TIME OFF & LEAVE| Uy | @ | @

CANCELLING EMPLOYEE TIME OFF REQUESTS
(FOR MANAGERS AND DELEGATES)

To access the Time Reporting System (TRS), go to https://go.gwu.edu/trs.

A Manage My Departme. ol +
Genies
¥ | [y & Select the employee from your list or through tonte 1222 (enetpyPetod ]

Voo | the Quick Find Genie, click on the orange Go » | A
Corm To button and then select Request Manager.

Share GoTo

GW1104 Lincoln, Abrahd 2/999/999/999999/999/10176400/999
Request Manager
Tme0ff v Mutiple(1]) nghlight the row of the 30172021 -331/2001,5._ |
® ¢80 X request to be cancelled
Details it AddRequest  Cancel and Select Cancel.
Modified By (Username) Subject Submit Date a e End Date Pay Code
gqwl101 Annusl 2/11/202112:00 A Washington, Martha 3/01/201 Lincoln, Abrsham 3/01/2021 ANNUAL
Cancel Time-Off Request After you click on the Cancel icon, the
. .| employee’s manager will receive an email
Modtedny g1 notification from the TRS to approve the
Employee: Lincoln, Abraham Type:  Annual .
. cancellation request. Once the manager
» Requested
B approves the cancellation (see below), the
— e rimeun R — time off will be removed from the employee’s
oy e tors [0 & timecard and their annual time balance will no
peemadson: (30202 [ longer reflect the hours cancelled.

In the pop-up box, select
Cancel Request.

ANL

NOTE: You cannot edit or cancel part of an
approved request. Cancelling the time off
request will cancel all dates and hours within
the request.

ANLCARRY

PND

Status History
Approved:  2/11/2021 - 12:03:21
gw1101
Submitted: 2/171/2021 - 12:00:59

el i
Request Manager
Time-Off ¥ | Muitiple (17) = Managers need to select the
cancellation request and select
104 & ® vh % Ik Cancel Approved and then Cancel
i i -t R o R o Approved in the pop-up box.
Modified By (Usemame) Subject
gwl107 Annual 2/11/2021 1200 Cancel Submitted
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