile.
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The Cancel Absences page displays and lists all leave requests.
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Select Cancel Absence.
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From the Time & Attendance page, select the View Requests tile.
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