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Deleting Work

Published on 04/18/2024

Lytho ProTip: Deleting is permanent in Lytho Workflow. Considerarchiving
(https:/guide lytho.com/help/archiving) WOTK if you might need it later.

Deleting Single Work Items

No matter what you are deleting in Lytho Workflow, the process will be the same. To permanently delete
an item, navigate to the appropriate list view and click the options icon to the right-hand side of the slat
and select Delete.

The system will ask you to confirm your selection by clickingDelete a second time. Once you select
this option, you will no longer be able to restore the deleted item.

Delete Task? x

Are you sure you want to delete the task
Copywriting?

This will delete the task, including all
associated files, comments, and
dependencies.

Delete This Task

Alternatively, if you are already in the work item, you can select theOptions (...) from the top right corner
and select the Delete button. Just like in the list, you will be asked to confirm your selection.
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+ Adaview Only use this form if you a lber of the Comms team! If you are not a member of the Comms team, please use the “General Asset Request Form™

The ability to delete is based on your assigned userpermissions (https:/guide lytho.com/help/managing-

roles-and-permissions#assigning-permissions).

o If a Campaign, Project, Task, or Proof that is associated with a Request is deleted, the initial
Request will return to a "Submitted" status. From there, Team Members can work with the
requester to modify the Request, delete the Request, or approve it into a different type of work
item.

Deleting Multiple Work Items

Starting from the Table View (nttps//guide lytho.com/help/table-views) within a Project or awork custom view
(https://guide.lytho.com/help/custom-views), Click the box to the left of each appropriate work item to select and have
an activity bar appear at the bottom of your screen. Select Archive, Unarchive, or Delete to affect all
selected items at once. You will be asked to confirm your choice after you've clicked your action.

Pl Project [) True Soap Scents
— oveRview  ReauesT
AiProjects
AdaTask | c proot | Add Group

= 7

& Table
B3 Calendar -
2 Gantt o

Bioown 64 £

Copy for Ad @+
B i £

Creste and Finsize Ad O+
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Accessing the Table View from within a project
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‘WORK NAME START DATE & TIME DUE DATE & TIMEA COMMENTS FILES ARCHIVED STATUS TAGS
Proof for review 10/13/2022 5:00 PM Not Archived

Gather information 10/28/2022 5:00 PM Not Archived
Brainstorm design 11/15/2022 5:00 PM Not Archived
st draft of copy due 11/16/2022 5:00 PM Not Arehived
Pull Images for Social Ad 02/24/2023 500PM 1 Not Archived

Get copy approved by team 02/24/2023 5:00PM 1 Not Archived

Send deliverable to requester Not Archived
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O Delete

1 Work ltem Selected B Dates B Unarchive B Archive m

Lytho ProTip: Scrolling all the way to the bottom of your list will allow you to change the
number of items your list will show per page. Use this selector to increase the number of
items you're able to bulk change at once.

© 2024 Lytho, Inc. All rights reserved. | Privacy Policy (nttps://www.lytho.com/privacy-policy/)
Have a friend who could benefit from Lytho? Refer them and get a $200 gift card!

(https://www.lytho.com/share-the-lytho-love/)
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