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Cancel a Leave Request
Learn how to effectively manage your schedule by navigating the Kronos portal to
withdraw pending time off requests. This guide provides simple instructions to help
you update your leave status quickly and accurately.

1 From the Home Page, go to the My Notifications tile. Select My Requests.
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2 Locate the request you want to cancel (status may be Submitted, Pending, or
Approved) Click Cancel.

3 Click Cancel Request.
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4 Click Done.

5 Employees can click the Filter button to view leave requests in different statuses.
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6 Employees can also use the Calendar menu to adjust the date range and locate
the requests they are searching for.

7 Click the Time Frame or Date Range to adjust the search period.


