
SAP – How to Flag a SAP Entry for Deletion 

1. Search in RE for the duplicate AO numbers.  
Check the Overviews Tab of each duplicate entry for tenancy contracts.  Flag for 
deletion the entry that DOES NOT has tenancy contracts recorded. 
 

 
 
 

2. General Data Tab 
a. Description – add “Delete” 
b. Notes – write a note about the reason for the deletion. 

 

  



 

 

c. Management Status – Change to ‘Inactive or Removal’ 
d. Valid to – Change to ‘today’s’ date 

 

  



3. Partners Tab 
a. End of relat – Change to ‘today’s’ date by highlighting each business partner 

and changing the date in the white box below the table. 

 

  



4. Assignments Tab 
a. Relnshp Valid to – Change 87, 88 and 89 relationship valid dates to ‘today’s’ 

date by highlighting the WBSe in the top box and changing the date in the 
bottom box. This terminates the assignments. 

 

  



 

5. To Flag the entry for deletion – this must be the final step as you will not be able to 
edit this record once the entry has been flagged for deletion. 

Menu (top left hand corner of screen 

 Edit 

   Change Status 

      Archive 

        Set Deletion Flag 

 

 

 

 


