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How to Approve, Cancel or Deny Time Off Requests in ADP 
 
You should receive an email generated by ADP letting you know of the request.   

 

Log in to ADP:  https://workforcenow.adp.com 

You will see a “TASK” in your “Things to Do” Screen on your ADP homepage. 

 

 

Click on the arrow. 

 

 
 

It will take you to this screen.  

 

Click on “Review” which will bring up the employee’s request.  

 

 

From this view you can cancel, deny, or 

approve the request.  

Cancel is used to remove a request 

already approved. 

You can change the date in the 

“balances as of” to see where their 

future balances will be after more 

accruals are added. 

 

 

https://workforcenow.adp.com/
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If you deny a request your employee will also get an email from ADP telling them their request was denied.  

 

 

If you want to cancel a request – either before or after it’s been approved, it will ask for a reason. 

 

You will always get a reply after you 

submit your answer.  
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Sometimes you get requests for multiple days.  You can do these individually or in mass. 

 

Again, you will get a response when completed. 

And your employee will get an email that it’s been approved. 

 


