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Step Action 

1.  

Employees can cancel absences directly from their timesheets. 

• Log into INFORMS. 

• Navigate: Home > Employee Self-Service > Time and Absence > Enter Time 

 
 

• Select  Cancel Absences  
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2.  

Select Absence Request that needs to be canceled. 

 

 

3.  

Select Cancel Absence button. 

 
• Enter text in Comments if desired. 

4.  

Select the Yes button. 
 

 

5.  

Absence has been submitted successfully. 
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