
  
  
      
  

  
  
      
          
              
                  
                      
                          [image: pdfFiller logo]
                      
                  

                  
                      
                          
                              
                                  Home
                              

                              
                                  For Business
                                  
                                      
                                          
                                              Enterprise
                                          

                                          
                                              Medical
                                          

                                          
                                              Insurance
                                          

                                          
                                              Real Estate
                                          

                                          
                                              Tax & Finance
                                          

                                          
                                              Legal
                                          

                                          
                                              Human Resources
                                          

                                          
                                              See All
                                          

                                      

                                  

                              

                              
                                  Developers
                                  
                                      
                                          
                                              Get Started
                                          

                                          
                                              API Documentation
                                          

                                          
                                              API Pricing
                                          

                                          
                                              Integrations
                                              
                                                  
                                                      
                                                          Salesforce
                                                      

                                                      
                                                          Dynamics
                                                      

                                                      
                                                          See All
                                                      

                                                  

                                              

                                          

                                      

                                  

                              

                              
                                  Features
                              

                              
                                  Start Free Trial
                              

                              
                                  Pricing
                              

                              
                                  Log in
                              

                          

                      
                  

                  
                      
                          
                      
                  

              

          

      



    
        
            Explore our blog
        

    
    
        
            
                
                    
                                                    Productivity;
                                            

                    Purging Files and Folders

                    
                                            

                    
                        
                            [image: ]                        

                        
                            
                                                                    pdfFiller Team                                                            

                            29 Nov 2013

                        

                    

                

                
                    [image: ]                

            

            
                
                    
                        
                            
                            
                            
                            
                            
                        
                    

                      2  min read

                

                
                    
                        	 Facebook
	 Twitter
	 LinkedIn


                    

                

            

        

    
    
        
            
                
                                            It’s always a good idea to keep a record of the information you’ve included on your tax forms or visa applications, as well as keeping track of the documents you’ve sent others to fill out or sign. But there will be times when you need to go through your folders and get rid of unnecessary files.

PDFfiller.com makes it easy for you to save, manage, organize your PDFs. Deleting an item is simple.

In your “My Forms” view, you simply select the file that you’d like to delete, and click the “Delete” button.
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The “Delete” button is located in the top menu bar, in the right-hand corner (it looks like a trash can with an “x” in it).

[image: ]

You can choose and delete multiple files at once by holding down the “shift” key when selecting them.
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You can also delete an entire folder by clicking on that folder, then clicking on the “Delete” button that is above the list of folders.
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When you try to delete a file, you will get a warning message making sure you really want to delete it. Once you approve this action by pressing “Ok,” you will see a confirmation that it has been deleted.
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Note: When you delete a folder, the documents in that folder are NOT gone. The folder’s contents will now be moved to your “Unsorted” folder.
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Some folders, like your “Unsorted” folder, your “Share” folder, and your “InBox” cannot be deleted.
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          Thanks for your interest!

          We will get in touch with you as soon as possible.
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