
How to delete a holiday requests that has already been approved 

 

Open the My People tab 

 

Select Time Management and select Time Management – Calendar View. (If you can’t see the option 

Time Management. Select your Team Selector and un-select the selected employee) 

 

 

Select your employee and hit next 

 



Select open hols history. 

 

Find the request you wish to remove and select delete. 

 

 


