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	Canceling Travel Authorizations
	This job aid will help you cancel a Travel Authorization. 
(  Cancel a Travel Authorization when it is in “Approved” status and has not applied to an expense report (delete a travel authorization when it has not been submitted for approval)
(  If a Travel Authorization is not in “Approved” status, it can be processed through the levels of approval until it is in “Approved” status.
(  Canceling a Travel Authorization closes the travel authorization and reverses the associated encumbrances


	1.1
	Confirm the user canceling the travel authorization is a proxy to the traveler.

	If the user is not a proxy, please see the Setting Up Proxies job aid.

	1.2
	Navigate to Travel and Expenses > Travel and Expense Center > Travel Authorization > Cancel
Enter the employee ID and click Search.
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Enter any information you have and click Search. Leave fieids blank for a st of ll values.
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	1.3
	Select the Travel Authorizations to be canceled and click Cancel Selected Travel Authorization(s).
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Select  Description Auhorzationld  DsteFrom DateTo  Amount  Cumency
L1 SMARTTesting 0000025893 10222015 10232015 100.00USD
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	1.4

	Click OK.
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	1.5

	On the Cancel Approved Travel Authorization page, canceled travel authorizations will not be listed.
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	End of job aid.
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