
Update a Canceled Absence

This Job Aid assists in updating a canceled absence 
request for resubmission. In IPPS-A, Members 
cannot cancel an absence request and submit a 
new request for the same or overlapping ‘To’ and 
‘From’ dates. 

IPPS-A includes the functionality to view, create, 
update, and cancel absences. Canceling an absence 
is a Self-Service activity. Additionally, leave balances 
are only adjusted if it is a chargeable absence. 
Reference AR 600-8-10, Leave and Passes.

GETTING STARTED
1. Select the My Absences tile.

2. The Time screen displays, select View/Update Requests.

3. Select the Canceled Absence.

Note: See IPPS-A User Manual < Chapter 23 < Absences < 
Process 23-2 View/Update and Approved Absence Request 
and Process 23-3 Cancel Absence Request.
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Absence Requests will process digitally in IPPS-A, 
with approval and adjudication fully automated to 
send the appropriate Transaction Identification 
Number (TIN) or Format Identifier (FID) to Defense 
Joint Military Pay System (DJMS) to account for the 
absence.

4. The Request Details page displays, make desired changes 
to the absence information and select Submit.

5. A confirmation dialog box displays, select Yes.

6. The View/Update Requests displays the altered absence 
request with a new status of Submitted.

7. Review the altered absence information.

continued on next page
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The displayed instructions are applicable 
following the Member’s absence submittal for 
cancellation and its approval by the Approver.

https://hr.ippsa.army.mil/upk/r3/resources/help/Publishing%20Content/PlayerPackage/data/toc.html
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Update a Canceled Absence CONTINUED

GETTING STARTED
1. Select the My Absences tile.

2. The Time screen displays, select View/Update Requests.

3. Select the Canceled Absence.

4. The Request Details page displays, make desired changes
to the absence information and select Submit.

5. A confirmation dialog box displays, select Yes.

6. The View/Update Requests displays the altered absence
request with a new status of Submitted.

7. Review the altered absence information.
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