MyPortal - change leave request

MyPortal - my leave requests

Use this procedure to update your submitted leave request.
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STEP 1

Locate your leave request in the Items table of the Request Overview section of the My Leave
Requests page and click the Edit icon. For information on the leave request fields in the Items
table, see MyPortal - submit or display leave request.

My Leave Request ~

~ Entitlement

Items (3) Show From | 10:04/2019 4
Leave Type Validity Avaiaie Planned Used E niftiermsent
Sick Leave ONB2019 - 12731/9999 2 Hours Hosx 56 Mour 300 Hours
Personal Holiday - Shift 0162019 — 127312019 1 Day 0 Duy 0 Days 1
Vacation Leave 0962019 - 12731/5998 300 Hoiss O Hows O st 300 phour
v Request Overview
[ Caendar EEEEEHEER)] Show From | 1000172019 3
Leave Type WValidity Stalus Approver Quota Uised
Sick Lv Chil/Eider Care  10/07/2019 - 104152019 SUPERVISOR ALPHA 56 Houws . ®
M
NS
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https://ofm.wa.gov/it-systems/myportal/myportal-my-leave-requests/myportal-submit-or-display-leave-request

Step 2

Make changes to your leave request as needed and click Save to submit your updated request.

Edit Request ~*
Leave Type Selection
Leave Type Vacalion Leave
2TH Hours available
General Data
More than 1 day (= ine day of less

®Date 10162019

BCian Time 12 PM

EEnd Time 4 PM

*inpul Hours | 400
Approver | SUPERVISOR ALPHA

New Nole

REQUESTOR ALPHA: Sampie Request

LaTETIE] 1NS0NS G201 am



Step 3

Once your leave request updates have been saved and submitted, you can review your updates
in the Items tab of the Request Overview section. You can select the Edit icon to make
additional updates if needed or click the X icon to delete the leave request.

My Leave Request

~ Entitlement

ems (3) Show From = 10/09/2019 B
Leave Type Wakdity Aailabie Planned Useq Entimament

Sick Leave 09162019 - 1201/9999 300 Hour Hini Hesian

Personal Holiday - Shift  OSV1E/2019 - 12/3172019 10w 0 Dy 0 Dy . D

Vacation Leave 0962019 - 12/31/9599 T84 Hours Houn

~  Request Overview

& Calendas m snow From | 100172078 B
Leave Type Walidity Status Approver Cuota Used
VICI0n Leave TVORD0TY - T0DI019 SUPERVISOR ALPHA 18 Hours P &

v

Create Redquest

TIP-

You may also click on your updated leave request from the Items Tab in the Request Overview
section to see the details of your leave. From there you can update or delete your submitted
leave request by clicking on the Edit or Delete buttons at the bottom of the page.



If you submitted leave under a previous supervisor and need to change the leave request,
request the change as you normally would, and the updated request will be routed to your

new supervisor for approval.
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MyPortal - delete leave request

Use this procedure to delete a previously submitted leave request.

(SCROLL DOWN TO STEP 1)



Step 1

Locate your leave request in the Items tab of the Request Overview section of the My Leave

Requests page and click the Delete icon.




Step 2

Click OK to confirm you want to delete your leave.

@ Confirmation

Do 0w Fealy waanl 10 dedehe this request?

0K Cancel




You will see a “Request Deleted successfully” message. If you do not have any pending leave

requests, you will see No Data in your Request Overview Section.

My Leave Request

 Entitliement

ltems (3) Show From | 100472019 |
L Type Valiany Auaitabie Pranned Lised Entiesment

Sick Leave 09162019 - 12731/9999 300 Hours 0 Mearr 0 Hours 300 Hour

Personal Holiday - Shift 09ME20MS - 122019 1 Dy 0 Ciays 0 Days 1 Day

Vacation Leave COME2019 — 12/31/9009 300 Hours O Hour 0 Hours 300 Hours

v Request Overview

] Calendar m Show From | 10012019 B

Leave Type Wiakdity Status Approver Cuota Liasd

Mo data

Create Hequest
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