[image: https://inside.ncdot.gov/Teams/ISO/PublishingImages/ncdot_logo_original_72dpi.jpg]NCDOT		Help
Edit or Remove a Column in a List or Library
You can modify or delete columns in a list or library. However, column changes and deletions cannot be restored from the Recycle Bin.
To define a default value for a column, see the help file for Configure a Default Value for a Column in a Library.
Note: Do not remove the columns for Data Security Classification or Business Content Type. These are required.
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Edit a Column
Delete a Column
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1. Navigate to the list or library.
2. On the ribbon, click the LIST or LIBRARY tab. In the Settings group, click List Settings or Library Settings. This example uses a list.
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3. On the Settings page, scroll to the Columns area, and click the name of the column to edit. 
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4. On the Edit Column page, make any necessary changes. In this example, change the maximum number of characters for a contract to 6 and click OK to save the changes. 
Change the type of information in a column carefully because it may result in the loss of data! 
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[bookmark: _GoBack]Note: Do not remove the columns for Data Security Classification or Business Content Type. These are required.
1. Navigate to the list or library.
2. On the ribbon, click the LIST or LIBRARY tab. In the Settings group, click List Settings or Library Settings. This example uses a list.
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3. On the Settings page, scroll to the Columns area, and click the name of the column to delete.
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4. On the Edit Column page, click Delete.
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5. Click OK to confirm the deletion.
6. In List Settings, confirm that the column has been deleted.
[image: C:\Users\drspringall\Desktop\SharePoint-logo.png]		4
image1.png
BROWsE | mems | usT DeannaR. Spring

E fiew . Cur fiew: [ Form Web Parts .
B D g o ] oo W g E & &

1 Create Column | aj tems. -
Vew  Quce  Creste Tagss  Emala Aet Connectto Bxportto Customize: Lst  Shared Workfiow

B Vew © NevosteUp ¢ curentpage NS OTIRC T AS e TER o INewqucksien  Sefiros Wit Sefinges

View Format Manage Views Tags and Notes Share & Track. Connect & Export Customize List Settings.




image2.png
Daily Reports * Settings
List Information

Name: Daily Reports
Web Address:  httpsy/insidencdot gov/training/ContributorWorkZoneyLists/Daily Reports/Allitems aspx
Description:

N PN e g s 8 P> g™y

Columns

A column stores information about each item in the list. The following columns are currentl available i this list:

Column (cick to edit) Type Required
Title single line of text v
priority Choice
Report Status Choice
Inspector Last Name single line of text v
Contract No. single line of text v
Date Date and Time. v
High Temp £ Number v
Weather Choice v
County Choice v
Division Calculated (calculation based

‘on other columns)
LowTemp E Number v
Modified Date and Time
Created Date and Time
Created By Person or Group

Modified By Person or Group.
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Settings * Edit Column

Name and Type

Type a name for this column.

Additional Column Settings

Specity detaed options for the type of
information you selected.

©_Column Validation

Column name:
Contract No.

“The type of information in this column is:
single line of text

Multiple fines of text

Choice (menu to choose from)
Number (1, 1.0, 100)

Currency (5, ¥, €)

Date and Time

O0000O®

Description:

Require that this column contains information:
® ves O No
Enforce unique values:

O Yes @ No
Maximum number of characters:

Default value:
® Tet O Calculated Value

Cancel
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Settings * Edit Column

Name and Type

Typea name fo tis column.

Additional Column Settings

Specity detaed options for the type of
information you selected.

®_Column Validation

‘The type of information in this column is:
single line of text

Multiple ines of text

Choice (menu to choose from)
Number (1, 1.0, 100)

Currency (5, ¥, €)

Yes/No (check box)

O0®000

Description:

Require that this column contains information:
® ves O No
Enforce unique values:

O Yes @ No

'You can s a minimum and maximum allowed value:
Min: vee [ ]

Number of decimal places:

Default value:
@ Number O Calculated Value

[

O showas percentage (for example, 50%)

Cancel
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