
How to Remove Time Off that Has Already Been Approved 
1. Find your employee on your Dashboard under the “Employees” section 

 
2. Click on the paperclip on the line with their name on it 

 
3. On the next screen click “Current Timesheet” 

 
4. Locate the correct date range (if current is not what you need) by clicking this > button, OR the calendar symbol 

 
 
 
 
 

5. Once the correct timesheet is found, locate the time off that needs removed from the timesheet (timesheet 
may have various rows so be sure you are looking at correct row) 



 
 

6. If all time off needs removed, you may click the “X” for the row to delete all the time  

 
 

7. OR if only certain time off needs removed, click on the box to highlight the time, and back space to delete it 

 
8. In both cases, you must click “Save” in the upper right corner of the timesheet to ensure the timesheet is 

updated and time off stays removed. 

 


