
You can cancel absence requests that have been 
Submitted, Pushed Back, or Approved. 

Absence Requests must be cancelled prior to the 
Employee Absence Management Deadline. 

If you need to cancel a request after the deadline, 
you will need to complete the  
Absence Adjustment Form, have your Manager 
review and sign it, and return it to your College  
HR Department or District Office Payroll within  
two pay periods of that absence request. 

1. Log into HCM with your MEID and password. 

2. Click the Time tile. 

3. Click Cancel Absences. 

4. Select the absence request to be cancelled.

 

5. In the upper-right corner, click Cancel Absence. 

6. Click Yes to confirm, or No to cancel. 

 A message briefly displays at the top of your 
screen indicating that your absence is cancelled. 

7. To cancel a different request, in the upper left 
corner, click the <Cancel Absences link and 
repeat steps 4 - 6 . Or sign out. 
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You can view all of your absence request details, 
including the status. 

You can only edit absence requests with the 
status of Push Back.  

You cannot edit an approved request. You will 
have to cancel the approved request and resubmit 
a new one. 

1. Log into HCM with your MEID and password. 

2. Click the Time tile. 

3. Click View Requests. 

4. Select the absence request to view.

 

5. Review the absence request details. 

6. Click the <View Requests link in the  
upper-left corner to return to your requests. 

7. To edit the number of hours taken on an 
absence request with a status of “Push Back,” 
select the request, then click Partial Days. 

 

 

 

 

8. Click the Partial Days drop-down and reselect 
All Days. 

 

 

 

9. Enter the new hours in Duration, then click 
Done. 

10. Click Submit, and click Yes to confirm. 

11. Click the <View Requests link in the upper-left 
corner to return to your requests. 
Or sign out. 
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https://business.maricopa.edu/sites/default/files/2017-2018%20ABM-Time%20%26%20Labor%20Calendar%20EE%20%26%20Sup_0.pdf
https://hr.maricopa.edu/sites/default/files/AbsenceAdjustmentFormforSupervisors.pdf

