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SharePoint 2010 How to Delete Documents 

Follow the steps below to delete a document from the document library. 
 
These steps can also be used to delete a folder.  NOTE: If a folder is deleted, 
everything under the folder will also be deleted. 
 

1. From the site 
where the 
document library is 
located click Site 
Actions -> View All 
Site Content then 
under Document 
Libraries click on 
the desired name 
of the document 
library on the page 
to which content 
should be deleted. 

2. From the 
Documents or 
Library view, hover 
the mouse over the 
desired document. 

 

3. Click on the drop-
down arrow that 
appears to the 
right of the 
document. 
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4. From the drop-
down list, select 
the Delete option. 

5. A pop-up will 
appear to verify 
that the document 
should be deleted.  
Click OK if the 
document should 
be deleted.  

6. The document will 
be deleted from 
the system. 
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