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How to Modify/Cancel a Leave Request  

 

Leave Request / Donation History page gives the salaried employees the ability to modify or cancel requests 
in “Needs Approval” or “Tentative Approval” status.  

1. Navigate to Leave Request/Donation Review 
page within Self Service:  

• Click Navbar. 

• Select Menu. 

• Select Manager Self– Service 

• Select Leave Request. 

• Select Leave Request/Donation Review.  

Modify a Leave Request 

Once the modification is complete, the original request status will change to “Cancel” and can be viewed in 
the Leave Request /Donation History tab. The new request will display on the Modify/Cancel tab and  
appear with a “Needs Approval” status.  

5. Click OK on message.  

2. On the Modify/Cancel tab, select a request . 

3. Edit the From Date, Thru Date, and/or Hours per Day.   Important! Only the From Date, Thru Date, and 
Hours per Day can be modified. If you want to change the type of request ( e.g. Sick Leave Full, Vacation, 
etc.) you should Cancel the request and submit a new one.  

4. When done, click Calculate Hours. 
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How to Modify/Cancel a Leave Request  

 

Cancel a Leave Request 

From the Leave Request/Donation Review  and History page  

1. On the Modify/Cancel tab, select the request. 

2. Select Cancel Request.  

 

3. Click OK on message. 

4. Select the Leave Request/ Donation History tab to view canceled request(s). 

 

Additional resources and training opportunities can be found on the PeopleSoft site, found here.  Or follow this navigation path: 
SDUSD > Staff Portal > Applications & Support >IT Department > Select PeopleSoft from the IT Resources drop down menu. 

https://itd.sandiegounified.org/it_resources/people_soft/

