
  

 

This guide demonstrates how to Delete Documents in GFP. 

Roles • GFP System Administrator 
• WAWF PMO 

Send Key to 
PMO 

Step 1: Login as a GFP System Admin and click on the GFP icon. 

 
Step 2: Expand the Admin dropdown and click the Send Key to PMO option. 
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Step 3: Search for Contracts to delete by entering Contract information and click the Search button. 

 
Step 4: Contracts matching the search criteria will be returned on a results screen. The columns may be sorted and filtered to aide in locating the 
appropriate Contracts that need to be deleted. In the Request Deletion column, the user may select individual contracts or click the Check All or 
Check None options at the top of the column. After selecting the contracts to be deleted, enter comments and click the Next button.  

 



Step 5: A Confirmation screen will be displayed. All selected Contracts will be displayed. Click the Submit button to continue. 

 
Step 6: A request for document deletion success message will be displayed, and the Contracts have been sent to the WAWF PMO to Approve or 
Deny. 

 

Approve/Deny 
Deletion 

Step 1: Login as a WAWF PMO user and click on the GFP icon.  

 



Step 2: Expand the Admin dropdown and click the Approve/Deny Deletion option. 

 
Step 3: The Approve/Deny Deletions – Selection page will be displayed with a list of all current Contracts that have been requested for deletion. The 
WAWF PMO may view the Contract and its Documents under the Actions column. After reviewing the Contracts select Approve or Deny from their 
respective columns. Approve All and Deny all buttons are available. Comments are mandatory. 

 



Step 4: A Confirmation screen will be displayed. All selected Contracts will be displayed. Click the Submit button to continue. 

 
Step 5: An Approval/Denial success message will be displayed. 

 

Delete 
Documents 

Step 1: Login as a GFP System Admin and click the GFP icon. 

 



Step 2: Expand the Admin dropdown and click the Delete Documents option. 

 
Step 3: On the Delete Documents – Selection screen the Contracts may be viewed before deletion by clicking the View or DOCUMENTS links in the 
Actions column. Select Contracts from the list and enter comments for the selected documents. Click the Next button to continue. 

 



Step 4: A Confirmation screen will be displayed. All selected Contracts will be displayed. Click the Submit button to continue. 

 
Step 5: A success message will be displayed for the deleted Contracts. 

 


