Deleting an Employee Absence
Navigate to the Employee Calendar. 
[image: ]From the ‘My Team’ widget in the Manager Dashboard, click the 3 dots beside the colleague whose absence is to be deleted, and select ‘Employee Calendar’ from the drop down options.

You can delete an absence in two ways; from the Employee Calendar or from the Person Absences screen.
Employee Calendar
Find the absence you wish to delete in the Employee Calendar and hover over it, this will bring up some details of the absence, click the 3 dots beside the details and select ‘Delete’ from the drop down options; the below pop up box will appear.
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Select ‘Yes’ to confirm you wish to delete the absence.

Person Absences screen
From the Employee Calendar, click ‘Actions’ at the top right and select ‘Person Absences’ from the drop down options.
[image: ]
In the Person Absences screen you will be presented with a list of all absences the colleague has had added to their calendar. 
Find the absence you wish to edit, click on the 3 dots along from the absence and select ‘Delete Absence’ from the drop down options.
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You will be presented with the same pop up box as before, to confirm you wish to delete the absence.
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