
Manage Absence – Edit or Cancel Requests 
 
Log into Workday 
 
Click Menu in the top left 
 

 
 
 
 
Click Absence in Apps 
 

 
 

 
 
 
 
Click Manage Absence 

 
 
 
 
 

 
OR  
 
Navigate to your profile 
 
 
Click your picture in top right corner  
Click View Profile 
 
 
 
 
 
 
 
 
 
 
 
 
Click Absence from side menu 
Click Manage Absence button 
 
 
 
 
 
 
 
 
 



Manage Absence – Edit or Cancel Requests 
Edit Absence Request 
 

Click on the requested day(s) to edit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Edit  
 
 
 
 
 
 
 
 
 
 
 
 
 
Edit Type of Absence and/or 
Edit Hours Requested 
Add Comments or Attachment, if applicable 
Click Submit Request to route edit(s) to manager 
 
 
 
 
 
 
Click the Edit Individual Days link in the Edit Absence pop-up to edit individual days (see next page) 

Use Today button to return to 
current day 

 

Use the arrows to scroll 
through months 

 

Click the month/year see all 
months in year 

 



Manage Absence – Edit or Cancel Requests 
Edit Individual Days of an Absence Request 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the Submit Request to route edit(s) to manager. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the day(s) that you 
would like to edit individually 

Edit Type of Absence Edit Hours Requested Delete Day 



Manage Absence – Edit or Cancel Requests 
Cancel entire Absence Request 
 

Click on the requested day(s) to cancel 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Cancel Absence  
 
 
 
 
 
 
 
 
 
 
 
 
 
Add Comments or Attachment, if applicable 
Click OK to route cancellation to manager 
 
This will cancel the entire absence request. 
 

Use Today button to return to 
current day 

 

Use the arrows to scroll 
through months 

 

Click the month/year see all 
months in year 

 


