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STEP 1

Log in to your SpendLogic Account

STEP 2

You can only delete a Change Order in a Documentation Folder that is as-

sighed to you.

Please see How Do | re-assign a Documentation Folder? for steps to re-assign a folder to you.

STEP 3

Search for your Documentation Folder by clicking on Search Reports on the

top banner of the screen.
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STEP 4

Enter applicable search words in the search bar and select Documentation
Folder under Rows.

STEP 5

Click on the green pencil (Edit) icon on the right hand side of the report you
want to edit.
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STEP 6

Once the Documentation Folder is opened, click on the Change Order tab
that you want to delete.

pen d L@gic Dashboard New v Search Reports Import Report Workflows

tleting Change Orders SpendLogic
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STEP 7
Click on Delete button located at the bottom of the right hand folders

Post-Award
End Customer Type )
|:u||,r Executed Upload a copy of the fully executed PO/Subcontract (Subk)/Change Order (CO) along with any
Government Customer PO/Blanket S
- Order/Subcontract
Prime vs. Subcontract Holder Agreement/Change Order
DPAS Rated
Prime ( )
Y
Customer Name Review for applicability, include if needed
Pre-Award
Demo Prime Contractor
**|nternal Use on;yﬂ Upload miscellaneous documentation here.
Contract Description Miscellaneous

Demo/Prime/DPAS Rated Documentation

Post-Award
Prime Contract Award Date

Annual Reps and Certs Supplier/Subcontractor Reps & Certs should be updated annually and if any information changes in

1 4 i i
n/2 y (Renewals and Updates) the Reps & Certs, Supplier/Subcontractor should notify ..
Prime Contract Type
FAR 15 - Contract by negotiation Return to Dashboard m
Y
DPAS Rating

SpendlLagic 40of 6


https://df.spendlogic.com/reports/2rgWa48ZaxFhZHD8c_iVyg~~

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.

A Confirm Delete

Are you sure? Once deleted, it can no longer be retrieved.

Cancel ‘ Delete
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