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Intranet Document Center
Administrator’s Quick Reference
Delete a Document
Step  1.  LOGIN to the Document Center. If you don’t remember your ID or password use the ACCESS menu choice to request that they be mailed to you.

Step  2.  Select delete a document on the Administration Center’s main menu.

Step  3. If you are the administrator for more than one agency, select the agency whose document you’ll be deleting from the agency selection dropdown list. If you are an administrator for a single agency, go to step four. 

Step  4. Select the document to be deleted from the document selection dropdown list and click the CHOOSE button.  

Step  5.  Confirm that you actually want to delete the document by pressing the CONFIRM button. NOTE THAT ONCE A DOCUMENT HAS BEEN DELETED, IT AND ITS’ ASSOCIATED DOCUMENT FILE WILL BE DELETED AND CAN NOT BE RECOVERED! 
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