
Deleting a request



Select the trip

• Go to trips tab, click to open
desired trip 

• Trip in pending stage can be 
deleted in entirety, 

• If request is in approved/ 
confirmed stage then any 
change made including 
deletion of segments is taken 
as edit of request.



Delete entire trip

Deleting entire trip at once:

• Only pending trips can be 

deleted in entirety at once

• Approved, Confirmed trips

cannot be deleted in entirety

• Click on Delete icon on top 

right corner to delete the trip



Delete part of trip

Deleting part of trip:

• Click on top right corner edit 
icon to edit trip

• Delete select segments you 
wish to remove

• Delete all segments if you wish
to do so



Make changes and then submit

• Delete option is available only 
for segments which are not 
booked

• Note in image, flight is not 
booked yet therefore Delete 
icon is visible whereas hotel is 
booked so ”Cancel” is only 
option.

• Click “Continue” and “Submit”

• Edited trip request would go for 
appropriate approval and then 
go ahead


