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Deleting a Solicitation (RFx) 
 
This procedure will provide guidance on how to delete an SRM Solicitation prior to 
it being published to the PA Supplier Portal. 
 
Deletion of a Solicitation must occur in the Personal Object Worklist (POWL). 
Display SRM Documents will not provide the option to delete.  The SRM Solicitation 
must be in a “Saved” status, it cannot be in a “Published,” “Rejection Pending” or 
any other status. Once the Publish button is selected, the Delete button will no 
longer be an option. 

Follow the steps below to delete a Solicitation in SRM. 

1. Select the RFx Role in the left navigation 
2. Enter the applicable Solicitation number or other search criteria 
3. When the results display, select the gray box next to the applicable 

Solicitation number.  
a. Make sure the Solicitation is in a “Saved” status. 
b. Make sure to delete all line items associated with the Solicitation 

4. Notice that the Delete “One-step” action button is now active for select. 
Select the Delete button to delete the Solicitation. 

a. The Solicitation will remain in the system, but will show as “Deleted” 
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Note: If the Solicitation has a “Published” status, upon being selected, the Delete 
“One-step” action button does not become activated. The reason for this is that 
users do not have the ability to delete a Solicitation once it has been published. 
 

Note:  If the Solicitation has a “Release Rejected” status, upon being selected, the 
Delete “One-step” action button does not become activated. The reason for this is 
that the Publish button was selected to send the Solicitation into the approval 
workflow, and once the Solicitation has been published users do not have the 
ability to delete it. 
 

If a user will not be utilizing a Solicitation that has been published, they should go 
through the proper legal process (addendum) to end the Solicitation process.   The 
Solicitation will remain in the system, and users should enter a reason for the 
cancellation in the internal note. 


