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Through the website: 
1. Login to Employee Access and click Go To ADP Time & Attendance. 

 

 
2. Click Myself > Personal Information > My Time Off Requests. 

 

 

 
 
 
 



Cancelling a Time Off Request  
In Time & Attendance 

 

Copyright © 2020 ADP, Inc. ADP Confidential. ALL RIGHTS RESERVED. ADP, the ADP logo and Always Designing for People are trademarks of ADP, Inc. ADP Confidential. 

3. Click into the Request Number for the request you wish to cancel. 

 

 
4. Click Cancel. 
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Through the ADP Mobile Solutions app: 
1. Login to ADP Mobile Solutions and click the three lines to open the menu. 

 

2. Click Myself > Time Off. 
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3. Click on Requests to view all current requests. To cancel, click the three dots to open the menu 
and select Cancel. Scroll down within the request to click Cancel once more to confirm. 

        

 

 


