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STEP 1

Log in to your SpendLogic Account

STEP 2

You can only delete a Documentation Folder that is assigned to you.

Note: You cannot delete a Documentation Folder that is locked. If you do, have your manager 
contact help@spendlogic.com with a request for the documentation folder to be deleted.

STEP 3

Search for the report you want to delete in the Search Reports function.

STEP 4

Click on Search Reports on the top banner of the screen
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STEP 5

Enter applicable search words in the search bar.

STEP 6

To delete a folder currently assigned to you, ensure that the Owner selected
 is "Me" and the Documentation Folder is selected under rows.
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STEP 7

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

STEP 8

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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