A TENNESSEE

HOW TO CanCEI Time Off RequeStS in ﬁﬂﬂ STATE UNIVERSITY

Banner Services

This guide provides instructions on how to navigate the Employee Self-Service
dashboard to remove previously submitted time off requests. Follow these steps to
successfully cancel pending entries in the Banner system.

Dashboard Access

1  Select 'Request Time Off' from My Activities.
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2  Select the 'In Progress' or 'Pending' for the leave request period.
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Request Period Hours/Days/Units Submitted On Status
Digital Transformation Officer & Apple Administrator, 118360-00, S, W40100, WTE Information Technology “0) Prior Periods
07/01/2026 - 07/15/2026 Not Started ’W‘
07/16/2026 - 08/15/2026 In Progress ®
08/16/2026 - 09/15/2026 Not Started W
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Alert! - If the requested date(s) are in the past, please continue to Step 3. Other
than that, proceed to Step 4

3 Optional—Click "Prior Periods"
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4  Click "Cancel Request"
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5 Click "Yes"
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6  Once you see "Leave Request cancelled successfully." you are done
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