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STEP 1

Log in to your SpendLogic Account

STEP 2

You can only delete a report that you have written.  You will not be able to
 delete a Price Analysis report written by another author.

STEP 3

Click on Search Reports on the top banner of the screen to search for the 
report you want to delete.
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https://df.spendlogic.com/home/user


STEP 4

Enter applicable search words in the search bar to find the report you want 
to delete.

3 of 11

https://df.spendlogic.com/reports/search


STEP 5

Make sure Me and Purchase Order is selected as shown below
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STEP 6

Click on red trash can on the right hand side of the report you want to delete

Note: If the red trash can is shaded, you will not be able to delete the report. This likely means 
that the report is connected to a documentation folder. Please see steps 8 - 12 to delete a 
Price Analysis connected to a documentation folder.
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STEP 7

When the confirmation pops up, click on Delete

Warning: Once deleted it is gone for all time and eternity. There is no recycle bin and 
SpendLogic engineers cannot get it back.
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STEP 8

Deleting a Price Analysis that is connected to a Documentation Folder

When the red trash can is muted and unclickable, this means that your price analysis report is 
connected to a Documentation Folder. Instead of deleting from the search screen, you'll need 
to delete the price analysis from within the Documentation Folder that it is connected to.

Click the green edit button on the right side of the Price Analysis report to begin.

STEP 9

When the Price Analysis Report opens, there will be a banner at the top 
of the screen alerting you that you are working inside of a documentation 
folder.  Click "Save & Close" to be brought into the documentation folder.
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https://govcloud.spendlogic.com/reports/search
https://govcloud.spendlogic.com/reports/fMaC7ltn3F_naFnXDTiwdw~~?df=yCQv_hWhXTSJ3u-4YfOvFA~~&r=N&tab=tab-df&folder=28964


STEP 10

Click on the red trash can on the right hand side of the price analysis that you 
want to delete.
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https://govcloud.spendlogic.com/reports/yCQv_hWhXTSJ3u-4YfOvFA~~


STEP 11

Click Permanently Delete to delete the price analysis completely from the
 system

Note: If you select "Remove from screen", this will remove the connection between the Price 
Analysis and the Documentation Folder, but the Price Analysis will still be searchable and can 
still be used for future procurements.

9 of 11



STEP 12

Click on Yes to permanently delete the Price Analysis.

Warning: Once deleted it is gone for all time and eternity. There is no recycle bin and 
SpendLogic engineers cannot get it back.
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