
Correcting and Deleting Approved Absence Requests  

 
Introduction This guide provides the procedures for correcting and deleting approved 

absence requests in Direct Access. 

 
Before you 

begin 
Before making a correction or deletion, run the Absence Request Listing 

Report for that particular member. This will identify the inclusive dates of 

the absence requests currently in Direct Access.  

 

Step Action 

1 Select the Absence Request Listing link from the Request Reports pagelet 

located on the Requests tab. 

 
 

  

Continued on next page 

  



Correcting and Deleting Approved Absence Requests, 

Continued 

 
Before you 

begin, continued 
 

 

Step Action 

2 Enter all appropriate fields (begin/end dates are required), then click View 

Results. 

 
 

3 The results will display all approved absence requests within that date range. If 

there are no results, the request hasn’t been approved and can be corrected using 

the How to Change a Pending or Denied Absence Request procedure or it can be 

withdrawn using the Withdraw a Pending Absence Request procedure. 

 
 

  

Continued on next page 

  

http://www.uscg.mil/ppc/gp/AbsenceRequest/ChangePendingAbsenceRequest.htm?rhtocid=3.0_5
http://www.uscg.mil/ppc/gp/AbsenceRequest/WithdrawPendingAbsenceRequest.htm?rhtocid=3.0_6


Correcting and Deleting Approved Absence Requests, 

Continued 

 
Procedures See below. 

 

Step Action 

1 Select the Approved Absence Corrections link from the Payroll Requests 

pagelet located on the Requests tab. 

 
 

2 Enter the member’s Empl ID and then click Add. 

 
 

  

Continued on next page 

  



Correcting and Deleting Approved Absence Requests, 

Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Read the instructions on the page before proceeding. 

 
 

4 For a CORRECTION: 

 
 Enter the begin date of the leave to be corrected. 

 Select NO from the Cancel drop-down. 

 Enter the New Begin Date. 

 Enter the New End Date. 

 Click Get Details. 

 

The Current End Date, Type of Absence and Status will populate. 

 
 

Explain the reason for the correction in the comments, then click Submit. 

 
 

  

Continued on next page 



Correcting and Deleting Approved Absence Requests, 

Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 For a DELETION: 

 
 Enter the begin date of the leave to be corrected. 

 Select YES from the Cancel drop-down. 

 Leave the New Begin Date and New End Date fields blank. 

 Click Get Details 

 

The Current End Date, Type of Absence and Status will populate. 

 
 

Explain the reason for the deletion in the comments, then click Submit. 

 
 

6 The transaction will be routed to the SPO tree for approval. 

  

 


