
Quick Reference Guide

Rejecting & Deleting 
Resource Plans



Rejecting a Resource Plan
Resource Managers can Reject Resource Plans in the 
Requested state if they feel the requestor (demand 
manager or project manager) needs to revise the request 
and re-submit. 

To reject a resource plan, in the Allocation Workbench 
simply click Reject on the row of the resource plan. 

This will put the resource plan in Rejected

state, and the Demand/ Project Manager will regain edit 
rights to the resource plan so they can modify the 
request and re-submit. 



Deleting a Resource Plan
Deleting a Resource Plan will completely remove it and 
all allocation records on the plan from ServiceNow. The 
Delete function is only available when the resource plan 
is in the Planning or Requested states.

To delete a resource plan, in the Allocation Workbench, 
click Delete. 


