HOW TO DELETE A VERSION HISTORY IN GOOGLE DOCS

HOW TO DELETE A VERSION HISTORY IN GOOGLE DOCS IS A COMMON QUERY FOR USERS SEEKING TO MANAGE THEIR DOCUMENTS
MORE EFFECTIVELY. WHILE GOOGLE DOCS BOASTS A POWERFUL VERSION HISTORY FEATURE, ALLOWING YOU TO TRACK EVERY
CHANGE AND REVERT TO PREVIOUS STATES, IT DOESN'T OFFER A DIRECT “DELETE ALL HISTORY” BUTTON. HO\X/EVER,
UNDERSTANDING HOW TO MANAGE AND EFFECTIVELY “CLEAR” OR RESET VERSION HISTORY IS CRUCIAL FOR PRIVACY,
ORGANIZATION, AND MANAGING DOCUMENT FILE SIZES. THIS COMPREHENSIVE GUIDE WILL WALK YOU THROUGH THE NUANCES OF
GooGLE Docs VERSION HISTORY, COVERING WHAT IT IS, WHY YOU MIGHT WANT TO MANAGE IT, AND THE MOST EFFECTIVE
METHODS FOR ACHIEVING A CLEAN SLATE. WE'LL EXPLORE THE LIMITATIONS OF DIRECTLY DELETING HISTORY AND PRESENT THE
W ORKAROUNDS THAT MOST CLOSELY ACHIEVE THIS GOAL.
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UNDERSTANDING GOOGLE Docs VERSION HISTORY

GooGLE DOCS AUTOMATICALLY SAVES EVERY MODIFICATION MADE TO A DOCUMENT. THIS ROBUST FEATURE, KNOWN AS
“VERSION HiSTORY” or “REVISION HISTORY,” CREATES A CHRONOLOGICAL RECORD OF ALL EDITS, ALLOWING USERS TO SEE
WHO MADE CHANGES, WHEN THEY WERE MADE, AND TO RESTORE ANY PREVIOUS ITERATION OF THE DOCUMENT. IT°S AN
INVALUABLE TOOL FOR COLLABORATION, TRACKING PROGRESS, AND RECOVERING FROM ACCIDENTAL DELETIONS OR UNWANTED
MODIFICATIONS. THE SYSTEM IS DESIGNED TO PRESERVE YOUR WORK, PROVIDING A SAFETY NET FOR COMPLEX PROJECTS AND
TEAM EFFORTS.

EACH SAVED VERSION IS TIMESTAMPED AND CAN BE NAMED FOR EASIER IDENTIFICATION. THIS DETAILED AUDIT TRAIL IS
ACCESSIBLE THROUGH THE “FILE” MENU, UNDER THE “VERSION HISTORY" OPTION, WHERE YOU CAN SELECT “SEE VERSION
HISTORY.” THIS OPENS A SIDE PANEL DISPLAYING A LIST OF PAST VERSIONS, OFTEN GROUPED BY DAY OR TIME, WITH SPECIFIC
CHANGES HIGHLIGHTED FOR EASY COMPARISON. THE GRANULAR CONTROL OFFERED BY THIS FEATURE IS A CORNERSTONE OF
GooGLE DOCS’ COLLABORATIVE CAPABILITIES.

WHY You MIGHT WANT To MANAGE VERSION HISTORY

THERE ARE SEVERAL COMPELLING REASONS WHY A USER MIGHT WANT TO MANAGE OR EFFECTIVELY CLEAR THE VERSION HISTORY
oF A GOoGLE Doc. ONE PRIMARY CONCERN IS PRIVACY. |[F A DOCUMENT INITIALLY CONTAINED SENSITIVE INFORMATION THAT
HAS SINCE BEEN REMOVED OR ALTERED, THE PREVIOUS VERSIONS MIGHT STILL HOLD THAT DATA. For INSTANCE, IF YOU
ACCIDENTALLY INCLUDED PERSONAL IDENTIFIABLE INFORMATION (P”) IN AN EARLY DRAFT AND LATER REMOVED IT, THAT
INFORMATION COULD STILL BE ACCESSIBLE WITHIN THE VERSION HISTORY.

ANOTHER SIGNIFICANT REASON IS DOCUMENT ORGANIZATION AND DECLUTTERING. OVER TIME, A DOCUMENT CAN ACCUMULATE A
VAST NUMBER OF REVISION ENTRIES, ESPECIALLY IN HEAVILY EDITED OR COLLABORATIVE PROJECTS. WHILE HELPFUL, AN
EXCESSIVELY LONG HISTORY CAN SOMETIMES FEEL OVERWHELMING AND MAKE IT HARDER TO PINPOINT SPECIFIC, CRITICAL PAST
VERSIONS. SOME USERS MAY ALSO WISH TO REDUCE THE OVERALL STORAGE FOOTPRINT, THOUGH THIS IS LESS OF A CONCERN
FOR MOST GOOGLE DRIVE USERS.

FURTHERMORE, FOR DOCUMENTS THAT ARE BEING REPURPOSED OR HAVE UNDERGONE A COMPLETE OVERHAUL, USERS MIGHT WANT
TO PRESENT A “CLEAN” NEW DOCUMENT WITHOUT THE BAGGAGE OF PREVIOUS ITERATIONS, ESPECIALLY IF THE NEW VERSION
REPRESENTS A FUNDAMENTALLY DIFFERENT PURPOSE OR DIRECTION. THIS CAN BE IMPORTANT FOR CLIENT PRESENTATIONS OR
PUBLIC-FACING DOCUMENTS WHERE ONLY THE CURRENT STATE SHOULD BE RELEVANT.



LIMITATIONS OF DIRECTLY DELETING VERSION HISTORY

IT'S IMPORTANT TO UNDERSTAND THAT GOOGLE DOCS DOES NOT OFFER A DIRECT FUNCTION TO “DELETE” OR “CLEAR” ALL OF
A DOCUMENT'S VERSION HISTORY IN ONE GO. THE PLATFORM IS BUILT TO PRESERVE THESE REVISIONS AS A CORE SAFETY AND
TRACKING MECHANISM. THIS MEANS THERE ISN'T A SIMPLE BUTTON OR COMMAND THAT WILL ERASE ALL PAST STATES OF YOUR
DOCUMENT. THE SYSTEM IS DESIGNED TO KEEP A PERSISTENT RECORD OF YOUR DOCUMENT'S EVOLUTION.

ATTEMPTING TO FIND A “DELETE ALL HISTORY" OPTION WITHIN THE STANDARD GOOGLE DOCS INTERFACE WILL PROVE FUTILE.
THIS DESIGN CHOICE EMPHASIZES THE INTEGRITY AND TRACEARBILITY OF DOCUMENT CHANGES. W/HILE YOU CAN DELETE INDIVIDUAL
OLD VERSIONS IN SOME APPLICATIONS, GooGLE Docs’ APPROACH IS TO PROVIDE ACCESS TO ALL SAVED STATES, NOT TO
ALLOW THEIR REMOVAL. THIS CAN BE A POINT OF CONFUSION FOR USERS ACCUSTOMED TO OTHER FILE MANAGEMENT SYSTEMS.

THE CLOSEST ONE CAN GET TO ACHIEVING A “CLEAN SLATE” FOR VERSION HISTORY INVOLVES CREATING A NEW DOCUMENT
BASED ON THE CURRENT CONTENT, EFFECTIVELY DISCARDING THE OLD REVISION TRAIL. THiS METHOD, WHILE NOT A DIRECT
DELETION, SERVES THE PURPOSE OF STARTING FRESH WITH A NEW , UNBURDENED DOCUMENT HISTORY.

EFFecTIVE METHODS FOR MANAGING VERSION HISTORY

SINCE A DIRECT DELETION ISN'T POSSIBLE, USERS MUST EMPLOY STRATEGIC WORKAROUNDS TO ACHIEVE THE EFFECT OF
CLEARING VERSION HISTORY. THE MOST COMMON AND EFFECTIVE METHOD INVOLVES CREATING A NEW DOCUMENT THAT INHERITS
ONLY THE CURRENT CONTENT OF THE ORIGINAL, THEREBY STARTING A NEW REVISION TIMELINE. THIS APPROACH ENSURES THAT
THE NEW DOCUMENT'S HISTORY BEGINS FROM ITS CREATION, WITHOUT CARRYING OVER ANY PREVIOUS EDITS OR SENSITIVE
INFORMATION.

ANOTHER CLOSELY RELATED METHOD IS TO MAKE A COPY OF THE CURRENT VERSION OF YOUR DOCUMENT. THIS EFFECTIVELY
CREATES A DUPLICATE THAT HAS ITS OWN INDEPENDENT VERSION HISTORY, STARTING FROM THE MOMENT THE COPY IS MADE.
THIS IS A STRAIGHTFORWARD WAY TO ISOLATE THE CURRENT STATE OF YOUR WORK AND MOVE FORWARD WITHOUT THE
HISTORICAL BAGGAGE. BOTH OF THESE METHODS SERVE THE UNDERLYING GOAL OF RESETTING THE REVISION TRAIL FOR A
PARTICULAR PIECE OF CONTENT.

THE CHOICE BETWEEN THESE METHODS OFTEN DEPENDS ON THE SPECIFIC CIRCUMSTANCES AND WHETHER YOU INTEND TO
CONTINUE WORKING ON THE ORIGINAL DOCUMENT OR IF YOU'RE PRIMARILY INTERESTED IN A FRESH START FOR A PARTICULAR
VERSION OF THE CONTENT. FOR COLLABORATIVE DOCUMENTS, ENSURING ALL COLLABORATORS ARE AW ARE OF THESE ACTIONS
IS ALSO IMPORTANT TO AVOID CONFUSION.

CreATING A NEW DocuUMENT To CLEAR HiSTORY

TO EFFECTIVELY DELETE THE VERSION HISTORY BY CREATING A NEW DOCUMENT, THE PROCESS IS QUITE STRAIGHTFORW ARD.
FIRST, OPEN THE GOOGLE DOC WHOSE VERSION HISTORY YOU WISH TO CLEAR. ENSURE THAT THE DOCUMENT DISPLAYS THE
EXACT CONTENT YOU WANT TO PRESERVE AS THE CURRENT, CLEAN STATE. ONCE YOU ARE SATISFIED WITH THE CURRENT
VERSION, NAVIGATE TO THE “FILE” MENU. FROM THE DROPDOWN, SELECT “MAKE A COPY.”

A DIALOG BOX WILL APPEAR, PROMPTING YOU TO NAME YOUR NEW DOCUMENT AND CHOOSE A LOCATION IN YOUR GOOGLE
DRIVE TO SAVE IT. YOU CAN CHOOSE TO GIVE IT A NEW, DESCRIPTIVE NAME THAT REFLECTS ITS FRESH START, OR YOU CAN
KEEP A SIMILAR NAME IF YOU PLAN TO REPLACE THE ORIGINAL. IMPORTANTLY, WITHIN THIS DIALOG BOX, THERE IS AN OPTION TO
seLecT “"CopPy ENTIRE FILE” orR “COPY ONLY THIS VERSION.” ENSURE YOU ARE COPYING THE ENTIRE FILE TO REPLICATE THE
CURRENT CONTENT ACCURATELY. AFTER NAMING AND SELECTING A LOCATION, CLICK THE “MAKE A COPY” BUTTON. THE NEW
DOCUMENT WILL OPEN IN A NEW TAB, AND ITS VERSION HISTORY WILL BEGIN FROM THIS POINT FORWARD, EFFECTIVELY
DISCARDING THE ENTIRE REVISION TRAIL OF THE ORIGINAL DOCUMENT.

UsING THE “Make A CopY” FUNCTION

THe “MAKE A COPY” FUNCTION WITHIN GOOGLE DOCS IS THE MOST UNIVERSALLY APPLICABLE METHOD FOR ACHIEVING A FRESH
VERSION HISTORY. W/HEN YOU SELECT “MAKE A coPY,” GOOGLE DRIVE CREATES AN ENTIRELY NEW DOCUMENT FILE. THIS NEW
FILE CONTAINS THE CONTENT OF THE ORIGINAL DOCUMENT AT THE MOMENT THE COPY WAS MADE, BUT ITS REVISION HISTORY
STARTS ANEW. THIS MEANS THAT ALL PREVIOUS EDITS, ADDITIONS, AND DELETIONS FROM THE ORIGINAL DOCUMENT'S HISTORY
ARE NOT TRANSFERRED TO THE NEW COPY.



THIS PROCESS IS BENEFICIAL WHEN YOU WANT TO:

® REMOVE SENSITIVE INFORMATION THAT WAS PRESENT IN EARLIER DRAFTS.
® START A COMPLETELY NEW PROJECT BASED ON EXISTING CONTENT WITHOUT THE CLUTTER OF PAST REVISIONS.

® RESET THE DOCUMENT FOR A CLIENT OR FOR PUBLIC DISTRIBUTION, ENSURING ONLY THE LATEST APPROVED VERSION IS
RELEVANT.

e REDUCE THE PERCEIVED COMPLEXITY OF A DOCUMENT'S EVOLUTION.

AFTER CREATING THE COPY, YOU CAN THEN CHOOSE TO RENAME THE ORIGINAL DOCUMENT TO SOMETHING LIKE “ORIGINAL -
[DOCUMENT NAME]” AND REPLACE IT WITH THE NEW COPY, OR SIMPLY DELETE THE ORIGINAL DOCUMENT IF YOU NO LONGER NEED
IT. THIS ENSURES THAT THE VERSION HISTORY EFFECTIVELY BEGINS FROM SCRATCH WITH YOUR NEWLY CREATED DOCUMENT.

CONSIDERATIONS FOR SHARED DOCUMENTS

\X/HEN DEALING WITH SHARED GOOGLE DOCS, UNDERSTANDING HOW TO MANAGE VERSION HISTORY BECOMES EVEN MORE
CRITICAL. IF YOU CREATE A COPY OF A SHARED DOCUMENT TO CLEAR ITS HISTORY, THE NEW DOCUMENT WILL NOT
AUTOMATICALLY INHERIT THE SHARING PERMISSIONS OF THE ORIGINAL. YOU WILL NEED TO RE-SHARE THE NEW DOCUMENT WITH
COLLABORATORS AND SET THEIR APPROPRIATE ACCESS LEVELS (VIE\X/ER, COMMENTER, EDITOR).

IT'S ALSO A GOOD PRACTICE TO COMMUNICATE WITH YOUR COLLABORATORS BEFORE UNDERTAKING SUCH AN ACTION.
INFORMING THEM THAT YOU ARE CREATING A NEW VERSION OF THE DOCUMENT WITHOUT ITS HISTORY CAN PREVENT CONFUSION.
[F MULTIPLE PEOPLE ARE ACTIVELY EDITING THE DOCUMENT, ENSURE YOU ARE MAKING THE COPY FROM THE VERSION THAT
REPRESENTS THE MOST UP-TO-DATE AND DESIRED STATE BEFORE PROCEEDING.

IF THE GOAL IS TO PREVENT FUTURE UNWANTED EDITS FROM APPEARING IN THE HISTORY, BUT THE DOCUMENT ITSELF NEEDS TO
REMAIN SHARED AND ACCESSIBLE, YOU MIGHT CONSIDER REVERTING TO AN OLDER, CLEAN VERSION AND THEN RE-SHARING THAT.
HO\X/EVER, THIS DOES NOT ERASE THE HISTORY ITSELF, ONLY MAKES A SPECIFIC PAST VERSION THE “CURRENT” ONE. FOR A TRUE
RESET, COPYING IS THE RECOMMENDED APPROACH.

FAQ

Q: CAN | TRULY DELETE A SPECIFIC PAST VERSION FROM GOOGLE Docs’ HISTORY?

A: NO, GooGLE DOCS DOES NOT PROVIDE A DIRECT FEATURE TO PERMANENTLY DELETE INDIVIDUAL PAST VERSIONS FROM THE
VERSION HISTORY. YOU CAN ONLY RESTORE TO A PREVIOUS VERSION, OR EFFECTIVELY START A NEW DOCUMENT WITH A FRESH
HISTORY.

Q: WHAT HAPPENS TO MY VERSION HISTORY IF | DELETE A GOOGLE Doc?

A: |IF You DELETE A GOOGLE DOCI ITS VERSION HISTORY IS ALSO DELETED. HO\X/EVER/ IF THE DOCUMENT IS MOVED TO THE
TRASH, ITS VERSION HISTORY IS TYPICALLY RETAINED UNTIL THE TRASH IS PERMANENTLY EMPTIED.

Q: How CAN | PREVENT SENSITIVE INFORMATION FROM BEING VISIBLE IN OLD VERSIONS?

A: THE BEST WAY TO PREVENT SENSITIVE INFORMATION FROM BEING VISIBLE IN OLD VERSIONS IS TO USE THE “MAKE A copy”
FUNCTION TO CREATE A NEW DOCUMENT WITH ONLY THE CURRENT, CLEAN CONTENT. THIS EFFECTIVELY DISCARDS THE OLD
REVISION TRAIL CONTAINING SENSITIVE DATA.



Q: WILL CREATING A COPY AFFECT THE COLLABORATION SETTINGS OF THE ORIGINAL
DOCUMENT?

A: YES/ WHEN YOU CREATE A COPY OF A GOOGLE DOCI THE NEW COPY DOES NOT AUTOMATICALLY INHERIT THE SHARING
PERMISSIONS OF THE ORIGINAL DOCUMENT. YOU WILL NEED TO RE-SHARE THE NEW DOCUMENT AND SET THE APPROPRIATE
ACCESS LEVELS FOR COLLABORATORS.

QZ IS THERE A WAY TO PERMANENTLY REMOVE ALL PREVIOUS EDITS TO A DOCUMENT
AND START FROM SCRATCH WITHOUT CREATING A NEW FILE?

A: NO, THERE IS NO DIRECT METHOD WITHIN GOOGLE DOCS TO PERMANENTLY REMOVE ALL PREVIOUS EDITS AND START FROM
SCRATCH WITHIN THE SAME DOCUMENT FILE WHILE KEEPING ITS ORIGINAL FILE ID AND SHARING SETTINGS INTACT. THE
W ORKAROUND IS ALWAYS TO CREATE A NEW DOCUMENT.

Q: How oFTeN DoES GOOGLE DOCS SAVE NEW VERSIONS OF MY DOCUMENT?

A: GooGLE DOCS SAVES NEW VERSIONS OF YOUR DOCUMENT AUTOMATICALLY AS YOU TYPE. YOU CAN ALSO MANUALLY
SAVE BY PRESSING CTRL+S (\X/INDO\X/S) or CMD+S (MAC), THOUGH THIS IS RARELY NECESSARY DUE TO THE ROBUST AUTO-
SAVE FUNCTIONALITY.

QI IF | REVERT TO AN OLDER VERSION, DOES THAT DELETE THE NEWER VERSIONS?

A: NO/ REVERTING TO AN OLDER VERSION DOES NOT DELETE THE NEWER VERSIONS. |T SIMPLY MAKES THE OLDER VERSION THE
CURRENT VIEWABLE DOCUMENT. THE NEWER VERSIONS REMAIN ACCESSIBLE THROUGH THE VERSION HISTORY.

Q: CAN | NAME SPECIFIC VERSIONS TO MAKE THEM EASIER TO FIND?

A: YES, YOU CAN NAME SPECIFIC VERSIONS OF YOUR DOCUMENT BY GOING TO “FILE” > “VERSION HISTORY” > “SEE VERSION
HISTORY.” THEN, CLICK ON A SPECIFIC VERSION IN THE SIDE PANEL AND CLICK THE THREE DOTS (MORE ACTIONS) NEXT TO THE
TIMESTAMP, AND SELECT “NAME THIS VERSION.”
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