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Introduction 
This job aid will review how to cancel a submitted or approved absence request 
via Employee Self Service.

Instructions 
1. Log into OneUSG Connect.
2. From Employee Self Service, click the Time and Absence tile.

3. Click the Cancel Absences tile

4. Click the absence event you wish to cancel.
5. Click Cancel Absence.
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6. You will be prompted to confirm if you want to cancel the absence. Click Yes.
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