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How to Modify your
Leave Request in Titan's Direct



Overview

You have the flexibility to adjust or delete pending leave requests that haven't yet received approval. However,
once a request has been approved, employee-initiated changes require supervisory consent.

You will be guided through the steps needed to modify your time off request in Titan's Direct




Locate the Request
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Un-Submit Your Request

Now, select your request and a new page will appear. the "Un submit" button, and the system will process your request. A message at the top of the screen will confirm

the successful unsub mission with the text, "Leave Time Request Unsubmitted successfully."
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Delete a Request

You have the option to delete your request

To delete a request, first follow the process to un-submit it. Once unsubmitted, your request will become visible on the screen.
Then, to delete the request, locate the "Delete" button on the right side of the screen and click it. You'll be prompted with the following message: "You
are about to delete the leave request. Are you sure?"

Confirm your decision by selecting "Delete.” You will receive a confirmation message stating, "Leave Time Request has been deleted."

Delete Request

You are about to delete the leave request. Are you sure?

Current Leave Balance: 198.75 hours
Pending: -14.00 hours

Effective Balance: 184.75 hours

Total Requested: 14.00 hours




Modifying Leave

Proceed to make necessary updates and then Save and Re-submit the request for

approval

End Date *

4/15/2024 D ’ ‘ 4/17/2024

You will remain on the Leave

Vacation .
21.00 Request screen. The unsubmitted

ANS2024 - AN 712024

request will appear on the left

side, labeled as "Draft."

e Type

( Vacation

Start Date *@

' 4/15/2024

Be sure to save and submit your request.




Modifying Leave

Note the change in the amount of time requested
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Review

Log Into Titan’s Direct

Log into Titan's Direct and select “Leave” under the employee tab.

Open Submitted Request

Select the request you would like to modify or delete and open it. Select
the ‘Un-submit" icon on the right side of the page.

Delete or Modify

Delete - Use the Delete Option

Modify - Your request will revert to a draft and your prior balance will be
restored. Make the necessary changes and re-submit for approval.



Reminders.

@H  Employment

Current Leave Balance: 15058 hours
Pending: -7.00 hours
Effective Balance: 14358 hours
Total Requested: 1£.00 hours

Leave Approval

S

Review your main page to ensure everything displays

The comments you write are only seen by your Modify your request through Titan’s Direct

supervisor as it should
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