Reversing Leave

Log on to HR Online at https://guard.canberra.edu.au/hronline/
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Click on the Personal Information tab on the right hand side of the screen.

From the second tier menu, click on Leave on the left hand side in the second tier menu.
Click on Leave History or one of the other menu items to look at your information. Choosing
Leave History will give you access to search for the details of all leave taken and should look
similar to the screenshot below.
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Click on the Reverse hyperlink in the Action column. This will allow you to initiate the reversal.
Once submitted, the leave reversal will go through the same process as a leave approval. You
supervisor will receive a system generated notification and be required to logon to HR Online to
action your reversal request. As the process is run overnight after the approval has been done,
you will NOT be able to book leave covering the reversal dates for 24 hours after your supervisor
has approved the reversal.

You must click the Insert button to save the reversal request.

To Logout, click on the lock icon/logout button at the far right at the top of the screen. This will
end your HR Online session.
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