
 

how remove a time off request in guHRoo 
 

Introduction 

This article explains how to remove or deny an employee's time off request in guHRoo. You can 
perform this action regardless of the request's current status—whether it's pending, approved, or 
denied—and even if the request date has already passed. Learn how to efficiently manage time-off 
requests and ensure accurate updates to employee balances. 

Steps/Procedures 

1.​ Access Time Off Requests 
○​ From your Dashboard, navigate to the Time Off tile. 
○​ Click on View All Requests to see the list of requests for the month. 

 

 

 

 



 
2.​ Filter and Locate the Request 

○​ You can filter requests by status: Pending, Approved, or Denied to narrow your 
search. 

​  

○​ Identify the employee and locate the specific time-off request that you want to deny 
or remove. 

 

3.​ Deny or Remove the Request 
○​ Clicking ‘Deny’ will deny the request.  

4.​ Update Time-Off Balance (If Applicable) 
○​ If the request was previously Approved and the request date has passed, guHRoo will 

automatically update the employee’s time-off balance. The hours that were originally 
deducted will be added back to their balance. 

Troubleshooting 

●​ I don’t see the request I’m looking for: Ensure you are filtering by the correct status (Pending, 
Approved, or Denied). You may also want to check a broader date range to ensure you’re 
viewing all possible requests. 

●​ The time-off balance didn’t update after removing the request: If the request date has 
passed and the balance didn’t adjust, try refreshing the page. If the issue persists, contact 
your HR administrator for assistance. 

Related Resources/Links 

●​ How to Approve Employee Time-Off Requests 
●​ Tracking PTO and Sick Time Balances 
●​ Managing Employee Time-Off Requests 
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