SUPERVISORY INSTRUCTIONS FOR CANCELLING SCHEDULED LEAVE IN WEBTA
Approved leave requests in WebTA can be subsequently changed to “Denied” status using the following steps:

1) On Supervisor Main Menu, click Leave/Prem.Pay button.
2) Click Leave button on next screen

3)  Change Request Type to Show Approved and click Update.

4) Locate employee request that is being denied and click Edit.
5) Click Revert to Pending. Employee’s request drops off list of approved requests.

6)  Go to top of screen, and change category to Pending.
7) When list of Pending Requests comes up, choose employee’s request, and click Deny.  
