Travel Quick

CANCEL A REQUEST Reference Guide

Updated June 5, 2024

TRAVEL APPLICATION

Request

HEeLpFUL HINTS

@ To cancel a travel request it must be in Open status.

Nofe: if the trip was taken and it was a Zero $ trip or no reimbursement is expected by the traveler, the expense
report will need to be cancelled. Review the reference guide to cancel an expense report.

PROCEDURE

If the travel request was submitted and/ or approved, recall it by clicking on [, Recall §

@ Domestic travel requests can be recalled one day prior to the start of travel. International travel requests
can be recalled 15 days prior to the start of travel.

To cancel a travel request, click the checkbox at the left of the report line. Click the cancel button.

&, Employee ID: 43081 Delegate Name: SHANNON POPPE Campus: UNCA
Al Open Submitted Approved
@ o “
Report ID Report Name Business Purpose Request Date Status Total Amount \
6900011145 BTA- fall Blanket TA Request 07/01/2024 Open 664.36 USD >

6900010801 BTA - Keamey Blanket TA Request 02/01/2024 Approved 562.36 USD >

A confirmation pop-up box appears. Click Ok.

/A Warning

Are you sure you want to cancel?
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https://nebraska.edu/-/media/projects/unca/docs/travel/travel-resources/quick-reference-guide/exp_cancel_no_reimbursement.pdf

