
Deleting and Inactivating Presentations 
 
What if you no longer need to have people watch a Brainshark presentation?  Should you inactivate it or 
delete it?  What if you don’t want people to view it but you might need the content for something else 
later?  This document will help you decide what to do and then give you the steps to get it done. 
 
When a presentation is inactivated, the content in the presentation (slides, audio, video, attachments) 
stays on Brainshark.  This means that you can reactivate the presentation at any time and you can reuse 
and repurpose the content, copying it into another presentation or changing the existing presentation to 
fit future needs. 
 
When you delete a Brainshark presentation, everything about the presentation is deleted: all slide 
images, audio files, video files, attachments are removed from Brainshark.  And since Brainshark 
presentations cannot be downloaded into PowerPoint, once a presentation is deleted, it cannot be 
restored except to start all over again by uploading the slides and adding audio, video attachments, etc.  
Therefore, it is important to determine whether you want to delete the presentation or just inactivate it 
for potential future use of its content.  
 
Reporting about views and the existence of the presentation remain whether you delete or inactivate 
the presentation.  See the last page of this document for reporting information. 
 
 
There are two ways to inactivate a presentation. 

In Detail View, uncheck the box correlating with the presentation you want to 
inactivate and confirm your selection.  To reactivate the presentation, re-check the 
box. 

 

 

In Thumbnail View, click to Edit the presentation and navigate to the Security tab; uncheck the 
Presentation is active box and hit Save or Apply to save your changes.  To reactivate the presentation, 
re-check the box. 
  

Delete or 
Inactivate?  
That is the 
question. 



 
To delete a presentation, you have two options: 

1) Log into Brainshark 

2) Locate the presentation in your Content area (what you see when you log in – either in Detail 
view or Thumbnail view – see images in Steps 3 and 4) 

3) In Thumbnail view, click the More link and select Delete 

 
 
 
 
 
 
 
 
 
 
 

4) In Detail view, click the Title of the Presentation and select Delete 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5) Confirm the desire to delete the content (See Note above about deleting presentations).  
  



 

 

Alternatively, you can delete a presentation while you are editing it.  To do this, follow these steps: 

1) Log into Brainshark 

2) Locate the presentation in your Content area (what you see when you log in – either in Detail 
view or Thumbnail view – see images in Steps 3 and 4) 

3) In Thumbnail view, click the More link and select Delete 

 
 
 
 
 
 
 
 
 
 
 

4) In Detail view, click the Title of the Presentation and select Delete 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5) Confirm the desire to delete the content (See Note above about deleting presentations). 
 
 
  



 
 
Reporting about views and the existence of the presentation remain whether you delete or inactivate 
the presentation.  The image below shows the notation difference for inactive, deleted and archived 
presentations.  Active presentations do not have a notation; this is also shown below.  All report 
information is accurate to  
 
See this document for assistance in locating reporting information on inactivated and deleted 
presentations. 
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