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1. In the Detailed Navigation window, under My Team > Employee Information, select 
General Information. Next, select the employee for whom you wish to delete a leave 
request from the Employee Search area, by clicking on his or her name.

 Note: Use the arrow buttons circled in black in the above image to navigate up or down if the name 
of the employee for whom you want to delete a leave request is not shown in the initial list displayed. 
You can also select your indirect reports by changing the drop down menu in the Employee Selection 
(circled in black in the above image) to Employees from Organizational Structure.

2. Select Enter Leave Request from the Related Activities menu 
(circled in the image at right), which is located in the bottom 
right section of the screen to launch a new window.

Follow these steps to delete a leave request on behalf of an employee through Manager 
Self Service.
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3. In the new window, click on Show Overview of Leave (circled in red in the image below).

4. Select the leave request you would like to delete by clicking the blue box in the left-most 
column of the same row on which it is listed. The information for that leave request will 
appear in the lower portion of the screen. Click the Delete button to initiate deletion of 
the selected leave request.
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5. When you reach the next step, Review and Save, select Review to take a final look at the 
request you have selected and ensure it is the one you need to delete. 

6. Once you have checked to make sure that the request you have selected is the one you 
need to delete, click the Send button or the Delete button to finalize. The Delete button 
appears when deleting requests that have not yet been approved; the Send button 
appears when deleting requests that have been approved already. You will then receive a 
confirmation notice to let you know the leave deletion request has been sent.

 Note: If the leave request you just deleted was already approved, a task will appear in the universal 
worklist , indicating that you need to approve the request’s deletion.


