
Recall a travel expense claim prior to certification 

1 Locate the claim to be recalled 

• Select Travel Expense tile 

• Use search filter to find domestic travel expense claims 
awaiting certification 

• Select Go 

2 Recall the claim 

• Open the claim and select Recall 

3 Update and Submit 

• Review and update the claim details 

• Follow the usual process to review and submit the claim


	Recall a travel expense claim prior to certification 
	1 Locate the claim to be recalled 
	2 Recall the claim 
	3 Update and Submit 


