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Introduction 
This job aid will review how to edit 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.
7.   From the Time and Absence screen, click the View Absence Requests tile to view the canceled request.

8.   Click on the canceled absence request.
9.   Make the necessary adjustments to the absence. You can now change the absence name, start date and end date or the 
duration. 
10.   Click Check Leave Balance. This is forecasting the absence to see if it is eligible or not.

11.   Click OK.
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12.   Once the forecast has completed, click Submit. 

13.   You will be prompted to confirm if you want to submit. 
14.   Click YES. Notice the status changed from "Canceled" back to "Submitted".
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