[bookmark: _GoBack]Cancelling Absence Requests
In Wolf Time, employees and supervisors both have the ability to cancel a leave request. If the employee cancels the request, the supervisor will receive the following email: 
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Supervisors can click on the blue link in the email to get to the page where they can “Approve” the cancellation request. Once the page opens you’ll need to click the blue link that says “Cancel Absence Request”. This will open a new page where any pending cancellations will show. Click on the one you want to approve then click submit. 
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There is an Absence Cancellation Request awaiting your approval

De

Employee: 000327711 - Cheryl Howard
Department: CALS Personnel Senvices

Job Title: Human Resources Specialist
Supervisor: Nikki Kurdys

Absence Name: Annual Leave or Comp
Absence Start Date: 2017-11-03
Absence End Date: 2017-11-03

Cancel Status: Submitied

Comments: Test

Please use this link to navigate to the Absence Approval page. Once on this Approval page, remember to click the ‘Cancel Absence Request' link (fight-hand side, middle of the page) to toggle to the Approval Page for Cancelations
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