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Cancel a Business Process 

You can cancel a business process only if you initiated it, and if no other tasks in the business process 
have been completed. The Overall Status of the business process must be “In Progress”. If you are not 
able to cancel the process yourself using this guide, you may have the approver deny or send the request 
back to you for correction, if necessary. 

 
If the Overall Status is “Successfully Completed” and the request needs to be canceled/removed, contact 
Shared Services through the ticketing system for assistance. 

IMPORTANT: Once you have canceled a business process, the action is final. There is no approval 
routing. 

The procedure to cancel a business process that you have initiated follows. 

 
 Procedure:  

 
 

1. Click the My Task box    icon. 
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2. Click the Archive tab and identify the transaction you wish to cancel. 

 

 
 

 
3. Click on the item that you want to cancel. 

 

 

 
4. Verify that the Overall Status of the process is “In Progress”. 
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5. Next to the "Overall Process" hyperlink, click the Related Actions button (three dots) for a drop 

down; hover over Business Process; then select Cancel. See below. 

 Important: When you cancel a business process there is no approval routing. The 
cancellation is final. 

 

 

 
6. Review the request details before submitting the cancellation. 

 
7. Enter a reason for cancelling your request in the Comment field. 

 

 

8. Click the Submit  button. 

Tip: If you do not want to submit the request at this point, you can also click the Cancel 
button to cancel the process and start at another time. 
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9. A display message will pop up confirming that the event has been canceled. You can click View 

Details to see what was canceled. 

 
10. This process is complete. 




