
MyPortal – change leave request 
Related procedures 
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. 

 

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. 

 

 

 



 

 

 

 

 

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. 

 

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. 

 

 

 

 

 

 

 

 



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. 

 

 

 

 

 

 

 

 



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. 
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