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How to Cancel and Edit Absences in Employee
Self-Service
Employee Guide

1 Navigate to HR/Pay: https://hr.ku.edu

2 Select the Time and Absence Tile

https://hr.ku.edu/psc/hrprd/EMPLOYEE/HRMS/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?&lp=HRMS.EMPLOYEE.KU_EMPLOYEE_SELF_SERVICE&lp=HRMS.EMPLOYEE.KU_EMPLOYEE_SELF_SERVICE
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3 Select the Cancel Absences tile

4 Click on the absence row you wish to change.
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5 Select the blue Cancel Absence button.

If the absence had previously been approved, your manager will need to approve
the cancellation before you can edit.

6 To edit the request, navigate to the View Requests tile
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7 Select the absence row you just cancelled.

8 Now you may edit the leave type, the date, or number of hours.



Made with Scribe - https://scribehow.com 5

9 Click the blue Submit button.


