Tutorial EASE - Delete (Withdraw) Approved Leave Request

Purpose

Use this procedure to delete (withdraw) an approved leave request in the My Leave Request application
of EASE.

Prerequisites

. Know the dates and hours of leave time
. Employee has formerly submitted a leave request.
. Manager has formerly approved the same request.

Menu Path

Enter the following URL address in the web browser of your computer, laptop or mobile device:

. https://ease.arkansas.gov/
Tips and Tricks

Not completing your current pay period Leave Request could result in payroll errors.
Enter the appropriate Absence Type in your Leave Request, e.g. Annual Leave (ANNL).
Leave time is used in 15 minute increments.

The withdraw will result in a canceled request that is pending for further approval.
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1. Start the task from the EASE home page.
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2. Click the My Leave Requests tile.
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My Leave Requests
& Hﬁﬂa Q, 25 5xEMPT 31 TRAINING v
&= Create Leave Request
Annual Leave -
{ Aug 2016 Sep 2016 ) 8 ous 78 ours
Used Available
SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT
1 2 3 4 5 6 1 [ 2 BES
Start Time End Time
7 8 9 10 11 12 13 4 5 6 7 8 9 10
14 15 16 17 18 19 20 11 12 13 14 15 16 17
21 22 23 24 25 26 27 18 19 20|E|22 23 24 AllendanceiAbsence Hours
28 29 30 31 25 26 27 28 29 30
Approver
E Working Day Non-Working Day Approved Approval Pending
Public Holiday Rejected [] Today [l Selected Day(s) APPROVER 31 TRAINING
W
3
Reset Leave Balance HISIOW' I—_‘»
3. Click the History button.
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My Leave Requests
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4, Click on the Approved Leave Request task.
5. Click the Withdraw button.
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Header Withdraw Leave Request

Withdraw Leave Request

Do you want to withdraw this leave request?
Category: Annual Leave
From: 09/22/2016
Ta: 09/22/2016
Requested: 1 Day

OK Cancel

6. Click the OK button.

6 Confirm the correct leave request was selected.
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My Leave Requests

& ?i Ij—a Q, 25 oEvPT31TRANNG Vv

7 - €= Leave Requests Leave Request
Q
L
Annual Leave 1
Day
Annual Leave 1
Day Thursday. September 22, 2016 Approved
09/22/2016 Canceled
1 TN
=) (i)
Annual Leave 1 N/
Day —
09/22/2016 Approved

APPROVER 31 TRAINING: Make sure to let Sue know you'll be out. Thanks!
0972112016, 17:14:34

Change  Witharaw [
7. Click the Back button.

ﬁ A Canceled Leave Request is created, but is still pending. Once the manager approves
the withdraw, the Canceled Leave Request and the formerly approved request will drop
from view.
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You have successfully withdrawn an approved leave request.
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You will receive an Outlook email when your manager approves or rejects your request.
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