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University of Connecticut  

Cancelling a Smart HR Transaction 
Overview Department Processors are able to cancel Smart HR transactions using the Manage Transactions 

page. However, if the transaction was already approved and pushed to Job Data, the transaction 
cannot be cancelled using this method.  

To cancel a transaction that has already been pushed to Job Data, contact the Payroll Department 
for further instructions. A new Smart HR template may need to be submitted negating the 
transaction. 

Process Steps 

Step Action Screenshot 

1 Navigation: Main Menu > Core-CT HRMS > Workforce Administration > Smart HR Template >  Manage Transactions 

2 

On the Manage Transactions 

page, filter by Transaction 

Type or Transaction Status. 

Or, search by the Employee 

ID or Employee Name. 

 

If the Effective Dates fall 

outsides of the defaulted 

From and To dates, adjust the 

dates accordingly. Then click 

Refresh. 
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Step Action Screenshot 

3 

Review the search results 

under the Transactions to 

Process section of the page. 
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Click on an employee’s Name 

to view additional 

information about the 

transactions on the Manage 

Transactions Details page. 

Ensure the transaction 

selected is the one being 

cancelled. 

 

Then, click Return to Manage 

Transactions. 
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Back on the Manage 

Transactions page, select the 

checkbox next to each 

transaction to be cancelled. 

 

You can also click Select All to 

select all available 

transactions on the page. 

 

Then, click Cancel Selected 

Transactions. 
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Once a transaction is 

cancelled it cannot be 

reopened. 
 

A message will open when 

submitting the cancellation. 

Click OK to confirm. The 

transaction is now cancelled. 

 

 


