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Modify or Delete a View for a List or Library
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You may need to change a view after it’s created. This example modifies the default All Items view of the Daily Reports list by removing one column. 
1. Navigate to the list or library.
2. Ensure you are in the view you want to modify. 
3. On the ribbon, click the LIST or LIBRARY tab. In the Manage Views group, click Modify View. You can also click the ellipsis by the list of views and click Modify View. This example uses a list. 
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4. Make changes to the view as needed. In this example, scroll to the Columns section, and turn the display off for Contract No. 
[image: ] You do not need to redefine the Position from Left for columns that follow Contract No. – they are automatically promoted one position when the view is saved.
5. Click OK and note that the column has been removed from the view.
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You may define another view as the default view. If you’re not sure what the default view is, look under the Current View in the LIST or LIBRARY tab or notice which view is leftmost in the list of views.
[image: ]
1. Navigate to the list or library. 
2. Ensure you are in the view you want to define as the default. 
3. [bookmark: _GoBack]On the ribbon, click the LIST or LIBRARY tab. In the Manage Views group, click Modify View. You can also click the ellipsis by the list of views and click Modify View. This example uses a list. 
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4. In the Name section, click Make this the default view. 
[image: ]
5. Click OK and verify the default view has changed. 
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Delete a View
Note: You cannot delete the default view of a list. To work around this, make another view the default and delete the view that was the default previously.
1. Navigate to the list or library.
2. Ensure you are in the view you want to delete. 
3. On the ribbon, click the LIST or LIBRARY tab. In the Manage Views section, click Modify View. This example uses a list.
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4. At the top of the Edit View page, click Delete.
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5. Click OK to confirm the deletion.
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