
Delete Versions in SharePoint Online – Checklist

Download Your Checklist!
By the end of this article, you’ll have a checklist that guides you through setting version caps, deleting old versions,
and automating cleanup to optimize your SharePoint Online storage.

1. Review Current Versioning Settings

- Check library settings
- Note current version retention

2. Set Version Limits

- Limit major/minor versions
- Adjust to policy needs

3. Identify Large Libraries

- Locate libraries with heavy versioning
- Prioritize by storage impact

4. Delete Old Versions Manually

- Manually delete excess versions
- Use library settings or UI

5. Use PowerShell / PnP for Bulk Deletion

- Run PowerShell/PnP scripts
- Remove versions in bulk

6. Automate Cleanup

- Schedule scripts
- Apply retention policies automatically

7. Communicate with Site Owners

- Notify owners before deletion
- Provide storage policy guidance

8. Monitor Storage Reports

- Regularly check reports
- Track freed storage and compliance

Why This Checklist Matters:
Use this checklist to reduce storage bloat, lower costs, and maintain performance and compliance in your SharePoint
tenant.


