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EX.020.016 - Deleting a Travel Authorization
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to delete a travel authorization. A travel authorization can only be deleted if it has been “Saved for Later” or if it has been canceled. Authorizations which have been “Submitted for Approval” cannot be deleted by the traveler unless they are sent back by an approver/manager.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify which travel authorizations can be deleted.
- Delete a travel authorization.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, we need to delete travel authorization 0000300003. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000158] 
	Click the Employee Self-Service link.


	2. [bookmark: ID0x00000159] 
	Click the Travel Authorization link.


	3. [bookmark: ID0x0000015A] 
	Click the Delete link.


	4. [bookmark: ID0x0000015B] 
	Click the Select checkbox next to the Travel Authorization you wish to delete.


	5. [bookmark: ID0x0000015C] 
	Click the Delete Selected Authorization(s) button.


	6. [bookmark: ID0x0000015D] 
	Click the OK button.


	7. [bookmark: ID0x0000015E] 
	Congratulations. You have just completed the Deleting a Travel Authorization topic. Below is a summary of the key concepts of this topic:

- Travel authorizations that have been “Saved for Later” or that have been canceled can be deleted.
- Travel authorizations that have already been “Submitted for Approval” cannot be deleted by the traveler unless they are sent back by an approver/manager.
End of Procedure.
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