
 

UPLOAD DELETION: QUICK GUIDE 

Step One: Select File Imports on left hand side of screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Two: Select Uploads from dropdown menu options. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Three: Search and select the blue arrow of the upload to delete.  
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Step Four: Download the Delete Record File by selecting the blue hyperlink.  
Be sure to save the file in an accessible place as this will be uploaded to complete the deletion. 
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Step Five: Select File Imports on left hand side of screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step Six: Select Upload a File from dropdown menu options. 
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Step Seven: First, select the purple Browse button and select the Delete Record File saved previously; 
once the file is selected, select the green Upload File button to complete migration.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
This process will take a few minutes as it will have to complete a variety of steps for the full migration 
to occur.  
 
 
 
 
 

 


